PDX Inclement Weather SOP


PURPOSE
The purpose of this Standard Operating Procedure (SOP) is to define the service requirements and communication between PDX management, their drivers, and our Customers during any times of inclement weather such as Snow, Hurricanes, or any other hazardous weather conditions that may affect the deliveries.
RESPONSIBILITY
At PDX, the contractor driver(s) are responsible for the accurate and timely deliveries of each order. Our Customer is responsible for providing accurate information and paperwork to accompany each delivery. During times of inclement weather, the following steps are to be taken by both PDX drivers and management to ensure the delivery process is completed in the most efficient manner. 

PROCEDURES FOR DRIVERS

· Unless otherwise notified the night before or morning of, each driver is to report to their respective customer for their daily operating route.
· If driver is going to be late or is unable to get to work due to weather, they are to notify their PDX manager immediately so they can have the shift covered as soon as possible.
· Once at the customer’s location for their daily shift the driver is to proceed normally unless otherwise told by store manager or PDX manager that their shift is ending early.
· When notified by the store manager that the shift is ending early, the driver is to follow up with the PDX manager.
· At no point is a driver to make their own decision to leave their shift early. If they feel it is unsafe to continue delivering, they are to report to both their PDX manager and the store manager immediately and voice their concerns.



PROCEDURES FOR PDX MANAGERS

--Before the storm even begins you are to be in contact with each of your store’s managers coming up with a game plan on how to handle the impending weather. 

--Once the weather begins, you are to contact each manager once an hour throughout the day and see if any call is going to be made to shorten the day.
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