
Revised  1/3/2014 

 
 

  

Staffing protocols for emergency late starts, early dismissals or school day cancellations 
  
 

 

LATE STARTS AND EARLY DISMISSAL 
 

1. Employees are expected to be at work during their normal hours.  If they are not, normal remedies 
available in the respective employment agreements would be applied if school had been in session 
(i.e., vacation day, personal leave day, no pay status, etc.). 
 

2. Education Assistants have the option to work during their normal hours with a late start or early 
dismissal to school. Building Administrators may assign assistants to supervisory duties during this 
time. 

 
3. Educational Assistants that report within the two hour time period will be paid for the time in which 

they worked. For example, if an Educational Assistant reported 1 hour late for a 2 hour late start, 
they would report and be paid for 1 hour of the 2 hour late start and report the missed time either as 
a no pay status or personal time. Educational Assistant who do not report within the 2 hour late start 
time will report this missed time either as a no pay status or personal time.  In the circumstance of 
late starts and early dismissals, Educational Assistants will not be required to use their personal time 
before being in a no pay status. This same protocol holds true for time in which the Educational 
Assistant remains at work beyond an early dismissal time.  

  
 

CANCELLATIONS 
 

1. When school is cancelled for the entire day, how the day will be made up will be determined by the 
Brainerd School Board.  In the circumstance that the Governor exercises his or her authority to 
cancel school, the school district will consult with the Minnesota Department of Education as to any 
possible make-up requirements that would alter the school board’s decision. The decision as to 
whether the day will be made up with students, or as a staff in-service day, will depend in part on the 
number of days lost due to inclement weather.   

 
2. Teachers, education assistants, interpreters, certified occupational therapy assistants, physical 

therapy assistants, and food service employees are not expected to be at work when school is 
cancelled for the entire day. Educational assistants and food service personnel have the option of 
using their personal leave day for pay.  

 
3. Secretaries, custodians and administrators are expected to be at work during cancelled days unless 

the day is taken as a vacation day. Secretaries may also arrange a schedule with their supervisor to 
make up the cancelled day. 

 
4. If school is made up as an in-service day, a determination will be made at that time whether teaching 

assistants are expected to report to work.  If they are not asked to report for work, they will not be 
paid for that day as per contract. 

 


