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ADMINISTRATIVE PROCEDURES 
 
Title: TEMPORARY CLOSING OF SCHOOLS / INCLEMENT WEATHER 

 
Preamble: 
 
In compliance with Subsection 170(1), paragraph 11 of the Education Act, schools will remain open during 

the whole period of the school year, except as permitted by Subsection 5(1) and Section 186.  However, 
in accordance with Subsection 19(1) of the Education Act emergency situations may arise which will dictate 

a partial or total closing of a school in order to ensure the safety and comfort of students and staff. 

 
Schools may be closed in emergency situations in accordance with the Procedures as set out below. 

 
Procedures 

 
A. The Director of Education shall have the authority to close a school for a temporary period for the 

following reasons: 

 
1. A directive issued under the Public Health Act. 

 
2. Failure of transportation arrangements. 

  

3. Inclement weather, fire, flood, the breakdown of the school heating plant, the failure of an 
essential utility or a similar emergency. 

 
B. Any school closed due to an emergency will remain closed until the emergency is declared over by 

the Director of Education. 
 

C. Early in September, each Principal will distribute to parents or guardians a letter addressing the 

subject of Emergency Closure of Schools (Appendix A).  Accompanying this letter will be the 
school’s plan to meet emergency situations. 

 
D.  Bus arrangements are to be co-ordinated by the appropriate Transportation Consortium with the 

support of the Superintendent of Business and Principals. 

 
 

E. School Closure 
 

 

1. In the event that a school must close due to an emergency or inclement weather event, 
the Principal of the affected school will contact the Superintendent of Education that has 

oversight of their school. The Director of Education will be contacted by that 
Superintendent of Education with the pertinent information. If school closure is required 

or deemed necessary by the Director of Education, they will contact the Chair of Board and 
the trustees from the impacted community to notify them of the school closure.  

 

 
Section 

 
Number 

F 0 5 
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2. If a school is required to close based on an emergency or inclement weather event, all 

leaves that were granted prior to the school closure including sick leave will be deducted 
from accruals. The only exception is if a pre-booked medical appointment requires 

cancellation and re-booking because the employee was unable to attend and is required 
to reschedule the medical appointment. 

 

 
3. Principals shall be responsible for contacting school crossing guard employers where 

applicable. 
 

4. The Director of Education will arrange for announcements to be placed with the local radio 

station and on the Board’s website and Facebook pages stating the time of dismissal. 
 

5. The Principal is expected to be available at the school or alternate safe site until they are 
satisfied that all students have arrived safely at home. 

 
F. Expectations of Staff During Emergency Closing or Inclement Weather Event 

 

1. In the situation where only bus students are sent home early, staff are expected to 
continue their teaching duties for those students who remain in school. 

 
2. In the event that an employee’s travel to work is disrupted because of inclement weather 

and/or road conditions , the employee will attempt to attend work and notify their Principal 

that they will be late and the expected time of arrival at their worksite. 
 

3. If an employee is unable to attend their regular worksite, they should report to the 
nearest TNCDSB worksite if it is safe to do so. 

 
4. If a staff member is unable to attend any TNCDSB school or Board Office location due to 

a severe weather event, staff will enter the code “Inclement Weather” in SFE. That staff 

member, in consultation with their supervisor, will be expected to use the time at home as 
an opportunity for planning, assessment, professional development and/or work related 

activities. Education staff may be required to remotely teach or support their 
classes/students. 

 

5. Staff members who cannot travel from their usual place of residence to work, may be 
excused, with pay, by the Director of Education provided a statement is received by the 

Director of Education from the Superintendent of Education or Principal attesting to the 
conditions eg: road closure and that reasonable attempts were made to arrive at school 

that day. If the Director of Education determines that the situation does not meet the 

conditions for “Inclement Weather” usage, the employee will be on a day without pay. 
 

Once main roads are open and regular school transportation has resumed for the majority 
of students, staff members should attend work when weather conditions have improved. 

If staff are unable to gain access to a main road due to a subsidiary road closure, that staff 
member should notify their direct supervisor (Principal, Manager, Superintendent of 

Education, etc.). 

 
6. Unless safety requirements dictate otherwise, staff will normally be expected to attend at 

work when schools are closed for emergency situations other than those related to severe 
weather. 

 

7. If staff are returning from a pre-approved leave (e.g. medical, vacation), and inclement 
weather inhibits the employee from attending work the next day, staff will be required to 

access a leave day found within their collective agreement or contract or take a leave 
without pay. 
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Other unusual circumstances (eg. road closures, declaration from civil authorities – state 

of emergency) can occur unexpectedly. It is recognized that employees living in one region 
of the Board and working in another region of the Board, may have their attendance at 

work affected by inclement weather in a specific geographical region.  
 

The Director of Education shall have the discretionary power to grant permission for any staff member to 

be absent in an emergency situation. This may include permitting some employees to leaver earlier than 
others because of such factors or distance and severity of conditions in certain municipalities. 
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APPENDIX A 

 
SUGGESTED LETTER FOR EACH SCHOOL YEAR 
 
 
Dear Parent or Guardian: 
 
Re: Emergency Closure of Schools 
 
Occasionally, it may be necessary to evacuate or close schools prior to the normal school 
dismissal times because of emergency situations, e.g. snow storms, bomb threats, heating plant 
failures, school fires, chemical spills, etc. 
 
The safety and welfare of our students is of prime concern during a state of emergency.   
Parents or guardians may be absent from the home on many occasions during school hours 
because of employment, shopping, appointments, etc.  Because of the unpredictability of 
emergencies, we respectfully request that you make alternative plans for sheltering your 
children in anticipation of such early and unexpected dismissal of schools.  We would urge that 
arrangements be made with neighbours, friends or other caregivers to care for your children 
should an emergency force the early closure of schools during your absence from home. We 
ask that you make your children aware of your expectations in this regard. 
 
In the event a disaster affecting all or part of an area necessitates the evacuation of a school or 
schools, emergency plans have been developed to ensure that your child will be evacuated to a 
place of safety. 
 
If the authorities call an evacuation, you are requested not to proceed to the school to pick up 
children as this could create traffic problems, hinder the evacuation process and perhaps 
endanger your own safety. 
 
Children will be evacuated to a safe area. This area will be broadcast via radio broadcast (B 93 
or CKDR 92.7), board webpage, and board/school Facebook pages. You may then proceed to 
pick up children in safety. 
 
Your co-operation will be greatly appreciated if a school emergency occurs. 
 
        Sincerely, 
 
 
 
 
        (Signature) 
        Principal 
 
 
 
 


