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[bookmark: _Toc287982800]Business Checklist for Severe Weather
When faced with a flood warning, snow storm, hurricane watch or warning,  or other impending potential natural disaster, refer to this checklist for guidelines on how to prepare your company and clients. 
Ideally, this checklist will be initiated 72 hours prior to a projected weather outage.
[bookmark: _Toc287982801]Changes in Business Schedule
· Discuss with business owners any potential closings, discontinuation of services or any alterations in the normal company operating hours.
· Notify each staff member of any changes in business hours by email or telephone. Refer to staff contact lists. 
· Post any early closings or changes in business hours or days on business doors and each receptionist station.
· If an extended disruption of business services is anticipated, notify clients by email of the impending situation and expected resumption of services.
· Notify local media of any extended (>24 hours) closing. Refer to media contact list for email and telephone contact information.
· Update business telephone greeting to reflect the changes in hours of operation and emergency contact information.
· Contact emergency clinics to determine their hours of operation during the weather outage.

[bookmark: _Toc287982802]Business Forms and Staffing
· Schedule only essential staff 12 to 24 hours prior to projected weather outage. Essential staff will be determined by the business owners, or management. 
· Determine employees on call and emergency contact information for essential staff (email, telephone, text). All essential staff members should have this contact information.
· If you are scheduled to work and the weather is Severe, then contact the business administrator to determine the plan of action and whether travel is safe.

[bookmark: _Toc287982803]Business Preparation
· Reschedule any elective procedures scheduled for 24 hours prior to projected weather outage. Give these postponed procedures top priority when rescheduling.
· Give all deposits to the appropriate management or bookkeeper. There should be no excess cash or receipts left on-premise during a weather outage.
· Complete all end-of-day invoicing procedures prior to leaving.
· Ensure current computer data back-ups are operational and tested.
· Perform two data back-ups and have them both off-site in two separate locations. This will typically be an IT Staff or Outsource IT Company.
· Print out a current price list.
· Save as pdf current price list on server desktop and to a portable disk drive to be taken offsite during the weather outage or email the price list pdf to business owners and management.
· Ensure staff is able to complete credit card transactions in the absence of power. Review with staff.
· Check all back-up power sources and that essential computers are properly connected and operational.
· Ensure all equipment that is not plugged into a surge protector or battery back-up is unplugged.
· Ensure adequate food on hand for 3 to 5 days.
· Check flashlights and batteries.
· Bring inside all equipment, rugs, potted plants and decorative items that may inadvertently be damaged or blow away.
· In a projected Category 3 or greater hurricane, mount storm windows.
· Ensure all trash receptacles are closed and secured.
· Power off all applicable equipment.
· Power off and unplug all laptop computers.
· Double-check all doors, windows and alarm system prior to leaving.
· Walk around the building to double-check the business exterior.

[bookmark: _Toc287982804]After the Weather Outage
· Update all staff on return to normal schedule by email or telephone as soon as possible.
· Change telephone answering message to reflect return to normal operations.
· Return any telephone calls from clients who left messages.
· Remove all weather outage notices prior to re-opening.
· Check for water leaks in ceiling, doorways, windows and walls.
· Check all lights and electrical equipment for proper function.
· Ensure lobby is clean and dry. Replace rugs and outdoor items.
· Check temperature of all refrigerators and freezers. Report any out-of-range temperatures.
· Check all surge protectors and ensure normal operation.
· Power on all computers and server.
· Ensure internet and network connectivity.
· Plug in all unplugged equipment.
· Walk around the clinic exterior to inspect for any damage to exterior walls, roof, fences, lights, plants, etc.
· Reschedule any postponed appointments.
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[bookmark: _Toc287982805]Essential Information Checklist
This template is designed to create a checklist of printed information, equipment, and services to have on hand in order to maintain essential office operations in the event of suspended operations, severe weather, or when electronic information is not accessible.
It is recommended that copies of the information identified on this checklist are maintained both in the office and at the supervisor’s and appropriate employee’s home residences in the event it becomes necessary to perform functions from home. Security issues must be taken into consideration for sensitive or confidential information, which should only be maintained securely in the office.
The following are suggestions. Other things to consider when customizing this list are policies, procedures, reports, other printed information, equipment, and services that may be needed to direct and answer questions from staff and provide service to customers.

[bookmark: _Toc287982806]Essential Staff/Business Information:
	What 
	Name Of Staff That Need To Have

	· Employee home and cell contact information
	

	· Employee emergency contact information
	

	· Taking leave during Severe Weather Policy
	

	· Suspending Business Operations Policy
	

	· Teleworking Policy/Procedures
	

	· Phone number to access voice mail from remote workplace
	

	· Internet Service Provider
	

	· IT Company
	

	· Telephone Vendor
	

	· Police Department
	

	· Fire Department
	

	· Gas Company
	

	· Water Company
	

	· Alarm Company
	

	· HVAC Company
	

	· Insurance Company
	

	· Passwords
	



[bookmark: _Toc287982807]Essential Customer Information/Reports:
	What 
	Name Of Staff That Need To Have

	· Essential contact information (vendors, clients, etc.)
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	



[bookmark: _Toc287982808]Essential Equipment and Services:
	What 
	Name Of Staff That Need To Have

	· Home computer
	

	· Appropriate software programs
	

	· Internet access from home
	

	· Required electronic security provisions
	

	· Printer
	

	· Remote access (access to work computer from home)
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	



[bookmark: _Toc287982809]Other Essentials:
	What 
	Name Of Staff That Need To Have

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	



[bookmark: _Toc287982810]Essential Contact Information:
	Name/Business
	Telephone Number
	Email Address

	· Police Department
	
	

	· Fire Department
	
	

	· Gas Company
	
	

	· Electric Company
	
	

	· Water Company
	
	

	· Alarm Company
	
	

	· Internet Service Provider
	
	

	· IT Company
	
	

	· Telephone Vendor
	
	

	· Insurance Company
	
	

	· HVAC Contractor
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
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