MEMO OUTLINE
Advanced planning in April

Encourage home preparation and emergency bag


2 weeks of normal supplies – supervisors are responsible

Phone system for information and reporting in


Prepare computers including mirroring


Assigned duties for closing and reporting
Use National Weather Service to determine clinic status

Hurricane watch – start preparations for closure

Hurricane warning – close the clinic

Either status after hours – don’t report to work –



 Assigned staff will report and close
Close down


Cancel appointments for 3 days

Take Walk-ins only

Clean up and clean out



Empty trash and refrigerators


Drugs to secure refrigerator


Computers – secure and back-up
Re-open at 8 am the next working day after the storm warnings are lifted

If we have adequate staff with access


Walk-ins (urgent care) only – regardless of ability to pay

Paper records if no computers


Bring your own lunches

Will continue this special operation until things return to normal or 



for a maximum of 2 weeks

Time off


Regular pay for 2 days for everyone


Additional regular pay for those who work those days

If unable to work - take PTO (paid time off) or unpaid leave

You may take 5 days of PTO as an advance if needed

Leave without pay up to 4 weeks


Constructive resignation (termination) will occur after 3 days 



if you do not call in or report to work

If we are inoperative for any reason, you will be reassigned



You still have a job

