
Introduction 

This policy is based on the guidance from the City Council from the December 2008 

update from the LA. 
School Closure Procedure 

When a school has to close for an unexpected reason, a decision is made by 
the headteacher or, in his/her absence, the DeptuyHeadteacher. It is important that the 

following are informed; 
1. The Chair of Governors 

2. The LA be telephoning the Director’s office on 236100 

3. If appropriate, to inform parents via Radio Stoke (221261 or 221265), and Signal 
Radio (441300). The radio stations will ask for the school’s DFES number and LA 

password. This is known to the Headteacher, Deputy and Office Manager. 
4. Key members of staff as designated on the ‘adverse weather contact sheet’ given 

to all staff which ensures that all staff are contacted by their line managers. 
The decision to close a school is the responsibility of the Headteacheror 

Deputy Headteacher. The prime concern is the well being and safety of the pupils and 
staff. 

When the school is in session and affected by poor weather conditions, the key question 

is whether pupils would be safer leaving early. Consideration must be given to the age of 
the pupils and, for younger pupils, whether parents will be at home. For pupils who can 

walk between school and home, it is perhaps safer to close at the normal time but to 
leave the responsibility with the parents to collect their own child earlier, if they wish to 

do so. For pupils using public transport or a school bus, then advice should be sought 
from the company and, if pupils are to be released earlier, parents need to be informed. 

When, because of weather conditions, the question arises about the closing the school 
rather than normal opening, the following procedure should be in place; 

 The decision is made by the Headteacher or Deputy Headteacher. Consideration 

should be based on the condition of the site and surrounding area and the 
supervision of pupils when on site. In order to assess the latter, each school should 

establish a procedure whereby staff can inform the Headteacher of any difficulties to 
get to work on time. 

 If the Headteacher decides to close the school the procedures in Section 1(a to d) 
must be followed. 

 Parents will be informed via the ‘Teacher to Parents’ text message service, via the 
Learning Platform and by an announcement on Radio Stoke and Signal Radio. 

 It is the assumption of the City Council that its employees will report for work. It 

remains the view of the Education and Lifelong Learning Department that employees 
should not expect to be paid when they do not work because, by choice, they live 

where they do. Duties will be allocated to the undertaken at home for the period of 
the school closure. 

The guidance for school staff under the control of Governors remains as follows; 
 Schools Remaining Open – any staff member who does not arrive at work because 

it is too dangerous will be allocated work by theheadteacher or line manager to be 
completed at home. 

 Schools Closed to Pupils Only – staff failing to report for duty should not be paid. 

Staff who reported for duty but undertook reduced duties should be paid as normal. 
 Schools are Closed – where staff are informed that they would not be required to 

attend for duty they will be allocated work by theheadteacher or line manager to be 
completed at home 

 Casual Employees / Supply Staff – where casual / supply staff arrived or 
departed early due to the inclement weather, they should be permitted to make up 

the hours lost at a later date in order tominimise loss of pay. 
NB: Some of the Trade Unions would want to argue that staff should be paid 

whether they report for work or not. This is not the view of theLA nor most 

employees in the City. It is this issue which causes the most public criticism 
about school closures. 

Safety of the site 



The school has a Gritting Policy. The Governing Body needs to be aware that there 
should be procedures in place to minimise the dangers of slipping on frost, snow and ice 

in outside areas and on access routes. Pedestrian walkways should be clearly marked to 
encourage visitors, parents and pupils to walk on these “safer” areas. Caretakers need to 

keep abreast of the latest weather conditions. 
Conclusion 

The Governing Body needs to confirm the advice of the City Council and to ensure that, 
as and when appropriate, the process is clear to parents, staff and the LA 
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