DUNDEE CITY COUNCIL – CHILDREN AND FAMILIES SERVICE

EMERGENCY CLOSURE OF SCHOOLS GUIDELINES


In terms of statutory regulations, the Education Authority is required to ensure that each school is open to pupils for a period of 190 days in any school session except where prevented by circumstances outwith their control.  
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General Procedure  

The safety of pupils and staff has to be given priority when considering whether circumstances warrant school closure. 

A whole school closure, however, should be regarded as a last resort. Even in circumstances where some pupils or staff have to be sent home early, every attempt should be made to provide the best possible educational provision for the remaining pupils. 
Each school should have its own procedure for emergency closure. These procedures should be reviewed annually and should include provision for:

· Contacting parents or named emergency contact
· School transport arrangements
· School meals arrangements

Head Teachers must ensure that the above scheme is familiar to pupils, parents and staff and that pupils are released to go home when it is safe to do so.  (see Appendix 1).

Schools will have their own cascade system in place and should also ensure this information is kept up to date.

Failure of Essential Services 

Having informed the appropriate property officer of any fault, Head Teachers should contact a member of the Senior Management Team for authority to close the school.  SMT will liaise with the Chief Executive before a final decision is made. In circumstances where there is a protracted failure of essential services (heating system, electricity supply, water supply etc). In cases where faults occur in heating systems head teachers should be aware that under the Health and Safety at Work procedures, certain minimum temperatures apply for work locations. In the event of essential services failing outwith the school day then Property Services will liaise with a member of the department SMT and the Head Teacher.


Severe Weather or other circumstances

In circumstances where a closure is required during the school day due to severe weather or other circumstances, the Head Teacher should contact a member of the Senior Management Team for authority to close the school.  The Executive Director of Children and Families Service must make any final decision on a school closure.




Communication 

Head teachers should keep the Senior Management Team advised by telephone of developments regarding emergency closures. 


Pupil Attendance and Registration 

Where the school is open, pupils, who do not attend should be recorded as absent.

Where pupils arrive at school and are sent home because of weather conditions or failure of essential services, the pupils should not be marked absent. 

Where it is decided that a school is to close for the following day or days because of weather conditions or failure of essential services and the pupils are prevented from attending school, the pupils should not be marked absent.   
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The following document has been devised from frequently asked questions from members of staff affected by adverse weather conditions and the decisions made in answering the queries.


Q1 	What options do I have if I am unable to get to work due to adverse weather conditions?

A	Teachers and school based support staff are given the option of reporting to their nearest open Dundee school, for teachers, preferably in their sector, where it is not possible to report to their normal place of work.  If this is not possible due to adverse weather conditions at your home, e.g. unable or advised not to drive and public transport not available, your Head Teacher can agree that you can work from home or plan that you undertake additional work in future e.g. a specific agreed project, additional hours during school closure periods etc., which would allow you to make up the time.  If none of this is possible, the only remaining option is to request unpaid leave.

Further information on the expectations for teaching staff are outlined later in this document.

Q2	Am I entitled to special leave if I have had to take days off work to look after my children as a result of school closures?

A	If the school closure was unforeseen i.e. the closure was not known the previous day and you work term time only, you will be granted up to one day as special leave to make alternative arrangements.  No other paid special leave is available.  For full year support staff, you will use annual, flexi leave, accrued time off in lieu, agree to make up the time at a later date or take unpaid leave.

Q3	What will I get paid if I am not able to get to work?

A	If you have used annual or flexi leave or have agreed a temporary adjustment to your working pattern, you will receive your pay as normal.  If it has been agreed that you will use unpaid leave, your pay will be reduced accordingly.

Q4	What pay will I receive if my place of work is closed completely by the authority?

A	You will receive your normal pay providing all conditions outlined in Q1 have been met.

Q5	How will information be communicated regarding closures?

A	All Chief Officers are notified of potential adverse weather conditions via email and this information will be passed to individual establishments for onward transmission to staff, thus allowing preparation to be done.

Where closures are agreed, the Council will post information on its website, will pass information to the local press and local radio stations (Wave and Tay) and will utilise social networking site Twitter, to ensure wide coverage for the citizens of Dundee.

Each department/establishment of the Council operates a telephone/text/email cascade system, which is triggered by the Chief Executive to the Chief Officer of that Department who in turn will contact the next tier of management and so on.  In schools, your Head Teacher will be contacted and that will start the cascade for your establishment.  It is imperative that contact details are known by your line manager.  Head Teachers will also be encouraged to ensure that where there is a school website, it is updated with information for parents and pupils as to the impact on that school.

Staff are expected to take personal responsibility to check what the situation is for their establishment by participating in the cascade arrangements and by monitoring the local media for information.

Q6	What are the expectations of teachers in the event of school closures or being unable to travel to work?

A	Teachers are, where possible, expected to:-
· anticipate school closures and prepare work for pupils which should be available on GLOW or in hard copy for pupils with no access to internet;
· ensure they can be contacted by their school cascade system;
· where their place of work is closed but others open, follow instruction to report to alternative establishments to offer services or undertake their own work or
· where practicable, make use of internet access to GLOW/internal intranet/SEEMIS at their home. This will allow work to be provided to pupils; electronic response to pupils, peers, colleagues and management to be maintained.  Preparation and correction or reports can be undertaken.

Q7	What if severe weather occurs during a school day which does not result in the 
	school closing but would however impact on a teachers’ travel home, in these 
	circumstances, is the teacher permitted to leave school early?

A	You are not permitted to just leave work.  You should discuss the situation with your 
	Head Teacher, who may, subject to the exigencies of the service, allow you to leave
	early. However, agreement must be reached with the individual on how the time lost 
	will be made up at a later date.

Q8	What do I do if I have to report to another place of work?

A	Ensure that you sign into the establishment using the visitor's book or a log specifically provided by the establishment. This will note your presence and be used for health and safety purposes. In line with normal procedure in your normal place of work, you should ensure that your identification badge is clearly shown or obtain a visitor's badge.

Q9	What do I do if the police are saying 'do not drive/travel unless absolutely necessary'?

A	Individual judgement must be exercised regarding health and safety matters, but travelling to work is considered a necessary journey.  Always consider using public transport where available.  Where travel is impracticable or impossible, the options outlined in Q1 should be met.
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Planned Closures

All establishments should issue a letter to parents/carers providing information about how they will find out about school closures due to severe weather.

The Executive Director of Children and Families Service will make any decision on planned closures due to severe weather.

The Executive Director will make this decision after suitable consultation with:

· Graeme Mackenzie, Service Manager, Community Safety and Resilience 
· Lawrence Baldie, Superintendent, City Development

The decision will be communicated as soon as possible through Dundee City Council’s Communication Division and the Children and Families Service cascade system. (see Appendix 2).

The Children and Families Service will issue an email with an updated letter in October each year.


E-mail

Please find attached letter which should be sent to all parents/carers to inform them of severe weather arrangements.

If your school has its own website, can you please provide the links to the Dundee City Council winter weather page and twitter feed.
 
http://www.dundeecity.gov.uk/winterweather/
https://twitter.com/@dundeecouncil


Early Years Letter – See appendix 3

Primary Letter – See appendix 4

Secondary Letter – See appendix 5

Kingspark Letter – See appendix 6
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Dear Parent/Carer

SEVERE WEATHER ARRANGEMENTS

In an effort to minimise any disruption over the forthcoming winter period, I would like to provide you with information about how school/nursery closure information will be cascaded to parent/carers and what the expectations of staff and pupils will be during this time.

Any information regarding school/nursery closures will be made available through the Dundee City Council website http://www.dundeecity.gov.uk/winterweather/, local radio, local press and through the Council's Twitter feed https://twitter.com/@dundeecouncil. Where possible, these announcements will be made the day before in anticipation of a prediction of severe weather or as early as possible in the morning of severe conditions having occurred overnight.  Where severe weather occurs during the course of a school day, parents/carers will be contacted directly by the school/nursery, therefore it is imperative that we have up to date contact names and numbers.

Dundee City Council Children and Families Service along with other departments within the Council will be working extremely hard in to ensure safe access to schools/nurseries and the minimum disruption to the education of our pupils. 
 
Should you require any further clarification, please contact your school.

Yours sincerely


 


PAUL CLANCY
Executive Director of Children and Families Service
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Dear Parent/Carer

SEVERE WEATHER ARRANGEMENTS

In an effort to minimise any disruption over the forthcoming winter period, I would like to provide you with information about how school closure information will be cascaded to parent/carers and what the expectations of staff and pupils will be during this time.

Any information regarding school closures will be made available through the Dundee City Council website http://www.dundeecity.gov.uk/winterweather/, local radio, local press and through the Council's Twitter feed https://twitter.com/@dundeecouncil.   Where possible, these announcements will be made the day before in anticipation of a prediction of severe weather or as early as possible in the morning of severe conditions having occurred overnight.  Where severe weather occurs during the course of a school day, parents/carers will be contacted directly by the school, therefore it is imperative that we have up to date contact names and numbers.

In the event that the school is closed and where practicable, teachers will prepare work in advance for pupils.  This may be in the form of worksheets but may also be in the form of directing pupils to appropriate materials e.g. novels or internet sites.  GLOW will also be used as a resource for pupils.   More details about Glow and school work will be provided by individual schools. 

Dundee City Council Children and Families Service along with other departments within the Council will be working extremely hard in to ensure safe access to schools and the minimum disruption to the education of our pupils. 
 
Should you require any further clarification, please contact your school.

Yours sincerely
 




PAUL CLANCY
Executive Director of Children and Families Service
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Dear Parent/Carer

SEVERE WEATHER ARRANGEMENTS

In an effort to minimise any disruption over the forthcoming winter period, I would like to provide you with information about how school closure information will be cascaded to parent/carers and what the expectations of staff and pupils will be during this time.

Any information regarding school closures will be made available through the Dundee City Council website http://www.dundeecity.gov.uk/winterweather/, local radio, local press and through the Council's Twitter feed https://twitter.com/@dundeecouncil.   Where possible, these announcements will be made the day before in anticipation of a prediction of severe weather or as early as possible in the morning of severe conditions having occurred overnight.  Where severe weather occurs during the course of a school day, parents/carers will be contacted directly by the school, therefore it is imperative that we have up to date contact names and numbers.

In the event that the school is closed and where practicable, teachers will prepare work in advance for pupils, particularly senior pupils.  This may be in the form of worksheets but may also be in the form of directing pupils to appropriate materials e.g. novels or internet sites.  GLOW will also be used as a resource for pupils.   More details about Glow and school work will be provided by individual schools. 

Dundee City Council Children and Families Service along with other departments within the Council will be working extremely hard in to ensure safe access to schools and the minimum disruption to the education of our pupils. 
 
Should you require any further clarification, please contact your school.

Yours sincerely

 

PAUL CLANCY
Executive Director of Children and Families Service
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Dear Parent/Carer

SEVERE WEATHER ARRANGEMENTS

In an effort to minimise any disruption over the forthcoming winter period, I would like to provide you with information about how school closure information will be cascaded to parent/carers and what the expectations of staff and pupils will be during this time.

Any information regarding school closures will be made available through the Dundee City Council website http://www.dundeecity.gov.uk/winterweather/, local radio, local press and through the Council's Twitter feed https://twitter.com/@dundeecouncil.  Where possible, these announcements will be made the day before in anticipation of a prediction of severe weather or as early as possible in the morning of severe conditions having occurred overnight.  Where severe weather occurs during the course of a school day, parents/carers will be contacted directly by the school, therefore it is imperative that we have up to date contact names and numbers.

Dundee City Council Children and Families along with other departments within the Council will be working extremely hard in to ensure safe access to schools and the minimum disruption to the education of our pupils. 
 
Should you require any further clarification, please contact your school.

Yours sincerely

 



PAUL CLANCY
Executive Director of Children and Families Service

