Emergency Management Program


DATE:     SAMPLE

OPERATING UNIT:

Social Work







  OPERATING UNIT MANAGER:  
	Mission Critical System
	Potential Problems
	Contact for Assistance in Preparing for Potential Problems
	Preparations to Make to Minimize

Potential Problems
	If there is an interruption in operations due to loss of the Critical System, then:

Assess the situation for:   Action required:

	1.    Lighting

(Emergency

Lights

Available)


	Without lighting staff can not carry out their duties. 
	Safety Office
	a) Staff should be informed of route of egress. 

b) Route of egress should be free and clear of anything staff may trip over in dim lighting.


	a) Determine extent of outage- is it confined or throughout department.


	a) Confer with Service Chief for further guidance.

b) Evacuate staff from work area to an area with emergency power (lighting). 

c) Main phone line should be transferred to an area with emergency power.

d) Staff to be made available for the labor pool and may be used to support other areas of the facility. 

	2.   Electrical

Power

(Generator

Power

Available)


	Without power staff can not carry out their duties. 
	Safety Office
	a) If emergency power outlets are available, key electrical systems should be plugged into these outlets.  

b) A supply of note pads and manual forms should be kept readily available.
	a) Determine the extent of the outage and the projected length of the outage. 


	a) Confer with Service Chief for further guidance.

b) Manual operating procedures should be put in place if computer system is down.

c) Staff to be made available for the labor pool and may be used to support other areas of the facility.

	3.     Steam

Distribution


	No direct impact.  See next system (HVAC).
	N/A
	N/A
	
	

	4.    Heating,

Ventilation & Air Conditioning (HVAC)


	Loss of heat/AC could impact operations to the point that staff  will be no longer to carry out duties
	Chief Facilities  Engineering
	None
	Ability to continue operations.
	a) Call control center to report loss of heat.

b) If loss of heat leads to unbearable conditions, staff to be released. Some staff may be asked to report to the labor pool.

	5.      Room 

or

Hood Exhaust
	No Impact
	
	
	
	

	6.      Water

Delivery
	Minimal impact
	
	
	
	

	7.     Water

Conditioning

Or

Drinkability
	Minimal impact
	
	
	
	

	8.     Waste

Stream

(Sanitary, Solid, Liquid, &

Biohazard)
	Minimal impact
	
	
	
	

	9.     Critical 

Supplies

	Patient supplies needed for transitional, community and special programs
	Contracting/ Purchasing
	a) Stock highly used items during the pre-millennium phase.

b) Contract other vendors as a contingency during the pre-millennium phase.
	Assess length of time supplies will arrive.
	Notify patients of any delays.

	10.  Communi-

cations (Telephone, Radio, Intercom, 

Nurse Call; etc.)

	Loss of phones will impede the departments ability to communicate with medical center staff, patients, families and other external contacts
	Chief, Telecommun-ications
	a) Assess if mobile phone will work in your needed areas.

b) Assess which sections need mobile phones. 

c) Identify staff who have mobile phones, to bring their phones to work during the millennium transition period.

d) Develop a courier system for communications.
	Is VISTA working, can communication continue via e-mail?


	Continue operations as communications allow.

	11.  VISTA &

Other Computer Applications

	Interrupt patient information including: Advance Directives, Next-of-Kin, Financial Diagnosis, Treatment Plans Progress Notes.  Payments stopped or slowed for Community Nursing Home and Homemaker/Home health Aide programs.
	IRMS,

Information Security Officer
	a) Establish manual systems for tracking pertinent social work patient information and process notes.

b) Pull hardcopy of inpatient information prior to 1/1/2000.

c) Ensure timely payments or arrange pre-payments prior to 1/1/2000.

d) Discuss contingency plans with community resources as they may relate to the Medical  Center
	Wait for word from IRM as to the length of the downtime
	a) If warranted activate manual systems for tracking patient information.

b) Disseminate hardcopy patient info as appropriate.

c) If payments to programs stopped/slowed prioritize which programs are critical. Inform external programs of issues and expected payment date.

	12.   Alarms

 (Fire, Code Blue, Security, Medical Gases, Nurse Call, Refrigeration; etc.)


	Fire alarms needed to alert staff of a fire.
	Chief, Police

 Chief, Fire

Chief, Biomed
	Develop Service level fire watch plan.
	Remain alert for notification on the fire alarm.
	If fire alarm is non-operational, notify your staff and establish a fire watch. 

	13.  Elevators 

& Other Vertical Transport


	Elevator use is essential for some patients to utilize for clinic visits. 
	Chief Facilities

/Engineering
	Locate patient accessible area to hold clinics/appointments.
	If the elevators are not operational determine if clinics/appointments Needed to be moved to an accessible area or staff go to patient areas.
	a)  Move to contingency area.

b) Forward appropriate phone numbers to contingency area.

c) Notify patients. 

	14. Transport

Systems

(Robotic, Pneumatic Tube, Tracked Vehicle; etc.)

	Minimal impact
	
	
	
	

	15.   Central

Medical Gases (Oxygen, Medical Air, Vacuum)

	No impact
	
	
	
	



























(   All contingency preparations have been completed

