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Cyclone Preparation Checklist for Businesses 

The more you are able to protect your business and property during cyclones and weather events, 

the faster you will be able to operate again after the event. These are a few things businesses should 

consider when preparing for a cyclone: 

 

STAFF COMMUNICATION  

Print out a staff contact list containing all staff contacts and share this with key employees. Make 

sure it includes phone numbers, email address and where relevant the place of residence for each 

staff member should you need to support them with transport after the storm.  

Allocate a dedicated mobile number for co-ordination - preferably of someone who is part of the 

business’s decision-making process, so they can be reached before or after the cyclone has passed 

by staff or customers. This provides staff with a sense of comfort and vice versa the person can get a 

hold of staff after the cyclone to inform them of any updates regarding the workplace and returning 

to work. 

Ensure key personnel within the business have enough phone credit before the cyclone to contact 

staff members and check on them.  

 

CUSTOMER COMMUNICATION 

Print out a top client contact list containing all relevant contacts and keep this with management 

should they need to contact clients. 

Inform customers by putting a “NOTICE” at the entrance advising of closing and likely re-opening 

times. It may be helpful to put a contact number on this notice so customers can reach the business.  

 Re-scheduled meetings and communicate changes to orders or deliveries to your clients.  

 

SECURE THE WORKPLACE 

Protecting your stock, facilities and equipment (computers, phones etc.) from being damaged is 

instrumental to your business being operational again after a cyclone. Consider covering these items 

with a plastic bag and raising it above ground to protect it from being damaged by water during a 

cyclone. 

Cleaning chemicals and/or toxic materials should be stored above ground during a cyclone to avoid 

any water contamination within the workplace after a cyclone. 

Company vehicles should be fuelled and parked in a garage but if there is none then it should be 

parked away from the trees.  

 

 



VCCI | Phone: 27543 | Visit: www.vcci.vu     

 

 PROTECT YOUR SITE & EQUIPMENT 

Work with your professional landscaper or gardener to ensure there are no tree branches growing 

near or above the utility poles and wire. Ensure that there are no obstructions disturbing the flow of 

water down the storm water drains near your business to avoid flooding.  

Check the metal roof to ensure it is secure and board up any windows to avoid any broken windows 

from high - flying debris during the cyclone.  

Do a walkthrough of the business and clear any materials around the area that can be easily 

considered a flying debris during a cyclone. 

Business owner should consider carrying out a stocktake of all supplies, equipment, inventories etc. 

before the cyclone arrives so that in the event that the workplace is destroyed by the cyclone, the 

owner can claim insurance on these damaged items.  

 

BACKUP YOUR DATA 

Businesses should ensure that vital documents (paper) are raised above ground, covered in plastic 

and stored properly in a safe place away from any windows.  

With regards to the company online documents and data, work with your IT Team to ensure that 

backups are performed in a timely manner and that it is stored in a safe place away from official 

place of business. 

 

EMERGENCY SUPPLIES 

Make sure your business has adequate supplies of torches, fresh batteries, brooms, mops and 

buckets as well as a backup water source. It is important to also have a first aid kit also in the 

business in case of emergency. 

Suitable amount of petrol fuel should be also stored safely if your business has a back – up generator 

that can be used in the aftermath of a cyclone where there is no electricity. 

 

EXPECT THE UNEXPECTED 

“Remain flexible and adaptable”. Remember that the nature of the cyclone and any impact of staff 

personnel can influence your decisions and recovery plan. Try not to make assumptions and do not 

hesitate to act. 

 

EMERGENCY HOTLINES 

Business owners should have all emergency hotlines below on their phone in case of an emergency: 

- Police Emergency: 111 

- Ambulance Emergency: 112 / Paramedics: 115  

- Fire Emergency:  113 

Visit www.vmgd.gov.vu or www.windy.com to get updates or track the cyclones path. 

http://www.vmgd.gov.vu/
http://www.windy.com/

