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    To:  SSJCSS Employees 
From:  Angie Balsley, Executive Director 
   Re:  Inclement weather/emergency procedures  
Date:  September 15, 2014 
 
Once again it is time to prepare for the possibility of school closings and delays. We will again be using our emergency 
calling system, Alertnow. This morning I sent a test call utilizing our current contacts. The call went out at 8am.  If you did 
not receive a test call this morning, but want to be included on the calling list, or if you want to add or change phone 
numbers, please contact Gretchen Wood at 738-7032 or gwood@ssjcs.k12.in.us.   As a backup, we will post emergency 
information on our website, Facebook page and will broadcast closings and delays on WTHR Channel 13 and 
WTHR.com only. 
 
We do not anticipate closing Earlywood unless there is an extreme emergency condition – blizzard, water main break, 
furnace problems, a state of emergency is declared etc. However, the New Connections classes may be delayed or 
cancelled if weather becomes extreme or another emergency occurs.  
 
ALL SSJCSS EMPLOYEES: 
Unless the employee has requested removal from the emergency calling list, all SSJCSS employees will be notified of 
Earlywood closings, cancellations, and delays.    Anyone based primarily at Earlywood or following Earlywood’s calendar 
is expected to follow Earlywood’s procedures for reporting to work.  Those following a local district calendar, are expected 
to follow the local district’s procedures as well as the school’s make up schedule. 
  
PROCEDURES FOR EARLYWOOD BASED STAFF: 
If classes are delayed…employees will still be expected to report to work as soon as weather permits.  Due to labor laws, 
hourly staff will be required to accurately record the time actually worked.  If any employee, hourly or salaried, chooses to 
only report for a half day, or does not report to work at all due to weather, the employee will be required to take a half or 
whole personal leave day.  All employees must follow the normal reporting procedures for absences if they choose not to 
travel from home due to weather.  
  
If New Connections classes are cancelled instructional staff (teachers, assistants, social workers, behavior coaches) 
based at Earlywood will not be required to report to work, as they will be making up the day whenever the students are 
scheduled to make up the day. All other staff may choose not to report to work and use a personal day or vacation day or 
make up the day. Each individual who does not report to work on a day classes are cancelled will be asked to submit a 
plan for taking a leave day or making up the day. 
If Earlywood (the building) is closed:  No one is permitted to report to Earlywood unless authorized by a supervisor. 
  
  
PROCEDURES FOR NEW CONNECTIONS STUDENTS DURING INCLEMENT WEATHER: 
Whenever New Connections classes are in session, parents are welcome to transport students to Earlywood if their own 
district transportation is cancelled or delayed.  Parents should watch for local district closing or delays as well as 
Earlywood closing or delay announcements and plan accordingly.  Local transportation officials will determine whether it is 
safe for the home school district to transport to Earlywood.  In most instances, schools will not transport students to 
Earlywood if they are not transporting students to the local schools due to emergency closings or delays. 
 In the event that inclement weather occurs in the afternoon or close to dismissal time, Earlywood Administration will 
determine whether to dismiss early or postpone dismissal.  Parents and local transportation officials will be contacted if 
either of these scenarios occur.  
  
PROCEDURES FOR STUDENTS TRANSPORTED TO THE SCHOOL FOR THE BLIND, SCHOOL FOR THE DEAF OR 
ST. JOSEPH’S: 
We are required to make every effort to transport students to ISB, ISD or St. Joes if the school is open.  If, however, it is 
determined that the roads are unsafe to travel, we will not put our bus drivers’ lives or the lives of our students in jeopardy.  
Therefore, we will, at times, delay or cancel transportation to the above mentioned schools.  The transportation 
coordinator and the Director will make the final determination as to whether it is safe for SSJCSS buses to be on the road.  
If it is determined that roads are unsafe for transporting students, the bus drivers will be responsible for contacting the 
parents of the students to inform them of any delay or cancellation of transportation. 
  


