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Policy: Winter Weather Closing                                                      
Effective: December 11, 2018			Academic Affairs/ Student Affairs/ Campus Safety

[bookmark: _GoBack]Policy: In the case of a county-wide travel warning, severe inclement weather, extraordinary snowfall totals, unusually dangerous wind chills, or another weather-related crisis, the provost may close campus or delay classes. 

Scope:  In the case of cancelling or delaying classes only, this policy applies to all classes and formal events at the Winona Lake campus in all undergraduate and graduate programs (GOAL, Bethel, Seminary, etc.).  On-line classes are not affected.  Other Grace College sites and campuses will make decisions about closure independently.  Decisions regarding travel to internships, practicums, or applied learning should be made in consultation with the site supervisor and appropriate faculty. In the case of closing the institution, this policy applies to all classes and events on the Winona Lake campus as well as all offices on campus with the exception of essential personnel (e.g., physical plant and food service).

Procedure: In making a weather-related decision and notifying those affected:
1. The Provost will confer with the Dean of Student Affairs and Director of Campus Safety to make a decision in a timely manner. In most situations, a decision will be made by 7:00am.  Should a mid-day or evening closure be necessary, a decision will be made by 4:00pm. The county travel status map and other relavant campus officials will be consulted for guidance.
a. County travel status per the Kosciusko County Emergency Management Agency and reported to the IDHS (Indiana Department of Homeland Security):  
i. Red (WARNING): The highest level of local travel advisory means that travel may be restricted to emergency management workers only. If under a red status, the campus will close. 
ii. Orange (WATCH): Means that conditions are threatening to the safety of the public. During a "watch" local travel advisory, only essential travel, such as to and from work or in emergency situations, is recommended, and emergency action plans should be implemented by businesses, schools, government agencies, and other organizations. If under an orange status, a decision to close is possible.
iii. Yellow (ADVISORY): The lowest level of local travel advisory, means that routine travel or activities may be restricted in areas because of a hazardous situation, and individuals should use caution or avoid those areas.  If under a yellow status, a decision will be made in light of specific campus conditions, forecasts, and extenuating situations.
b. Students traveling to campus from locations out of Kosciusko County but from counties (or states) under a travel advisory are encouraged to use discretion and consult local forecasts in deciding whether or not to travel.  If the Grace campus is open and classes are meeting but any students are unable to travel to campus are advised to contact their professors and resident directors via email to inform them.
2. Other relevant campus officials (Physical Plant, Human Resources, Athletics, and the Office of the President) may also be consulted for insight and advice regarding campus conditions and impact of closure (e.g. special events affected). 
3. Specific variables may change depending on dates, planned events, and/or situations:
a. Athletic teams will continue to practice unless there are extreme circumstances.
b. Food Services will operate as best they can.
c. Campus entities such as the GRC, Library, and other student services will open as they are able to provide options for residential students.
d. Residential students are strongly encouraged to remain on campus and avoid traveling during a travel advisory, watch, or warning.
4. Once a decision is made, communication will ensue immediately.  
a. The Office of Student Affairs will: 
i. Send an initial, general email announcement to all students on the Winona Campus, staff and faculty alerting them to the closing.  

Grace College,
Due to the winter weather conditions and county travel advisory, classes are cancelled today, ____________. This means all undergraduate and graduate classes are cancelled in all programs at the Winona Lake campus. Online classes are not affected. Decisions about closure at other locations will be made and communicated independently.  Specific questions about pending exams, projects, presentations, applied learning should be addressed to faculty. All of the Winona Lake campus is also closed, so employees do not need to report to work. 
Additional information will follow as relevant.  
The Office of Student Affairs

ii. Send a follow up email to all WL students informing them of specifics regarding campus services and events:

Example:
Grace College students:  
As communicated earlier, classes are cancelled _____________. We anticipate classes to resume __________, but we encourage you to check your email and local forecasts prior to traveling. 
Chapel and all athletic events are also cancelled.  Athletic practices will continue at each coach’s discretion.  Residence halls remain open, but students are discouraged from traveling to or from campus.  Food service is available.  Meal times will remain the same [or communicate revised meal schedule location if food service staff needs to modify]. The Gordon Rec Center will also be open for students on campus [include hours].  The Morgan Library will be open [include hours]. 
Students are always encouraged to use discretion and caution regarding travel, especially during a declared county travel status. 
Further updates, cancellations, or delays will be communicated via email and GraceAlert.
Thank you.  Grace College Student Affairs

iii. Send a follow up email to all employees (staff and faculty) referring them to the Emergency Day Due to Inclement Weather Policy (full policy available in the employee handbook and encouraging them to contact their supervisor with any specific questions). 

As communicated earlier, due to weather, the campus is closed and classes are cancelled _____________. We anticipate classes to resume __________, but please check for email updates prior to traveling to work.  
We are encouraging students to use caution and discretion in all travel – including applied learning and employment responsibilities.  
Employees should follow the Emergency Days due to Inclement Weather Policy (full policy available in the employee handbook).  
· If the institution is closed for an “emergency day” it is considered closed for all personnel.
· When an announcement is made that classes have been cancelled due to a snow emergency, it is understood that all non-essential personnel are excused from reporting to work. Service personnel may need to report to work due to the nature of the work they perform. Service personnel will be notified by their supervisor.
· Non-essential hourly employees who have been excused from work for the emergency closing will be paid. For days when a closure announcement is made before the beginning of the workday, all faculty and staff will receive pay based on their regularly scheduled workday.  Any work that can be made up will be appreciated.

iv. Communicate campus closing information to local news outlets (radio and television).  Current list includes: WANE-TV, WNDU-TV, WBCL Radio, WFRN Radio, Northeast Indiana Public Radio, WRSW Radio, and WSBT-multiple channels.
b. The Office of Campus Safety will send a text and email via Grace’s emergency notification system, GraceAlert, to faculty, staff, parents, and students registered with the GraceAlert system
c. The Office of Marketing will post a notification on the front page of the website and on institutional social media based on the initial email notification.
5. As conditions improve, notification will be made regarding the resumption of classes and re-opening of classes. This notification will be sent via GraceAlert (by Campus Safety) and e-mail (Student Affairs).
6. In these severe weather situations, the safety of our employees and students is primary. Patience and discernment is requested of all when deciding whether or not to travel and, specifically, when accommodating and communicating with commuter students. 


Revision History: 

	Date
	Description of Revision

	1-10-2014
	Snow emergency policy revised and updated (GraceAlert, clarification of programs)

	9-28-2017
	Update and formatting (titles, Emergency day policy) 

	1-16-2018
	Several updates including sample communications, list of media outlets, decision making structure, description of travel statuses, and clarification about other campuses.

	12-11-2018
	Finalized email messages and clarified geography/scope of the policy.
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