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Introduction

The first priority of the Head Teacher must be to keep the school open if at all possible. 
However, the early closure (or part closure) or non-opening of a school in an emergency may be required because of fire, flood, loss of building services, extreme weather conditions, or some other event. 
Arrangements have been put in place to ensure that closures of schools are kept to a minimum.
Head Teachers must ensure they have the key code to access keys for the school from the keysafe’s 
Full or Partial Emergency Closure of Schools

Arrangements have been put in place to ensure that school buildings will be open during , for example, Severe Weather unless in exceptional circumstances such as where the school is flooded. 
 If Facilities Management are unable to open a school, then the Head Teacher, Head of Education and the Severe Weather Group (if appropriate) will be notified prior to 8.00am

Depending on local circumstances a Head Teacher may decide to close the school to Pupils.  If this is the case they should notify Head of Education and the Facilities Area Officer as soon as possible.
In general schools will remain open to staff even if closed to pupils.  Should a Head Teacher decided to totally close the school they should inform the Janitor, Facilities Area Officer and Head of Education

The same system will apply where an emergency requires that a school does not open the following day or week. The Head Teacher should notify Head of Education as soon as possible.
Early Closure

Head Teachers should not normally close schools early on grounds of inclement weather. This can only be justified where the possibility of pupils reaching home safely is reduced by delaying their release from school.  Heavy falls of snow or severe fog may justify such action.

When children have to return from school at a time earlier than normal, parents may not be able to arrange for them to be received at home by themselves or by an adult who will look after them.  Head Teachers must be reasonably satisfied that there will be a responsible adult available to receive the child, and must be prepared to make arrangements for the supervision of certain children in school, until the normal closing time of the school.
Head Teachers should advise all appropriate agencies and staff of support services of any early closures.  Janitors/Area Officers (FMS) should be kept informed, so that they may take the appropriate steps in respect of temporary heaters, frost protection and cleaning arrangements.

In all schools, but especially in those schools which receive transported school meals, Head Teachers should inform the kitchen supervisor  as soon as possible to allow arrangements to be made, and Area Officer(FMS) of any change in the number of meals required, what arrangements are required for the provision of free meals, and whether an early meal is needed. 
Where Head Teachers wish to try and arrange for transport to operate at a different time from normal they should contact Transport Services. It is important to remember that in a number of areas school transport is co-ordinated to meet the needs of a number of schools, and also that contractors may be providing a service at the same time to other agencies.  In these circumstances a contractor may be unable to provide transport at a time other than normal.   

In extreme cases, Head Teachers may be required to use temporary local accommodation for pupils, such as a church or a community hall. Possible suitable venues should have been identified as part of the Business Continuity Plan. 
It should also be noted that situations may arise where pupils have to be dismissed early, but in such circumstances members of the staff of the school may  continue to work on the premises.  Such a situation might occur, for example, on the failure of a heating system, where emergency-heating arrangements can be made for a limited number of rooms in the school. The continued presence of members of staff will also be required for the supervision of certain children, and to answer enquiries from parents.

General Closure

In the case of a general emergency, such as strike action or severe weather conditions, it may be necessary for decisions to be made within the Education and Children’s Services Department about the early closure of establishments, or about their closure on the following day or days.  Any such decisions will normally be conveyed in the form of a Press Release from the Director of Education and Children’s Services:
Late Opening – Schools

There may be occasions when, because of a failure of building services or some other emergency, there is justification for opening a school at a time later than normal. The Head Teacher should obtain approval for such a late opening from the Head of Education confirming also whether staff can undertake work on the premises.  In the case of an emergency which occurs at the time which prevents the Head Teacher from obtaining such approval, the Head of Education should be informed of the late opening as soon as possible. 

Parents and the agencies and support services mentioned in Paragraph 2.1 should be informed of a late opening as soon as possible, and where necessary the media should be used for this purpose.

Recording Pupil Absence in SEEMIS
Recording Whole School Closures:

· For days or half days when the whole school is closed due to some unforeseen emergency .e.g. snow, power failure, election, strike. The School Closure Code (CLO) MUST be entered through the School Calendar. Go to Application> Management> Calendar> School> Enter Holidays select the appropriate date or range of dates then select Closed (e.g. election) from the drop down list and click on Save This Holiday.

Recording Partial School Closures:

· For partial school closures when the school is closed to only some pupil stages the Attendance Mark ‘Other – Other attendance out of school’ must be used and entered for the selected stages through Application> Attendance> Block Registration
Recording Absence for Pupils unable to attend school due to weather conditions (e.g. snow) but where the school is open for pupils to attend:

 Where the school has not been closed to either all pupils or to particular stages, all pupil absences as a result of adverse weather, including lack of transport, are to be marked as ABS ‘Other Authorised Absence’.

Staff – Absence from Work due to Adverse Weather Conditions or Other Circumstances
Staff who are unable to attend their normal place of work should follow the procedures in the appropriate policies and guidance such as the ‘Policy on Adverse Weather and Absences which are outwith the Employees Control’,  ‘Adverse Weather Protocols for Schools’ or ‘Special Leave Policy’
Contact Information in relation to adverse weather (FES)

PPP Contact details:

	NAME
	TITLE
	OFFICE
	MOBILE
	HOME

	FES FM Helpdesk
	
	01786 477 160
	07836 370 276
	

	Aileen Gardiner
	PPP
	01620 827 160
	07979 970 948
	0131 538 3025


Head of Education – Fiona Robertson Mobile Number – 0773 496 8800
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