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WINTER PREPAREDNESS
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W
INTER PREPAREDNESS

With cold temperatures and large amounts of snow and ice 

typical for Minnesota winters, it is important to prepare for these 

conditions. Having plans to ensure snow and ice is controlled, 

equipment is functional, pipes are protected from freezing and 

roofs are well-maintained can go a long way to keeping employees 

and visitors safe and the organization running. 
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Creating a formal plan to address snow and ice 

removal or control can help prepare for winter hazards 

in an organized and effective way. Whether snow 

and ice removal is done in-house or contracted out, 

the plan should be reviewed before the first snow 

flies. This ensures that everyone involved is clear 

about his or her responsibilities for prompt and 

effective removal. 

  Develop procedures and assignments for staff 
regarding snow removal operations. Procedures 
should include a determination of where to dispose 
of snow so that runoff melt will not create a 
slip hazard. 

  Snow removal, sanding or salting of ice should be 
done first thing in the morning before the workday 
starts and employees enter the parking lot. If heavy 
snow or ice occurs during the day, have the lot 
plowed or sanded before the workday ends.

  Apply de-icing agents to parking lots and sidewalks 
before a storm, and during and after as needed. 
Consider using a liquid potassium de-icer to treat 
these surfaces up to 12 hours prior to a snow or 
ice storm. Potassium acetate is effective to -15 
degrees Fahrenheit and is more environmentally 
friendly than salt, minimizing damage to vegetation 
and concrete.

  Control drainage from roofs, parking lots and 
gutters to prevent ice building up on walkways.

  Snow removal equipment should be tested and 
operational. Ensure safety guards are in place.

  Facility staff should be trained on the use of snow 
removal equipment and safe shoveling practices.

  Have adequate salt, sand, grit or other ice-melting 
and traction-providing material available for 
the winter.

  Document snow and ice removal activities of employ-
ees and contracted help. These documents can be 
helpful in the event a claim is filed. A sample snow 
and ice removal log can be found in Appendix D.

SNOW AND ICE CONTROL

OTHER WINTER HAZARD MITIGATION TIPS

  Place temporary condition hazard warning 
signs in wet or slippery areas. Signs should be 
removed promptly when conditions improve 
so people do not become complacent when 
approaching such signs.

  Place cones or otherwise highlight slip and 
trip hazards on sidewalks, parking lots, floors, 
stairways and ramps until repairs can be made.

  Use grated or moisture-absorbing mats at en-
trances where shoes and boots are cleaned. Stair-
ways and ramps may need additional nonskid 
materials, such as textures and serrations, added 
to their surfaces to add friction. Nonskid paints 
or coatings can be added to metal and concrete 
surfaces to improve slip resistance.

  Mop frequently around building entryways to 
clean up melted snow.

  Have procedures in place for detecting changing 
weather conditions. Be aware of weather 
forecasts; weather radios can provide current 
conditions and forecasts for particular areas.

  Keep employees informed of changing weather 
conditions as appropriate. This could include an 
e-mail reminder of potential slippery conditions 
or posting of changing weather conditions signs. 
Pre-made “changing weather” signage can be 
downloaded from MCIT.org/step-wisely/.

Dispose of snow so that run off melt does not create a 
slipping hazard.

Warning sign alerts people to a temporary hazard.
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SLIP, TRIP AND FALL DOCUMENTATION

FREEZE-UP PREVENTION

 

  

 

 

 
 

Procedures should be in place to document slip, trip and fall incidents 

involving visitors. These procedures should include details regarding:

  weather conditions

  time

  snow/ice removal

Prompt collection of information and documentation can greatly 

assist with hazard mitigation and any future liability claims whether 

the visitor requires medical attention or not. 

Photos and surveillance video (if available) preserved immediately 

following the incident will document the surface conditions and 

facts surrounding the slip, tip or fall incident for evaluation by the 

MCIT claims representative. For more about claims, see Chapter 42, 

Property and Injury Claims.

Use of the MCIT Nonemployee Accident Injury Report form (see Ap-

pendix E) is useful in gathering data and can be submitted with a claim. 

As winter approaches, it is important to continue 

preventive maintenance on heating equipment, as low 

winter temperatures put them to the test and increase 

the risk of damage or leaks. Identifying potential 

exposure of pipes and equipment to cold before the 

temperatures drop is key. Also, having a plan before 

they fail is good risk management. 

  Have systems that provide timely alerts when there 
is a heating failure. Consider functioning water flow 
alarms on sprinkler systems that sound on site and 
off site using a monitoring service.

  Develop a response plan in the event of a pipe burst 
or leak. Key staff should be trained about how to 
inform appropriate maintenance personnel and how 
to turn off water supply. All water shut-off valves 
should be easily accessible and well-labeled.

  Ensure all pipes located in unheated areas and 
outdoors are properly insulated or otherwise 
protected to prevent against freezing.

  Create an inventory of all water pipes throughout 
the facility. Identify areas where pipes may be 

exposed to cold temperatures. Ensure heating is 
sufficient in transitional areas such as vestibules 
and entryways, which are more susceptible to 
temperature extremes.

  Inventory rooms or areas that have changed 
occupancy since the previous year and may no 
longer be heated. Water pipes near those areas may 
have a new exposure to cold.

  Outdoor equipment should be equipped with low-
temperature lubricants where applicable.

Step Wisely: A Slip, Trip and Fall Prevention Program
MCIT developed Step Wisely, a slip, trip and fall prevention program, for its 
members to build awareness about these hazards among employees and 
provide tips for how they can avoid injury. The program is available to members 
at no charge. See Chapter 26 or visit MCIT.org/step-wisely/ for more information.

Document accidents in detail to assist 
in future liability claims.

Ensure all pipes located in unheated areas and 
outdoors are properly insulated.

  lighting

  surface debris 

  other relevant facts surrounding the incident. 
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The integrity of the roof is vital. A well-maintained 

roof helps prevent water infiltration, reduces risk of 

structural damage and can lower liability risk resulting 

from falling or accumulating snow or ice. Conducting 

pre-winter surveys of rooftops and roof drainage can 

help identify and address issues before damage or 

leaks occur.

  Roofs, particularly low-slope roofs, should be 
thoroughly inspected before the onset of winter. 
Roofing membranes should be free of tears, 
punctures and splits. These membranes should 
be well-fastened to the roof surface and free of 
ridges and curls. Areas of water pooling should be 
evaluated to determine cause and steps taken to 
minimize the accumulation of standing water.

  Flashing, counterflashing, coping and curbing 
should be secure, free of deterioration and 
well-maintained. Ensure good drainage around 
these features.

  Caulking and seals around equipment and edges of 
roof should be intact.

  Roof drainage areas should be clear of obstructions. 
Ensure gutters and drainage are directed away from 
walkways to minimize icy conditions.

  Snow/ice guards should be in place on metal 
roofs where appropriate. Missing guards should 
be replaced. Ensure measures are in place so that 
snow and ice do not fall on sidewalks, gas meters 
and vehicles.

  When snow is removed, ensure safety practices are 
followed and the integrity of the roof membrane 
stays intact. 

 y Plan ahead, as snow will likely hide designated walking and 
working areas. 

 y Ensure snow removal will not harm people or property below.
  Carefully review the roof warranty and 

manufacturer’s guidelines to determine appropriate 
rooftop snow removal and repairs so as not to void 
the warranty.

Documentation is important. Rooftop inspection logs 

can help track areas in need of attention and keep 

track of past repairs.

For more information about roofs and a general 
inspection check list, see Chapter 38, Roofs. Air 
conditioning lay-up and other resources for winter 
preparedness are available at no cost from Hartford 
Steam Boiler’s website at MunichRe.com/HSB/loss-
prevention/index.html.

ROOF MAINTENANCE PLAN

Safe Roof Maintenance
Care must be taken when performing maintenance 
or repairs on the roof. Employees should be trained on 
proper procedures for safe roof maintenance. Special 
emphasis should be placed on training and proper 
equipment for fall protection (see Chapter 17 for more 
information). 

Flashing, counter flashing, coping and curbing should be 
secure, free of deterioration and well-maintained.
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WINTER PREPAREDNESS CHECK LIST

ITEM YES NO ACTION ITEM

Snow and Ice Removal

Are procedures and assignments in place regarding snow removal 
operations?

Are staff trained regarding snow removal operations?

Is the facility staff trained on using the equipment and on safe shoveling 
practices?

Is all snow removal equipment tested, operational and equipped with 
required safeguards?

Is adequate ice-melting and traction-providing material available for the 
upcoming winter?

Are changing weather condition hazard warning signs available and ready 
to put out if needed?

Are mats of sufficient size to absorb expected moisture in place at entrances 
where shoes and boots are cleaned?

Have floor surfaces and cleaning techniques been evaluated to ensure 
floors are as nonskid as possible?

Is weather monitored for changing conditions for all employee locations?

Are snow and ice removal tasks documented?

Is a slip, trip and fall program in place to increase awareness of win- 
ter exposures?

Are procedures in place to document slip, trip and fall incidents?

Freeze-up Prevention

Is a response plan in place should a pipe burst or a leak occur?

In the event of a burst pipe or leak, are key staff members trained to inform 
maintenance personnel and to turn off the water?

Are water shut-off valves easily accessible and well-labeled?

Are all water pipes identified throughout the facility?

Have any rooms changed occupancy since the previous year to where they 
may no longer be heated?

Is heating sufficient in transitional areas (e.g. vestibules, entryways) where 
water pipes are located?

Are systems/procedures in place for timely alerts of heating failures?

Are all pipes located in unheated areas and outdoors properly insulated or 
otherwise protected to prevent against freezing?
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Are systems in place to work with utilities, such as the city, to manage 
hazards from frozen pipes or fire hydrants?

Roof Maintenance

Is there a plan for proper rooftop snow removal if needed?

Does the roof maintenance plan follow the manufacturer’s guidelines?

Are roofs thoroughly inspected before the onset of winter to ensure:
 y Membranes are free of tears, punctures and splits and are well fastened 

to the roof surface? 

 y Ballast is evenly distributed throughout roof? 

 y Flashing, coping and other components vital to weatherproof integrity of 
the roof are free of deterioration and well-maintained? 

 y Caulking and seals are intact and in good condition? 

 y Drainage is sufficient around flashing, coping and counter flashing?

Are tree branches trimmed away from rooftops to minimize risk of damage 
from contact, falling limbs or leaf buildup?

Are roof drainage areas clear of obstructions?

Are drainage downspouts positioned so runoff will not create icy spots on 
walkways?

Are icebreakers or snow guards installed and repaired on slanted roofs 
above entryways if necessary?

Are measures taken to prevent ice and snow from falling onto sidewalks, gas 
meters, vehicles, etc.?

Are employees trained about rooftop work and equipped with proper fall 
protection if necessary?

Are terms of the roof warranty reviewed before repairs or remodeling is done?

Are inspections and repairs documented and retained?

WINTER PREPAREDNESS CHECK LIST CONTINUED


