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Purpose
The purpose of this policy is to define the roles, responsibilities, and procedures to be followed when Library operations are temporarily suspended or reduced due to an emergency situation, such as severe weather. It also provides guidance for situations when the Library remains open, but some staff may face challenges in reporting to work due to inclement weather or other emergency conditions. 
Guidelines
The decision to close the Library will be made by the CEO & Chief Librarian, or their designate, in consultation with the Art Gallery Curator. In situations where immediate evacuation is required for the safety of staff or the public, or when directed by police or fire officials, the Library will close without delay.

If the CEO & Chief Librarian is unavailable, their designate will make the decision in consultation with the Art Gallery Curator, except when the Gallery is closed.
Conditions Warranting Closure
Non-emergency closing 
Failure of heating/cooling equipment during periods of extreme weather, lack of electrical power, lack of water (water main break) or inadequate staffing levels.
Emergency evacuation
Building problems resulting in clear and present danger to employees and/or patrons (e.g. gas leak, noxious/toxic fumes, fire) or any event such as a criminal investigation, severe accident involving injury, or severe building damage.
Non-openings, delayed openings or early closings
In circumstances such as severely inclement weather, the decision to delay opening, closing early, or remaining closed shall be based upon, but not limited to, the following considerations: 
· General road conditions;
· Condition of parking lots and walkways;
· Availability of staff to open and operate the Library;
· Requests or directives from local or provincial authorities;
· Severe weather warning issued by Environment Canada.

If the Library is not to be opened to the public at all, every effort shall be made to make this decision at least two hours before the scheduled opening time and to alert all scheduled staff. All full-time and part-time employees scheduled to work during hours when the Library closes unexpectedly shall receive their regular day’s pay. 

In the event that a closure continues beyond one (1) day, staff shall be responsible for monitoring their work email accounts or the Library’s website daily for updates regarding the Library’s operational status. Employees who are unable to access email or the internet from home must contact their immediate supervisor or the CEO & Chief Librarian for further direction. Compensation for missed time for extended closures may be referred to the Library Board for consideration. 

In some cases, such as temporary power outages, or similar service disruptions, the Library may be closed temporarily to the public. During such situations, staff will remain on site until the issue is resolved or until additional information is available regarding the anticipated timeline for resolution. If the outage is expected to continue beyond 5:00 PM, or if no information is available regarding the expected return of service by 4:30 PM, the Library shall remain closed for the remainder of the regular hours of operation. All full-time and part-time employees scheduled to work during such an event shall receive their regular day's pay. 
Staff Responsibilities
During periods of poor weather, employees are expected to make every reasonable effort to report for work as scheduled. It is recognized, however, that severe weather conditions may create hazardous travel circumstances or significant transportation disruptions. Employees are expected to give primary consideration to their personal safety when determining their ability to commute to work. In such cases, the following protocol shall be observed: 
· [bookmark: _Hlk202960533]An employee may decide not to report to work or leave their shift early when reliable information indicates that: 
· A public road forming a main arterial route between the employee’s residence and the Library has been closed by police due to weather conditions; 
· School Buses are not operating; 
· A severe storm warning has been issued by Environment Canada that directly affects the Town of Grimsby, the employee’s place of residence, or their travel route. 
· In any of the above situations the employee is expected to contact their direct supervisor as soon as possible to explain the reason for their absence or early departure. The time missed shall be recorded as earned vacation, a floater day, or lieu time. If none of these options are available an employee may request unpaid leave or request an opportunity to make-up the time if appropriate.
· The employee and supervisor shall mutually ensure that there is minimum negative impact on Library operations when making such a decision.
Communication of Closure
In cases where a Library closure is determined prior to regular hours of operation, the CEO & Chief Librarian or their designate, will directly communicate the closure to all Library staff, Library Board Chair, and the appropriate TOG staff via email or phone. Any community partners and registered program attendees expected in the facility on that day will also be notified. Public notice of the closure will be posted on the Library’s website, and social media channels. 
In cases when a closure occurs after the Library has opened, the above, communication procedures shall apply, in addition to the following measures: 
· Closure signage shall be posted at all public entrances;
· The Library’s phone system message shall be updated accordingly;
· Staff shall inform visitors of the closure, assist with a safe and orderly exit, and provide reasonable time for patrons to arrange transportation if required; and
· Where possible, efforts shall be made to notify program registrants, volunteers, and other affected participants of the change in operations.
Related Policies
· Employee Code of Conduct
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