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Protocol - Adverse Weather Conditions

INTRODUCTION

Health and Safety legislation and other Acts of Parliament require us to ensure (as far as possible) safe access to, and exit from, our premises.  This Protocol advises of best practice during adverse weather conditions.

1. ADVERSE WEATHER PROCEDURES

1.1	Employees have a responsibility to themselves to ensure they are safe. Should they feel weather conditions are too hazardous for travel they should contact their line manager at the earliest opportunity.  The Trust will take reasonable steps to ensure that services to customers are maintained, whilst ensuring employee safety is prioritised.  

1.2	The responsibility for attendance at work rests with each individual employee.  Adverse weather conditions at one location does not mean conditions are the same throughout East Ayrshire. 

1.3	Employees must not assume that payment will be made automatically for days on which they are unable to attend for work.  Their Line Manager will consider all circumstances and either locate the employee to another Trust facility or allow them to work from home.  If neither of these options are feasible then the employee will be required to take annual leave or pay back any hours lost. The Line Manager in such circumstances the Strategic Lead should consider whether other employees within the locality can open and operate the facility before deciding that the building should be closed. 

1.4	Where adverse weather conditions arise during the working day, the Premises Manager or Strategic Lead (where the Trust has no Premise Management role at the venue), will decide if the venue will close, and if the employee should go home.  Employees who will not encounter difficulties should remain at work unless conditions worsen, in which case they should contact their manager. 

2. 	BUILDING CLOSURE DUE TO BAD WEATHER

2.1	The most senior employee working at a venue will assume the role as Designated Officer. The decision about closing a facility due to bad weather is the responsibility of the Premises Manager or Strategic Lead. However, should the Designated Officer feel they are unable to make the building safe, they can make the decision to close.

2.2	Should a decision be required out with normal office hours, the Designated Employee should refer to the out of hours contact list which can be accessed here

2.3	Where the Trust have shared facilities with East Ayrshire Council the decision on whether facilities remain open or closed for leisure activities will remain with the Trust and as such will fall to the Premise Manager or Strategic Lead.  If it is decided to close the venue they should inform their Strategic Lead and relocate employees to a safe alternative Trust facility, employees affected would not require business insurance to relocate. 
 
The decision will be based on:
a)	the current prevailing weather conditions in the area;
b) 	local forecasted weather for the following 24 hours;
c) 	the distance that staff have to travel to/from the building and the possible risks to them of undertaking the journey in hazardous conditions;
d) 	any severe weather warnings issued;
e)	other known local factors such as gritting of main roads, whether the buses are running (a good indication of the safety of routes) etc.

2.4	Should the decision be made to close a building during office hours, the member of staff should email DigitalUpdates@ayrshire360.com immediately to allow notices to be posted on the website and social media to give customers as much notice as possible. The email should advise of the facility that is to be closed and the likely period of closure if known. Once the facility reopens, the Vision team should be informed using the same email address so that updates can be posted and/or closure notices removed.

2.5	Should a building close outwith office hours, the member of staff should update the facility’s Facebook account and email DigitalUpdates@ayrshire360.com to allow the Vision team to post updates on the website and other relevant social media accounts the next working day.

2.6	Where we have shared premises a member of the Executive Management Team will liaise with East Ayrshire Council to ensure communication to both staff and customers is clear.

2.7	Only in exceptional circumstances would the Chief Officer decide that as a result of Met Office weather warnings employees should not attend their work. This will be communicated to employees and customers at the earliest opportunity. In these circumstances there will be no requirement for employees to take annual leave or pay back any hours as the decision has been dictated to by National guidance.

3. 	CANCELLATION OF LETS

3.1	Where weather warnings have been issued and weather conditions are highly unpredictable the Trust will accept late cancellations with no cancellation fees being incurred to users.

4. 	SNOW & ICE PROCEDURES

4.1	If the weather forecast indicates that there is a potential for snow fall or heavy freezing the Designated Officer should arrange for the spreading of salt/grit from the nearest public access path to the main entrance of the venue.

4.2	After a snow fall the Designated Officer should endeavour to keep this route clear. This should be done when it is dry and snow has stopped falling. The employees who are delegated this task should wear sensible footwear and warm clothing and ensure they take regular breaks.
 
4.3   The Designated Officer should ensure that all emergency exits are operational and snow is cleared from the immediate area outside of emergency exits and a generous amount of grit/salt is applied.  Should it not be possible to make the building safe the Designated Officer should contact the Premises Manager or their Strategic Lead.

4.4	Snow and ice clearing duties should be counted as part of normal working hours and should be prioritised over other non-essential duties. 

4.5   Employees who have indicated that they are unfit or incapable of carrying out these duties should be referred to Occupational Health for appraisal.  This will ensure alternative arrangements can be put in place in advance.

4.6   Employees should never clear snow or treat ice where there is vehicular movement. Should access to the carpark be required, the Designated Officer will report this to the Premises Manager or Strategic Lead who will appraise the situation and if necessary arrange the services of a third party for this task. Alternatively the Premises Manager or Strategic Lead may decide to close the car park if it is hazardous.

4.7	During bad weather the Designated Officer will inspect all pathways around a facility and where there are perceived hazards will post notices warning users that the route is closed.    

4.8	Everyone should be aware that whilst main roads are on East Ayrshire Council’s gritting route, there may be times that the route around the venue may not be gritted or cleared.  Employees are not responsible for gritting paths outside the boundary of the venue. 

4.9	A salt/grit bin should be located near the building or a sufficient supply of salt should be stored within the building prior to the onset of bad weather. Generally, this should be available from mid-November.  Salt should not be stored near any containers, equipment or plant that could corrode.

4.10 Each venue has been provided with a snow shovel and a grit spreader if the main pathway is more than 20 meters long.  The Premise Manager or Strategic Lead should ensure that these items are available and operational at the start of the cold season.

4.11	The Premises Manager or Strategic Lead is responsible for making arrangements to ensure that a sufficient supply of salt and grit is available for use by the Designated Officer at the start of the cold season. Supplies should be ordered well in advance of adverse weather conditions.

4.12	The Premises Manager or Strategic Lead (where we have no Premise Management role) is responsible for ensuring sufficient resources are available for the clearance of snow and ice and the spreading of salt/grit.  The procedure at each of our premises will be reviewed after every clearance of snow or ice if there are any concerns raised by employees or customers. The Premises Manager or Strategic Lead should ensure arrangements are in place to address any issues. 

4.13	The Premises Manager or Strategic Lead is responsible for ensuring that procedures are clearly communicated to all employees and they should be discussed annually before the onset of the winter months.  Attention should be drawn to the safest way of entering and leaving the premises in the event of bad weather.

4.14	The most senior employee working at a venue will assume the role as Designated Officer and will be responsible for organising the clearance of snow and ice and the spreading of salt/grit.

4.15	The Premises Manager or Strategic Lead may delegate the responsibility for clearing of snow, ice, salting, and gritting to a third party should they view this as a necessary.  Arrangements can be made by contacting East Ayrshire Council Outdoor Amenities Team Leader on 01563 554071.  It should be noted that there will be a cost for this service which must be met by service budgets.

For further information please refer to the Severe Weather Policy which you can access from here
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