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Emergency School Closure Guidelines Policy 

In the case of an emergency, such as power failure, hazardous weather conditions, natural disaster, 
pandemic or wide spread health emergency, the School or a part of it may suspend operations or release 
employees from working.  Listed below are general guidelines regarding emergency closings or early 
releases.  

All employees impacted by the school closure, excluding substitute teachers and temporary workers, 
may be granted up to fourteen [14] days of paid leave by the Director.  If necessary, excess paid leave 
may be granted if approved by River Oaks Academy Charter School Board of Directors.   
 
In the event of an emergency, specific details will be issued by the Director at the time of such closures 
or releases. 

Authorization to Close the School 

Authority to close the School or release employees from work rests with the Director and in consultation 
with the Board of Directors. 

A suspension of classes and academic activities does not automatically extend to the work of employees. 
Conversely, a closure for employees does not affect students unless the announcement so states. 

In the absence of an announcement, it should be assumed that the School is open, and employees should 
not be released with pay. At the discretion of the Director, employees who so request may be released 
without pay, or with their time charged to personal leave or vacation. 

Essential Employees 

Certain essential services are required to be maintained in any closing. The employees involved in these 
essential services are excused from work only with the specific authorization of their supervisors.  The 
supervisor should make clear beforehand who are essential employees in emergencies, what their 
obligations are, and establish procedures to let them know whether they will be needed to work.   

Variations in Emergency Situations 

Emergencies may vary in their effect upon employees and operations of the School, and at different 
locations. For example, the School may close at one Center and not another or at one location and not 
another. Each situation is evaluated and a decision made on the basis of the specific conditions or 
forecasts at the time at the particular location. 

Payment During Emergency Closing or Early Release 

Since the nature and effect of the emergency may vary, the pay policy to be followed may also vary. 
Usually, pay policies cannot be announced until the following day because of the need to assess the 
effect of the emergency upon all employee types (Administrative, Certificated, Classified). Supervisors 
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should not make any commitment to employees about closing pay until after the pay policy has 
been announced. 

An emergency closing is not in the nature of a holiday. Holiday pay policies do not apply, and all 
employees do not necessarily receive an equal amount of time off or additional pay. 

While the School strives to be fair and reasonable in payment for closings, there is no legal obligation to 
reimburse employees when work is not available because of emergency conditions. The School reserves 
the right, therefore, to determine whether to close, whether employees will be paid, and, if so, on what 
basis. 

Only employees regularly scheduled to work on a day of closure are eligible for paid leave. Employees 
instructed to report for work who do not report are not eligible for paid leave. Where there is special 
justification, an exception may be made with the approval of the Director and the Board of Directors. 

Computation of Pay for Time Worked During an Emergency Closing or Early Release 

Any employee regularly scheduled to work who does not work during an emergency closing or early 
release receives closing pay for the hours of the closing, if eligible under the terms of this policy.   Hours 
authorized and actually worked to maintain essential services during a closing or early release are paid 
in the normal way as time worked.   

Employees on Leave During an Emergency Closing or Early Release 

An employee absent for any reason, including sick leave, vacation, or any other authorized leave, with or 
without pay, receives no time off or pay for an emergency closing or early release. 

Reporting for Work or Working from Home During an Emergency Closing or Early Release 

Employees are generally not required to report to work or to work from home during an official closing 
unless they are essential staff or have other duties related to the closing, have inflexible deadlines (such 
as attendance reporting), or in other exceptional situations. 

A support or service staff member who chooses to report for work in person or to work off-site during 
an official closing but is not required or not authorized to work during the closing receives only closing 
pay and does not receive any additional time off.  Administrative Staff who are required to work (as 
described above) or who choose to work during a closing do not receive additional pay or time off. 

Exceptional situations will be discussed with the Director and the Board of Directors.   

Payment of Employees on Fixed or Variable Schedules During an Emergency Closing or Early 
Release 

Employees regularly scheduled to work a fixed number of hours on a day of a closing or release will be 
paid for the regularly scheduled hours lost, consistent with this policy and any specific pay 
announcement for the closing.  

In no case may an employee on a variable schedule receive payment for emergency closing or early 
release if such hours when included exceed the number of normally scheduled hours for the week. 
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