
EDWIN FAIR MENTAL HEALTH CENTER, INC.


UNSCHEDULED CENTER CLOSINGS AND INCLEMENT WEATHER

POLICY:
To protect consumers and staff from dangerous road conditions, if the local school system in Ponca City is closed due to inclement weather that would impact road conditions (snow, ice, etc.), the EFMHC office will also close. EFMHC will not close when schools close for low temperatures. When the center closes, staff will be paid regular salary for that time.  If the center is open, but staff make the decision to not come into the office they will have to use vacation (sick time will be taken if there is no vacation time to draw from) to cover the time missed.  If the office is closed and you decide to come to the office any way, you will not receive extra pay for that time, just your regular base pay.  
PROCEDURES:
The Executive Director or designee may close the Center.  Staff members will be advised by radio announcements or telephone call if the Center is closed by inclement weather.  In such case, the Executive Director or designee shall notify FALCO so the phone lines will be handled.
Should EFMHC close, consumers who are scheduled for appointments should be notified that the site is closed. Administrative staff will need to access the Electronic Health Record scheduler and make calls to consumers. 
When the Center is open, and weather becomes inclement, Executive Director or designee may authorize Center staff to go home early. Consumers already scheduled for the day will be called letting them know of the early closure.
Staff should listen to news stations and monitor school social media for reports of school closing to know if offices will be open for business.   
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