
SEVERE WEATHER ACTION PLAN

In the event of severe weather or a tornado warning an Severe Weather Action Plan will be 
activated and the procedures described below are to be followed:

I.	 Severe Weather Action Plan
	 a.	 The safety coordinator or a safety committee member in the absence of the safety 	
		  coordinator has the authority to initiate the severe weather action plan.
	 b.	 Receptionist is to announce, by the intercom, that severe weather is approaching or a 	
		  tornado warning has been issued for our area.
			   i.	 In the event of a power outage and the intercom is not available, employees 	
				    should be informed verbally, in a calm manner, of the approaching weather.
	 c.	 All Departments, Vendors, and Visitors need to report to the Creative Services 		
				    department, the Variable Print department or the Prepress room to wait out 	
				    the weather. 
			   i.	 While taking the fastest route to the Creative Services department, the 		
				    Variable Print department or the Prepress room and without taking an obvious 	
				    risk to personal safety, the Safety Coordinator should check any bathrooms, 	
				    closets, or rooms for anyone who may not have heard the warning.
			   ii.	 Once at the Creative Services department, the Variable Print department or 	
				    the 	Prepress room, if time permits as severe weather can appear almost with 	
				    little or no warning, employees should report to their manager.			 
			   iii.	It is the manager’s responsibility to confirm all employees 
				    are accounted for. 
			   iv.	 In the event an employee is missing, without taking an obvious risk to 
				    their personal safety, Safety Committee member should try to locate 
				    the employee.

II.	 Protective Measures During the Storm
	 a.	 Do NOT use telephone lines except for emergencies, as lightning can travel 
		  through phone lines. 
	 b.	 Do NOT use electrical equipment! 
	 c.	 Avoid contact with metal.
	 d.	 If possible, get under a desk and/or cover yourself with anything that can protect you 	
		  from flying debris including using your arms to protect your head and neck. 
	 e.	 ONLY the Safety Committee member who initiated the action plan has the authority to 	
		  give the “All Clear.”  NO ONE is allowed to leave the Creative Services department, 
		  the  Variable Print department or 	the Prepress room until the “All Clear” is given.

III.	 After the Storm – Do Not Be Deceived
	 a.	 Lightning can still strike long after it is last heard. Good rule of thumb is to wait 
		  30 minutes after the last clap of thunder before exiting the building. 
	 b.	 Tornadoes generally occur near the trailing edge of a thunderstorm with clear, sunlit 	
		  skies behind it. Because of this, before a tornado hits, the wind may die down and the 	
		  air become very still. Good rule of thumb is to wait 30 minutes after the wind has died 
		  down before exiting the building.
	 c.	 50% of tornado-related injuries occur AFTER the storm during rescue attempts, cleanup, 	
		  and other post-tornado activities. Take precautions if there is debris from a storm 
		  lying around. Be aware of broken glass, exposed nails, downed power lines and 
		  other potential hazards. 
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IV. Hazardous Weather Conditions
We realize that bad weather or hazardous commuting conditions may occasionally make it 
impossible for employees to report to work on time. 
However, you are expected to make a diligent effort to report to work when conditions have 
improved. If you determine that you are unable to report to work because of the conditions, 
inform your manager as soon as possible.
If it becomes necessary to shut down the offi ce due to weather or other emergency, every 
effort will be made to notify employees. If there is a question as to whether the offi ce will be 
open, call the offi ce at 386-736-9998. If there is no answer within one hour after the normal 
start time, assume the offi ce is closed. 

The Creative Services department, the Variable Print department and the Prepress room have 
been outlined & identifi ed below.

*By electronically signing, I acknowledge I have read, understand and agree to this document.

SEVERE WEATHER DESIGNATED LOCATION

ENVELOPE BELT

C/C BELT

STAMP
REV MACH

EN
VE

LO
PE

 IN
VE

N
TO

RY
 

SAMPLE

C/
C 

M
AC

H
IN

E
TA

BB
ER

 B
EL

T

TABBER

SHRINKWRAPPER

ENVELOPE BELT

ENVELOPE BELT

ENVELOPE BELT

LANDING BELT

LANDING BELTLANDING BELT

TABLE

ENVELOPE BACKSTOCK

TABLE

STRAPPER

TA
BL

E

MAIL STOCK

LANDING BELT

INKJET BELT

IN
KJ

ET
 A

N
D

 T
A

BB
ER

TABLE

STRAPPER

TABLE

TABLE

TABLE

TABLE

TABLE

TABLE

TABLE

STRAPPER

RACK

STRAPPER

S
T
I
T
C
H
E
R

AUTO FEED 
D/C

FIRE
EXTINGUISHER

FIRST AID

AED

SDS

SDS

SDS SDS BOOK
LOCATION

LIST/DATA

BR
EA

K 
RO

OM

ELECTRICAL MAINTENANCE SHOP

BINDERY

FINISHING

LETTERSHOP

MAINTENANCE INVENTORY CAGE INVENTORY OFFICE DOCK OFFICE

PROD OFFICE

LARGE CONF. LOBBY

OFFICE

OFFICE

OFFICE

STORAGE

SERVER

OFFICEOFFICEOFFICEOFFICEOFFICE

CREATIVE SERVICES

AC
CO

UN
T

M
AN

AG
ER

S

PRE PRESS

VA
RI

AB
LE

 P
RI

NT
DE

PT

IT

ACCOUNTING

PATIO

FU
LF

IL
LM

EN
T 

DE
PT

PR
ES

S

VA
RI

AB
LE

 P
RI

NT
DE

PT

WOMENS RESTROOM

MENS RESTROOM

W
OM

EN
S 

RE
ST

RO
OM

M
EN

S 
RE

ST
RO

OM

ROLLEM D/C

AIR TANK
COMPRESSED

AIR PLANT EQUIP

ROLLEM
 D/C STORAGE

DIE STORAGE
CABINET

DIE STORAGE
CABINET

TABLE

TABLE

TA
BL

E

FIR
EJ

ET

FIR
EJ

ETSt
oc

k 
St

or
ag

e

IG
EN

 C
O

N
SU

M
AB

LE
S

IG
EN

 C
O

N
SU

M
AB

LE
S

PO
ST

AL
 E

Q
UI

PM
EN

T
PO

ST
AL

 E
Q

UI
PM

EN
T

UV COATERLAMINATER

LAMINATER LAMINATER

CO
NS

OL
E

CO
NS

OL
E

SU
PP

LI
ES

SU
PP

LI
ES

FE
ED

/D
EL

IV
ER

Y
PA

LL
ET

FE
ED

/D
EL

IV
ER

Y
PA

LL
ET

PO
LA

R

CU
TT

ER
PO

LA
R

CU
TT

ER

PL
OW

 F
OL

DE
R

M
BO

 F
OL

DE
R

ST
AH

L 
FO

LD
ER

ST
AH

L 
FO

LD
ER

M
BO

 F
OL

DE
R

ST
IT

CH
ER

KO
M

OR
I 2

8

KO
M

OR
I 2

8

PHOENIX INKJET

PHOENIX INKJET

DO
CK

  A
RE

A

rev._JULY2023

OVER STOCK

ENVELOPE INVENTORY

CREATIVE CREATIVE 
SERVICESSERVICES

 oror
VARIABLE PRINT VARIABLE PRINT 

DEPARTMENT DEPARTMENT 
oror 

PREPRESS ROOMPREPRESS ROOM

SAMPLESDSENVELOPE INVENTORY


