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New Employee Orientation Guideline

Emergency Program Manager

This document is designed to assist the newly-hired Emergency Program Manager [e.g., Network Emergency Management Specialist, Emergency Program Coordinator (EPC), or Area Emergency Manager (AEM)] with the basic information on key VA/VHA policies, concepts and program information and the emergency management program resources at the facility, community, State, Network and national levels.

A.
Learn Basic Policies, Program Information and Training Concepts

1.
Policies and Program Guidance.

_____
Review VA and VHA emergency management-related Directives and Handbooks.

a.
VA Publications (http://vaww.va.gov/OIT/CIO/Directives/Default.asp).

1)
VA Directive 0320, Emergency Preparedness Planning.

2)
VA Handbook 0320, Emergency Preparedness Planning.

b.
VHA Publications (http://vaww1.va.gov/vhapublications/lastupdated.cfm).

1)
VHA Directive 0320, Emergency Medical Preparedness.

2)
VHA Directive 2002-026, Pharmaceutical Caches.

3)
VHA Directive 2003-023, SARS.

4)
VHA Directive 2003-030, Management of Hazardous Chemicals.

5)
VHA Directive 2003-032, Disaster Emergency Medical Personnel System.

6)
VHA Directive 2003-045, Decontamination Program.

7)
VHA Directive 2004-013, Medical Emergency Radiological Response Team.

8)
VHA Directive 2004-032, Emergency Planning and Community Right-to-Know.

9)
VHA Directive 2004-046, Inspection of Pharmaceutical Caches.

10)
VHA Handbook 0320.1, VA~DoD Contingency Hospital System.

11)
VHA Handbook 0320.2, Emergency Management Program Procedures.

2.
Training Programs.

_____
Contact the VAMC Medical Library, and conduct a search for emergency management-related video broadcasts, publications and other materials.

_____
Visit the EMSHG website (http://vaww.va.gov/emshg) and review materials on the main page and under the Knowledge Management tab.

_____
Visit VHA Center for Occupational & Safety and Health (CEOSH) website, http://vaww.ceosh.med.va.gov/emergency_mgmt/emergencymanagement.shtml.

_____
Visit www.fema.gov and complete the independent study and/or computer-based courses.

B.
Meet Facility, Community and State Program Participants

_____
Contact other Emergency Program Coordinators (EPCs) to introduce yourself and discuss the Facility’s/Network’s EM program.  Again, use this opportunity to listen and determine issues affecting Facility EM programs.  Develop a schedule of regular interaction via conference calls or face-to-face meetings.

_____
Contact the Area Emergency Manager or Network staff member with emergency management responsibilities.  (A list of AEMs, locations and contact information is available at www.va.gov/emshg).

_____
Contact the following agencies and organizations, as appropriate:

1.
Local Level

(
Local Emergency Management Agency

(
Emergency Medical Services Providers

(
Department of Health

(
Local Law Enforcement Agencies

(
Local Chapter, American Red Cross

(
Local Emergency Planning Committee

(
Local Hospital Association

(
Medical Society

(
Federal Executive Board

(
Disaster Medical Assistance Team

(
Urban Search and Rescue Task Force

(
Metropolitan Medical Response System

2.
State Level

(
State Emergency Management Agency

(
State Emergency Medical Services Agency

(
State Department of Health

(
State Law Enforcement Agency

(
State National Guard

_____
Participate in State/community emergency management planning, training and exercise activities, as appropriate. 

_____
Make an appointment with the VAMC Director and/or Facility staff to introduce yourself, discuss the EM program.  Use this opportunity to listen and determine goals, priorities and issues.  Schedule a follow-up meeting.
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