[Name of Center]
SEVERE WEATHER
TORNADO

1. If you are under a tornado WARNING, seek shelter immediately!

2. Go to (XXXXX) (pre-determined safe area such as a safe room, basement, storm cellar, or the lowest building level). 

3. If there is no basement:

· Go to the center of an interior room or the lowest level (closet, interior hallway) away from corners, windows, doors, and outside walls. 
· Put as many walls as possible between you and the outside. 
· Get under a sturdy table and use your arms to protect your head and neck. 
· DO NOT OPEN WINDOWS!

HURRICANE

1. The Executive Director will determine if the building/office will be closed due to the likelihood of a hurricane. 
a. Front office staff will call clients as is possible to make them aware of the closing of the building. 
b. The ED will contact the emergency contact leaders, who will in turn contact employees as indicated on the telephone tree included in the Center Specific Section and updated regularly.

2. The Executive Director will change the telephone message to indicate the Center’s closure.

3. The Center’s computer server will be backed up and then disconnected from its power source. See directions for powering down a server in the Technology Section of this notebook.
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