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‘SNOW DAY’ PROCEDURES
Below is a list of actions to be taken by different staff members in the event of further snow days at Hanslope School.

From 1st September to 31st December
	ACTION
	KEY PERSONNEL

	1. Liaison between school and Headteacher re. local school and road conditions


	CC/Maggie (MB)

	2. Decision made about school closing by 7.15am latest, taking into account safety of pupils travelling in, road conditions for staff, weather forecast etc

	CC/MB

	3. SLT advised of school closure by text or phone


	CC

	4. Official notification of school closure on Local Authority website/ school website


	CC/FH

	5. Parents informed via School Comms by email/text
	FH/MG

	6. Stakeholders contacted as follows:

(i) Teaching staff in KS2 informed of closure
(ii) Teaching staff in KS1 informed of closure
(iii) Support staff informed of closure

(iv) Castlethorpe transport informed

(v) Premier Sport and other school visitors informed of school closure

(vi) Supply teachers (if relevant) informed 

(viii) Chair of Governors informed
	CP 

(CC in her absence)

LL
 (CC in her absence)

CC
Linda Tipple

MB/CC to check diary

FH/MG
CC

	In the event of the continuation of poor conditions 

CC to liaise with MB as soon as possible on the following morning. If decision is made to remain closed, the above actions will be repeated. 
If school opens, yet travelling to school is a risk for only some staff, those able to get in will need to work collaboratively to cover classes. Under the ‘Rarely Cover’ policy, staff will need to inform the HT/office of any hours they have covered for other staff
If the school is open, CC will inform SLT who will, in turn, contact teaching staff. Support staff will also be informed. 
MB to contact Nigel Stacey to help with ‘snow clearance’ if required, to facilitate access to staff car park and playground.

Parent Mail

Parent Mail is a system whereby parents are advised of events such as closures via text or email. This will facilitate communication between home and school and will give parents 3 options:

a) Local Authority school closure website (which they can also sign up to receive an automatic text)
b) School website

c) Parent Mail

Feedback

Please let me know if there are any problems with the above procedure.




From January 2016 onwards:

	ACTION
	KEY PERSONNEL

	6. Liaison between school and Headteacher re. local school and road conditions


	Ryan Fensham Brown (RB) /Maggie (MB)

	7. Decision made about school closing by 7.15am latest, taking into account safety of pupils travelling in, road conditions for staff, weather forecast etc


	RB/MB

	8. SLT advised of school closure by text or phone


	RB

	9. Official notification of school closure on Local Authority website/ school website


	RB/FH

	10. Parents informed via School Comms by email/text
	FH/MG

	6. Stakeholders contacted as follows:

(i) Teaching staff in KS2 informed of closure

(ii) Teaching staff in KS1 informed of closure

(iii) Support staff informed of closure

(iv) Castlethorpe transport informed

(v) Premier Sport and other school visitors informed of school closure

(vi) Supply teachers (if relevant) informed 

(viii) Chair of Governors informed
	CP 

(CC in her absence)

LL
 (CC in her absence)

CC
Linda Tipple

MB/RB to check diary

FH/MG
RB

	In the event of the continuation of poor conditions 

RB to liaise with MB as soon as possible on the following morning. If decision is made to remain closed, the above actions will be repeated. 

If school opens, yet travelling to school is a risk for only some staff, those able to get in will need to work collaboratively to cover classes. Under the ‘Rarely Cover’ policy, staff will need to inform the HT/office of any hours they have covered for other staff
If the school is open, RB will inform SLT who will, in turn, contact teaching staff. Support staff will also be informed. 

MB to contact Nigel Stacey to help with ‘snow clearance’ if required, to facilitate access to staff car park and playground.

Parent Mail

Parent Mail is a system whereby parents are advised of events such as closures via text or email. This will facilitate communication between home and school and will give parents 3 options:

d) Local Authority school closure website (which they can also sign up to receive an automatic text)

e) School website

f) Parent Mail

Feedback

Please let me know if there are any problems with the above procedure.
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