[image: ]
Inclement Weather — 2025

Event Overview

In the event that schools need to close, we need to notify the community/parents as quickly as we can and respond to any questions or inquiries.

Once a call has been made, our goal is to notify all key stakeholders within 10 minutes and send out community notifications within 15 minutes of the call. 

Communications Cadence 

Night before
If the forecast appears uncertain and we are making a call in the morning, the COO/Comms sends a ParentSquare note + Instagram  stating that we are monitoring the forecast and expect to make a call by X time in the morning.

If we make the call in the evening, we will edit the communications below and notify staff/families no later than 10 p.m. 

Morning of: 

If school is as scheduled, COO sends a ParentSquare Alert that everything is running on time. 

If school is delayed or canceled, the following communications chain is activated: 
· Supe/Chief of Staff: Board, Mayor, Mayor COS/City Liaison 
· Chiefs: notify all Directors
· CAOs/Principal Directors: All principals 
· Comms: Staff, Parents/Caregivers (ParentSquare + Social Media), News Media (in that order) 
· Alyssa to send ParentSquare + Media 
· Tamika to post on social 
· Principals: Their building teams (for specific/tailored needs)
· All Chiefs: Send notices to their full Office teams (for specific/tailored needs)

If we plan to make a call regarding dismissal later in the day (or cancel aftercare), we will notify folks ASAP after that decision has been made. 

Ideally, we notify families by 6:30 a.m. of any changes to our operational schedule. 

Text for closure, delays, canceled after-school activities, and early dismissal (in that order) is below.  





Closure 

Principals  (Academics to send) 

Dear Principals,

Due to the forecast for tonight and tomorrow, we will be closed tomorrow, January 6th. A staff-wide ParentSquare message will go out in approximately twenty-five minutes, followed five minutes later by a community-wide notification. Please let us know if any building- or student-level needs arise as a result of this closure. Stay safe and warm today. We will provide an update on tomorrow’s status by 5 p.m. tomorrow. 

5 minutes later

Teachers/Staff (Alyssa to send) 

Dear RPS teachers and staff, due to inclement weather, all RPS schools and offices will be closed on Monday, January 6th.. We will provide an update on tomorrow’s status by 5 p.m. tomorrow. 

The safety and well-being of our students and staff are our top priority at RPS, and we hope you all remain safe and warm tomorrow. Please enjoy an extra day of winter break. 

2-3 minutes later

Caregivers/Families (Alyssa to send) 

Dear families and caregivers, due to the forecast for tonight and tomorrow, all RPS schools will be closed on Monday, January 6. Please stay safe today, and we look forward to seeing you tomorrow. 

Tamika to repost with graphics on Facebook. Adrienne to post language on website. 

Alyssa to email reporters (:bcc) with closure information. 

Central Office staff (optional, individual chiefs to send + tailor to teams if team-specific info is needed) 

Dear team — Due to inclement weather, RPS schools and offices will be closed today. Please stay safe and warm today!  

Delayed Start

Principals (Academics to send) 

Dear Principals,

Due to pending inclement weather, we will be on a X-hour delay on DATE. A staff-wide PSQ message will be sent shortly, followed immediately by a community-wide notification. Once those are sent, please notify your staff of any school-specific instructions and let us know what support (if any) you need today. 

[Updated bus information]

5 minutes later 

Teachers/Staff (Alyssa to send) 

Dear RPS teachers and staff, due to the current weather conditions, RPS will be on a time delay on DATE. [Central Office status update]. [Updated bus information]. 

As always, safety is our top priority. Please contact your supervisor immediately if you are unable to get in today due to the weather. 

2-3 minutes later 

Caregivers/Families (Alyssa to send) 

Dear families and caregivers, RPS will be on a TIME delay on DATE due to the weather.  Transportation update. We understand that this is a disruption to your morning routine, and appreciate your flexibility as we work to keep students safe and well. Student safety is a top priority for RPS, and we also recognize the importance of time in class. We appreciate your flexibility as we balance both for our students.

Tamika to repost with graphics on Facebook. Adrienne to post language on website. 

Alyssa to email reporters (:bcc) with closure information. 

Central Office staff (optional, individual chiefs to send + tailor to teams if team-specific info is needed) 

Dear team, Due to inclement weather, RPS schools will open one hour delay today. If you are a school-based employee, please report to your school site X hours late (or at the discretion of your building leader). Central Office employees are instructed to work from home/come into the office X hours after your scheduled start time/come in at your regular report time. Please work with your manager/director if you need to make accommodations in light of this. Please stay safe.  


Canceled Afterschool Activities 

Principal Communications, After-school canceled (Academics to  send)

Dear Principals, 

As you are aware, the forecast this afternoon calls for WEATHER. Out of an abundance of caution, RPS is cancelling after-school activities, including aftercare,  Divisionwide.

We are actively monitoring the weather to determine whether we need to dismiss early, as well. We understand that such a disruption needs as much notice as possible for both you + your families to implement, and we will notify you as soon as a call has been made. In the event of an early dismissal, we will contact you, then send a PSQ to teachers/staff, then send a PSQ to all parents/caregivers, and communicate on social media.

Student safety is a top priority for RPS, and we also recognize the importance of time spent in class. We appreciate your flexibility as we balance both for our scholars.

Please keep an eye on your email and phone throughout the day. 

Family Communication, After-school canceled (Alyssa to Send) 

Good morning, RPS families. This afternoon’s forecast calls for DESCRIBE FORECAST. Due to this, our after-school programming, including aftercare, has been canceled. We will continue to monitor the situation closely and keep you posted if anything changes. We understand that families need time to plan for disruptions to their schedule, so please keep an eye on PSQ, Facebook, the division’s website, and Instagram for information. Student safety is a top priority, and we will update you as early as possible. 




Early Dismissal

Principals (Academics to send) 

Dear Principals,

Due to pending inclement weather, we will be closing early AT TIME  on DATE. All after-school activities are also canceled. We are using Remind to notify staff families Division-wide. Once those are sent, feel free to send additional messages as well, and work with your staff to implement any updates to the dismissal procedure.

Updated bus information. 

5 minutes later: 

Teachers/Staff, early dismissal (Alyssa to send) 

Dear RPS teachers and staff, given the worsening weather, we will be dismissing X hours early today. Central Office guidance). Please stay tuned for information from your building leaders and supervisors regarding changes to dismissal so that you and your families can plan and prepare accordingly. Buses will run normal routes, just two hours early. We will actively monitor the weather overnight and provide an update on tomorrow by 7 a.m. 

2-3 minutes later:  

Caregivers/Families (Alyssa to send) 

Dear families and caregivers, the forecast for this afternoon is actively worsening. We will be dismissing all schools X hours early today. Updated bus information. Please contact your school directly if you will be making different pick-up arrangements for your scholar. 

We understand that this is a disruption for families, and appreciate your flexibility as we work to keep students safe and well. We will actively monitor the weather overnight and provide an update on tomorrow by 7 a.m. 

Communications to put up posts on Facebook, the website, and Instagram; Engagement Team to contact liaisons; Alyssa to flag for news stations 


Central Office staff (optional, individual chiefs to send + tailor to teams if team-specific info is needed) 

Dear team, Due to the inclement weather, RPS schools will be closing early today. Offices will be open until 4:30 p.m. If you would like to work from home starting at X time, please work with your manager/director. We will provide an update on tomorrow’s operational status by 7 a.m.  
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