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Protocol – Staff Exchange

INTRODUCTION
‘Exchange’ is the term given to our collective programme of both external and internal communication and engagement processes.  Good communication is key to the successful delivery of our services. The Trust has several mechanisms to ensure effective communication with both our staff and customers and it is essential that you familiarise yourself with them and engage wherever possible 
This Protocol explains all the communications available to our employees through Staff Exchange and how to access them.
1. Staff Intranet: https://leisurenet/
The intranet contains a wealth of information on all aspects of working for East Ayrshire Leisure Trust, from staff news, key documents including policies, protocols, templates, staff discounts and training opportunities as well as information on each service area within the Working For Us section. 

2. The Support & Wellbeing of the intranet contains a range of helplines and information on how to look after your own wellbeing and how to seek advice and support when required. It also details how we work with Occupational Health, what services are available through them, and how to access professional counselling 

3. The Exchange Section in particular contains information regarding communications and opportunities for engagement:		
· News section: a selection of new stories available from services across the Trust. Staff can also submit ideas for news items via the online form https://leisurenet/exchange/news/
· Exchange Calendar: all events and meetings are listed here https://leisurenet/exchange/exchange-calendar/
· Online feedback forms are available to provide any suggestions which will help contribute to the growth and development of the Trust - https://leisurenet/exchange/feedback-form/
· Organisational Growth section: includes presentations, FAQs and online question submission form: https://leisurenet/exchange/organisational-growth/
· ‘You Asked, We Listened’ section highlights any areas where staff have asked for changes which have been implemented https://leisurenet/exchange/you-asked-we-listened/
· Organisational Learning: Organisational Learning is our framework which analyses feedback from events and activities, staff and customer comments and complaints, venue visits, audits and external accreditation schemes. This process demonstrates our commitment for continuous improvement through collectively sharing and reviewing processes and procedures whilst also celebrating good practice and acknowledging where there are opportunities to learn. This section provides access to any Action Plans which have been devised as part of the process. In addition, staff can access Positive Comments and Google Reviews within this section https://leisurenet/exchange/organisational-learning-positive-comments/

4. Staff Ambassador Scheme
Our Staff Ambassador Scheme was introduced to allow staff (from Grade 7 and below) the opportunity to expand their personal and professional development. Specific duties were assigned to each ‘Ambassador Portfolio’, but all roles will be designed to share the overall remit of providing regular and positive promotion, sharing knowledge, experience and good practice both internally and externally, offering peer support and guidance and becoming an advocate of all areas of the business. https://leisurenet/admin-docs/protocols/

5. Staff Newsletter
Newsletters are emailed out to staff quarterly and are then saved on the intranet. Staff are encouraged to contribute information for inclusion in the newsletter and folders have been created within the shared drive to drop information and images into which the Marketing & Tourism team then access

6. Staff Bulletins
Bulletins about key issues including H&S, HR and IT are emailed as and when required to all staff and will be uploaded to the intranet following distribution

7. Exchange Events
· Wellbeing Wednesday: annual event for staff to take time out of their usual work environment, learn a new skill or try out a new activity
· Coffee Chats: Our programme of Coffee Chats was set up to allow staff at all levels to have access to the Chief Officer and Executive Management Team for a period of time in a relaxed and informal environment. Coffee Chats have taken various forms over the years – from focusing on specific topics with open-invite through to the Executive Management Team going on tour round venues.  
· Roadshows: Information sessions allowing staff the opportunity to feedback on Organisational Growth and proposals for remodelling

8. ‘What’s On’ emails
The Marketing & Tourism team send global internal emails regarding upcoming shows and events including offers and staff discounts. Whilst these are primarily provided as information for staff, they should also be used to increase knowledge and awareness of Trust-wide events which can be passed on to customers, in line with our Customer Standards  

9. Meetings 
All staff are entitled to have regular meetings with their line managers, either in the form of one-to-ones or team meetings; a full list of meetings held can be obtained through the meeting schedule

10. Training & Development
As well as having access to a suite of Training Courses through individual Training Matrix and Training Plan, staff also have the opportunity to request additional training or other developmental opportunities through the application of the Review of BEST Practice and completion of the Personal Development Plan (PDP) in discussion with their line manager

11. External Communications
Our key external communications are also an excellent way for staff to keep up to date with what’s on:
· Our main website: 	eastayrshireleisure.com – information on the organisation, latest news, events/what’s on, online booking
· deancastlecountrypark.com:  information on visiting the park, the Castle and what’s on throughout the attraction
· futuremuseum.co.uk: a partnership site between the Trust, all Ayrshire Local Authorities, Dumfries and Galloway Council and the independent museums of the south-west of Scotland. Providing access to the region’s museum and gallery collections and history and heritage of the area.
· A number of social media accounts exist for venues and attractions. The main accounts are East Ayrshire Leisure on Facebook and @EALeisure on Twitter/X, Instagram.
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