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Severe Weather Preparedness & Response
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	Aug 2025



I. [bookmark: _Toc114906650][bookmark: _Toc130703650]PURPOSE 

		To ensure all employees who are subject to severe weather impacts are aware of imminent weather threats and familiar with necessary measures to prepare, communicate, respond and recover from local weather-related interruptions to business operations.

II. [bookmark: _Toc114906652][bookmark: _Toc130703652]TERMS & DEFINITIONS

Command Center (CC) – not only the location where incident management team assembles but collectively, the four members of incident management team.
Incident Commander (IC) – site leader responsible for directing preparation, response and recovery procedures to which all members of the incident management team report.
Operations Chief (OC) – appointed by the IC and responsible for coordinating preparedness and recovery activities.
Public Information Officer (PIO) – appointed by the IC and responsible for collecting local information and keeping staff updated on preparation and recovery measures.
Safety Officer (SO) – appointed by the IC and responsible for assessing conditions of preparedness and recovery.
III. [bookmark: _Toc114906653][bookmark: _Toc130703653]AUTHORITY / RESPONSIBILITIES  

Accountable Manager: General Manager & Facilities Manager

Process Owner:  COO / VP of Facilities

IV. PREPAREDNESS for potential severe weather

A. Identify the incident management team, IC, OC, PIO, SO.
B. The IC will conduct tabletop drills every June as a refresher of site-specific preparedness, response & recovery measures.  Tabletop drills are to include all members of the incident response team, drawings, and a simulation of the activities leading up to a direct impact of severe weather.
C. Immediately following the tabletop drill, the OC will audit all  building supplies, equipment, building systems, and tools.  The OC will ensure any necessary work in preparation for severe weather is conducted and ensure all stored supplies and equipment are accounted for.  Any additional or missing supplies & equipment shall be purchased with the appropriate approval prior to severe weather impact.
D. The IC will conduct a Preparedness Drill when the models display a threat of severe weather in the local area or within a 50-mile radius of the property.
E. During the Preparedness Drill, review drawings of the facility, review condition of equipment (batteries, etc), appropriate hand tools are secured, identify rental equipment needs, procure and secure building supplies for recover phase, obtain commitments from potential 3rd party vendors, confirm lockdown methods (hangar doors, man doors, windows, etc), inspect anchoring of exterior equipment (HVAC), evaluate & secure site conditions, etc.  Review the Hurricane Checklist if applicable.
F. Identify location for employee Command Center members and first responders to assemble.

V.  RESPONSE to severe weather threat

A. Assemble the Command Center
1. Logistics 
· Identify the location of the command center
· Ensure command center has sufficient technology and can be backed up by a temporary portable generator.
· Identify potential equipment needed for the recovery phase.
· Deploy wholly owned equipment to appropriate locations.
· Identify and finalize employee first responders for recovery phase.
· Assign first responders to buildings in the preparedness and recovery phases.
· Audit building keys & keyholders for access during power outage scenario.
· Identify potential backup generator hook-up locations – confirm quantity needed.
2. Define Incident Management Job Roles
· Incident Commander.  Typically, the senior leader of the property.
· Operations Chief.  Typically, the leader of the property who manages building systems, supplies and vendor relations.
· Public Information & Liaison Officer.  The person who communicates with airport authorities during all three phases of incident management, local authorities and who communicates recovery conditions to corporate office.  The person who will be tasked with keeping employees informed.
· Safety Officer.  The site leader responsible for ensuring the site and building conditions are prepared according to this SOP and to ensure the work environment is safe for employees to return to work.
· Establish a communication structure amongst the Command Center team and among first responders (employee & civil services).  Secure 2-way radios.
3. Communication
· Ensure Airport Operations have current contact information for all Command Center members.
· Corporate.  Inform corporate office of imminent threat by issuing an Info-Link
· Update Corporate stakeholders by issuing Info-Links throughout the event.
· Employees.  
· Notify employees when the Command Center assembles in preparation for sever weather.
· Notify employees of shelter locations in the event of severe weather.
· Remind employees of social media policies.
· Keep employees informed throughout the preparedness, response and recovery phases.
· Emergency Contact List.  Update (or create) an property specific emergency contact list and distribute it to the CC team.
· Vendor Contact List.  Update (or create) a vendor contact listing, include utility account numbers and distribute to the CC team.
4. Business Operations & Site Prep
· Account for all aircraft at projected time of impact.  Secure aircraft inside hangars or relocate aircraft to other sites prior to severe weather.
· Inspect gutters & clean out debris
· Ensure hangar doors are locked down and secured from high winds
· Ensure man doors are secured and locked down
· Assess need for window/glass protection
5. Supplies
· Stored in a secure closet.  Supplies should be replenished  after the property’s Preparedness Drill and by no later than August 1.
· Refer to the Hurricane Checklist for a list of recommended supplies to have in possession before the Response phase.
6. Equipment Readiness
· Secure planned rental equipment (boom lift, back-up generators, etc.)
· Ensure all gasoline and diesel containers are full, equipment fuel cells are full, propane for forklifts is available, back-up generators are full.
· Properties with back-up generators should ensure fuel supplier is scheduled to replenish throughout the event.
· Ensure all trailers are working, hitches and straps are located, etc. for deployment.
· Refer to Hurricane Checklist for recommended list of equipment needs
VI. RECOVERY
1. Conditions Assessment
· At assembly area, huddle with first responding team.
· Assign facilities team and first responding employee teams to assess each building.
· Collect photo documentation for purposes of insurance (if applicable)
· Forward assessment photos to PIO for filing in a shared folder.
2. Action Plan
· Determine immediate resources needed for recovery
· Owned & available resources
· 3rd party resources (if applicable)
· Call-in reinforcements as needed
· Report action plan to COO
· Clearly identify scope of 3rd party services
· Garner approval from COO to engage 3rd party services
· OC manages inventory of available tools, equipment and supplies
· Releases equipment as needed, tracks its location to ensure assets are returned to the deployment locker.
· Manages 3rd party services in connection with any provisional service agreement or proposal.
3. Resuming business operations
· SO & OC evaluates site, parking lot and building conditions to ensure conditions are appropriate for employee work environments 
· At the discretion of the IC, SO and OC will recommend adjustments to facility operations necessary to resume business operations
· SO’s assessment shall include conditions of public roadways
· IC will work with Human Resources for special accommodations necessary when employees cannot resume work due to personal impact of the severe weather.
· PIO sends all-clear notification to employees.


Hurricane Preparedness Checklist
Preparation Phase – every June
1. Training Drills
☐ 	Identify and assign Command Center roles & responsibilities of the 4-member team.
☐ 	Conduct a table-top drill.  Review Severe Weather Preparedness SOP and update the property specific Hurricane Preparedness and Response procedures.
☐ 	Review and update emergency contact lists (staff, vendors, emergency services, utility companies & account numbers)
☐ 	Inspect and maintain building systems:
· Clear drainage systems and gutters.
· Inspect roofs
· Inspecting hangar door and method to securing property from high winds.
2. Stock and secure essential supplies
☐ 	Emergency supplies: First aid kits, flashlights, batteries, high visibility vests, safety glasses, cut resistant gloves, hard hats, 5-gal buckets, slip-over boots.
☐ 		Hand tools: Chainsaw, sawzall, circular saw, drills, extension cords, pumps, garden hose (300ft), two-way radios, portable generator (qty 2).
☐ 	Building supplies: plywood, 2x4 for framing, screws, straps.
☐ 	Containment: Sandbags, tarps, and diverters.
☐	Fuel for: portable generators, vehicles, forklift propane, floor scrubber batteries, gas cans, 2-stroke oil.
☐ 	Rental Equipment: Boom lift, generators
☐ 	Cleaning: squeegee, brooms, mops, mop bucket, floor scrubber, shopvac, fans
☐ 	Food & drink: protein bars, water, etc
72–48 Hours Before Storm (Watch Issued)
☐ 	Incident command (IC) conducts a preparedness drill, to identify Command Center roles, first response employee, and support vendors.
☐ 	Public Information Officer (PIO) is tasked with monitoring the weather and communicating with the airport.
☐ 	PIO sends initial email updating campus employees of imminent weather impacts and timing to begin response plans.
☐ 	Operations Chief  (OC) secures third party contractors and rental equipment.
☐ 	(OC) and (IC) prepares the site:
· Remove or hangar aircraft.
· Secure or remove unnecessary equipment from ramps and all exterior storage areas.
· Secure or remove trash bins, signage, mobile stairs, etc.
· Remove any loose debris
☐ 	IC assesses the need to protect IT closets and computers (backup data).
36–24 Hours Before Storm (Warning Issued)
☐ 	Secure hangar doors, man doors, and windows.
☐ 	At the discretion of the IC the PIO notifies staff of work schedule.
☐ 	IC and OC rally first responders and provide building assignments.
☐ 	IC confirms all aircraft are secure and accounted for.
☐ 	OC confirms all vehicles are deployed.
☐ 	IC and OC assess the need for extra storm-proofing (window protection).
☐ 	OC and PIO to communicate with the staff that all non-essential electrical systems need to be deenergized, i.e. computer, HVAC systems, microwaves.
During the Storm
☐ 	Maintain contact with airport and corporate authorities if possible.
☐ 	Do not attempt to operate on the airfield until the Airport has given all clear.
After the Storm (Recovery Phase)
☐ 	Ensure area is safe before allowing personnel access.
☐ 	Assess and document all damage (photos, written reports).
Check:
☐ 	Debris or FOD.
☐ 	Electrical and fuel systems for damage/leaks.
☐ 	buildings, hangars, fencing, signage.
Notify AOA and other authorities of status.
☐ 	Clear and reopen facilities as appropriate.
☐ 	Begin repairs and coordinate with insurance providers.
☐ 	Communicate operational status to public and stakeholders.




      
       
       
Severe Weather SOP Acknowledgement

I acknowledge that the information contained in the Company's Severe Weather 
Policy has been reviewed with me, and a copy of the policy has been made available.  
It is my responsibility to ask questions about this policy of my manager when necessary and when clarifications are needed.


I acknowledge receipt of the above disclosure. This authorization is valid as
long as I am an employee or employee candidate and may only be rescinded in writing.
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