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To provide staff with clear steps to follow when needing to close a classroom/site based on staffing needs.

Process

1. Itis an expectation for all direct services staff, supervisors and managers that they bring home their lap
top/surface pro each day in order to prepare for any classroom closure.

2. If aclassroom needs to close for any reason, then the lead teacher will notify families via ChildPlus (CP)
Online Communication Tab as soon as possible (at least 1 hour before the start of class).

a.
b.

If the lead teacher is unavailable, then the family advocate will notify families as soon as possible.
If neither the lead teacher nor the family advocate is available to notify families, the site supervisor
will notify families.
Families will be notified using CP Communication Tab.
If any unusual family circumstances exist, individual site plans must be made in advance.

i. Forexample: if secondary parent needs to be notified and not signed in for text messages,

alternative communication arrangements must be made.

Follow up communication with families informing them of any updates or changes to classroom
status need to occur as soon as possible after a determination has been made.

3. Ifthe site closure is due to staffing needs.

a.
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The Program Manager will send out an email to all other program managers, the director,
administrative assistants, site supervisor, coach, and direct service team (lead teacher, assistant
teacher/s, and family advocate) to notify of closure.

The Site Supervisor will inform the office staff at the school site if applicable.

Education Program Manager will notify any Part C and Part B services.

The Family Services Program Manager will notify school district food service if applicable.

The Substitute Admin Assistant will notify classroom substitutes if applicable.

4. Site Supervisor will cancel the class in CP including a note regarding the reason for the closure.
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