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GUIDANCE FOR DEVELOPING A LOCAL BOARD POLICY 
TO ADDRESS INCLEMENT WEATHER EMERGENCIES AND THE 

RECOVERY OF INSTRUCTIONAL TIME LOST DUE TO  
LATE ARRIVALS AND EARLY DISMISSALS  

 
 
Both WVC §18-5-45 and State Board Policy 3234 regarding school calendars require that county boards 
develop a county policy that addresses the recovery of instructional time lost due to late arrivals and early 
dismissals. Both also require that each county board develop an inclement weather and emergencies policy 
designed to guarantee that 180 separate days of instructions are provided to students.  In addition, there 
are other issues regarding the school calendar that each county should address in a local policy.   
 
To make it more efficient from both a development and administration standpoint, it is recommended that 
just one policy be developed to address all issues related to the school calendar. It is further recommended 
that the following other topics be included in the policy: 
 

1. Whether certain non-instructional days are to be considered as unavailable for use as a make-up 
day and in essence, notify all employees that they are protected from such use.  For example, a 
county board could specify in its policy that the preparation (P) day at the end of the school year 
will not be used to reschedule a canceled instructional day.  Such days could also include 
professional development/continuing education (CE) days; Teacher-Parent (TP) conference days 
or professional meeting (PM) days. 

 
2. Whether the board, or the superintendent as designee, has the authority to make those decisions 

at the time instructional days are being rescheduled.  (Caution:  It is suggested that the policy not 
state that “all available non-instructional days will be used before any out-of-calendar days are used 
as make-up days”.  Such a requirement would prevent a county board from protecting any non-
instructional day from being used as a make-up day). 

 
3. Clarification that in situations where there are insufficient non-instructional days available to make-

up all canceled instructional days in any particular year, all out-of-calendar days through June 30, 
with the exception of West Virginia Day, which is normally celebrated on June 20th, are considered 
available for use to ensure that 180 separate days of instruction are provided to students.  
 

4. Clarification that in the situations where it becomes necessary to use an out-of-calendar day as a 
make-up day for a canceled instructional day, the originally scheduled instructional day becomes 
the out-of-calendar (non-paid) day and the originally scheduled out-of-calendar day becomes the 
paid instructional day.  
 
Note, however, that in situations where a service employee is required to report to work on both 
the canceled day and the rescheduled instructional day, such as a custodian who is required to 
report to work to clear snow on the canceled day, he/she is entitled to compensation for both days. 
But according to the Fair Labor Standards Act (FLSA), the compensation can be in the form of 
compensatory time off as long as the employee agrees to such payment in advance.      
 

5. Requirements for the county boards that allow employees to attend professional development 
activities on their own time and take the scheduled continuing education (CE) days as 
compensatory days off.  Such requirements should include: the obtaining of prior approval before 
employees attend a professional development activity on their own time; from whom such approval 
is to be obtained; submission of documentation of attendance, etc.  
 

6. Clarification that any day that is scheduled or being provided in the calendar as a compensatory 
day off for tasks that are performed earlier in the year on the employees own time, such as 
professional development, teacher-parent conferences, faculty senate meetings, etc. will be 
provided only if the day is still available as a non-instructional day and not being used to reschedule 
a canceled instructional day; 

 
 
 



-2- 
 

 
 

7. The requirement that every employee must complete a minimum of 18 hours of continuing 
education annually, even if the day(s) scheduled as CE days are used to reschedule canceled 
instructional days, and failure to complete the requirement will be sufficient grounds for disciplinary 
action. 
 

8. Clarification regarding accrued instructional time to include: how it is calculated; what offices are 
responsible for its calculation; how the time is to be calculated for the schools that have multiple 
grade configurations, such as a school with grade configurations of Pre-K through 8th grade; and 
the fact that if accrued instructional time is used county-wide to make up missed instructional time 
due to late arrivals or early dismissals for all schools, that time must be subtracted from the balance 
to determine the time that schools have for use at their discretion. 

 
It is also suggested that the policy be worded in such a manner that it grants the superintendent the latitude 
to make decisions regarding the rescheduling of canceled instructional days as the need arises.  
 
Please do not hesitate to contact the Division of Teaching and Learning at 304-558-9994 if you have 
questions, or need additional information. 
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