Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Operational Hours Policy
1. General Principles
The office of Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) is open from 9:00 am to 4:00 pm on weekdays, although staff are on site until 5:00 pm. Our aim is to keep the office open for these hours, other than on public holidays, with only a limited number of planned closures. Office hours are shortened over the Christmas period. There is an answerphone to take messages out of hours; messages are checked at the start of each working day.
2. Unplanned Office Closure
This decision is an operational one and usually taken by the Manager or, if not available, by the senior line manager present. Reasons may include:
· Bad weather causing safety and/or transport issues.
· Office unsafe or an emergency such as a fire that requires evacuation of the premises.
· Staff shortage: although the aim is to plan ahead so that there is always office cover, sometimes staff may be unexpectedly off sick and remaining staff may already be committed to outings or other activities. The office may then need to be closed for a short period. CDGNS is not a crisis service, so it would usually be more important to maintain prearranged activities and ensure that our service is provided to those who may be attending a much needed group or outing.
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