[image: Z:\Marketing And Development\Branding\EAL-logo-cmyk-strapline.jpg]
Protocol – Venue Closure/System Failure
INTRODUCTION
East Ayrshire Leisure manages a number of venues which may have occasion to close due to various circumstances including, power cuts, flooding, bad weather, maintenance issues etc. East Ayrshire Leisure has produced a Business Continuity Plan (BCP) to mitigate against the long term closure of venues. However, we realise that it is not only structures that fail, but key support mechanisms like telephone, information and technology, booking systems etc. can also adversely affect business. In such circumstances it is necessary to have an audit process in place to ensure we mitigate against similar future failings.
1. Location and Responsibilities

The Development Manager should be aware of the content of the Business Continuity Plan to ensure a consistent approach when a closure occurs.  This can be accessed here

2. Implementation of the Business Continuity Plan (BCP)

If an incident arises and a venue has to be closed the Premise Manager/Development Manager will be required to follow the guidance in the BCP. The Premise Manager/Development Manager should note that the closure of a venue or part closure may not necessarily mean the implementation of the BCP but alternatively may be dealt with under the venues Emergency Action Plan. If employees are unable to locate this document they should contact their Development Officer.


3.  Post Closure Process/System Failure Process

Should a venue, part of a venue close or a system fail then the Development Officer or nominated employee should populate the Venues Closure/System Failure log which can be accessed here

If a closure or failure resulted in a near miss, injury or dangerous incident it should be reported on the SHE system, this is necessary to ensure trends are identified and control measures are put in place to mitigate against future reoccurrences. The SHE system can be accessed here

4. Review

The Development Management Team will review the information on a quarterly basis.
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