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Weather Closures and Delays
 For Butler/Armstrong Family Service Workers and Home-Based Programs
Union Contract Page 22-23 under Vacations States: 
On snow or inclement weather days, the following shall apply 
a. All center-based teaching staff, with the exception of the Child Care staff, will follow their established school calendars. 
b. All center-based teaching staff will receive the same number of days off as determined by the average number of paid non-working days of all of the school districts served by the center based programs. 
c. In most instances, the staff will follow guidance for the school delays and cancellations. 
d. In the event a center-based classroom must be closed due to weather or emergency circumstance, center-based teaching staff will provide instruction from home. 
e. In the event a center-based classroom must be closed due to staffing, the day must be made up in the program year. Flexible Instruction CANNOT be counted.  
f. In the event Employer has a cancellation on an in-service day, the staff will not be required to report to work unless a meeting or training is scheduled. If possible, Employer will allow staff to participate in such meeting or training virtually from home

NOTE: All staff will follow their work site locations school districts guidance for closures and delays. It is important for staff to take laptops, agency cell phones and materials home only when inclement weather may arise or when recommended by the Program Manager/Supervisor.    
Reminder: All Flex time MUST be completed within the same work week and is at the discretion of the Program Manager/Supervisor relating to available staff to cover the time off. 


District calls a two-hour delay:
All staff can come in up to 1 hour late, paid time, if it is safe to do so. If they come in later than the one hour, they can:
a) take personal time 
b) flex the time through the week
Staff will work from their main site location for the day offering virtual visits, working on training, ChildPlus data entries, etc. 
If the employee does not have PTO to use and/or is not able to flex the time off that day they will work with their Program Manager/Supervisor to make this time up throughout the week by trainings, flex another day, etc. 
District Closes after a 2-hour delay is called:
If staff is already on site when the cancellation is called, the staff will be given the option to 
a) remain at the site location for the day offering virtual visits, working on training, ChildPlus data entries, etc.
b) choose to go home and work on training, ChildPlus data entries, TSG etc. Home-Based Program staff will contact families to reschedule or offer a virtual visits and document virtual visits in ChildPlus.
District Closes without having a 2-hour delay
All staff will work from home and will participate in virtual training, ChildPlus data entries, TSG, etc. Home-Based Program staff may offer to reschedule visit or have a virtual visit.  Home-Based staff will document virtual visits in ChildPlus.
The Program Manager/Supervisor may assign specific training to be completed for that day. If one is assigned, the training must be documented by a certificate OR the completion of PD Record for Trainings (Appendix ED-N5). A copy must be sent to Program Manager/Supervisor and professional development e-mails (pdarm@earlylearningconnections.org OR pdbutler@earlylearningconnections.org). Program Managers/Supervisor will verify the time spent training and compare it to the employee’s timecard. If the hours do not match, the Program Manager/Supervisor will discuss the discrepancy with the employee. 
Staff will indicate exact time frames when documentation/training, etc. was worked on by documenting items on their Outlook calendar. 
*PEs will complete the Technology Survey (Appendix ED-N2) with families at intake to see if assistance is needed during weather closures/delays.

Early Dismissal
If the district calls an early dismissal, due to weather or other events staff can:
A) be allowed to leave to safely get home and they can use personal time for the remainder of the day
B) OR they can finish the day with trainings from home 
C) OR they can flex the time missed throughout the week as approved by their Program Manager/Supervisor 
Family Service Workers will be notified by classroom Program Managers when to send a message to the families on ClassDojo and/or Lillio regarding the early dismissal.  
 
