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Purpose
[BUSINESS NAME] shall determine the necessity of temporary relocation of services in the event that a facility is unable to be used for the provision of customer and/or administrative services.

Procedure

1.
In cases of fire, storm damage to a building, loss of power, vandalism or other circumstances that render a [BUSINESS NAME] site uninhabitable:



1.
The staff present at the site shall notify the Site Supervisor and Executive Director of the uninhabitable condition.



2.
Telephone calls to and from the facility shall be restricted to official use only. Staff shall make an effort to identify the number of telephones in service.



3.
To the extent possible the Administrative Assistant/HR Coordinator shall alert the media as to the facility's condition, the estimated length of time it will be out of service.



4.
Staff present at the facility shall attempt to cancel any appointments, alert family members, police and referral agencies of the situation.



5.
All records, medications shall be secured in the facility if at all possible. The Site Supervisor or their designee shall secure the building. If damage makes this impossible, the records and medications shall be transported to the nearest [BUSINESS NAME] facility and secured there.

Review Responsibility
This procedure shall be reviewed annually by the Safety Committee.
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