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Attachment A

Mobilization Checklist

Description

The purpose of this checklist is to guide the decision to activate the EOP; thus, mobilizing the organization, as well as to structure the deactivation or demobilization process.

1.
Operating Units with Responsibility.
· Director’s Office.

2.
Preparedness Strategies and Resource Issues.
· Pre-event planning should include:

· Designating an area that is dedicated to, or can be converted for use as an Emergency Operations Center (EOC), complete with communications and office support equipment (see below).

· Training Key Operations Managers on their roles and responsibilities in the Emergency Operations Plan (EOP) and how to participate as functioning members of the EOC.

3.
Response and Recovery Strategies.
· Situation Assessment:  Based upon the information received, the IC will perform an assessment of the situation taking into consideration the following factors:

· What?  (Incident Characteristics).

· Type of Primary Event (Direct Impact) – Use appropriate SOP from      Section 7.2.

· Magnitude.

· Expected Duration.

· Likely Secondary Events (Indirect Impacts).

· When?   (Incident Timing).

· Warning Period?  Length?

· Time of Day:  Morning - Afternoon - Evening.

· Day of Week:  Weekday - Weekend.

· Season of the Year.

· Weather Conditions:  Past, Present and Future.

· Where is it now, and Where is it going?

· Location and scope.

· What could be impacted?

· Patient Census/Occupancy.

· Activities Affected.

· Essential Resources.

· Facilities.

· What resources might be needed?

· Initial Response Actions:  The IC will conduct an initial action planning meeting and continue throughout the duration of the event:
· Establish emergency policies.

· Set initial shift or operational period.

· Establish objectives for that shift, considering:

· Attainable in Period.

· Measurable.

· Define immediate priorities.

· Level of EOP implementation?

· Notify Key Operations Managers.

· Provide an incident briefing.

· Situation.

· Policies.

· Objectives for shift.

· Priorities for shift.

· Conduct incident action planning meetings to set objectives, staffing and resource needs for each upcoming shift/operational period.  (see Incident Action Planning Checklist attached to the Planning Section Chief position description in Section 5.5).

· Activate/mobilize essential functions/key activities as needed.

· The IC should establish an Emergency Operations Center (EOC) if the incident will last more than one shift.  The following information is intended as guidance only:

Establishing the Emergency Operations Center (EOC)

Establishing an EOC helps to centralize direction and control.  The EOC facilitates coordination and reduces confusion by creating a single point for collection, evaluation, display and dissemination of information.

· The Major Functions of an EOC Include:  

· Communications.

· Information collection, display and documentation.

· Action planning.

· Coordinated resource management.

· Development of public information.

· Configuration of an EOC should include areas for:  

· Check-in.

· Messaage center.

· Operations coordination with displays.

· Administrative support (copier, files, etc.).

· Planning meetings 


Note:
Media briefings should not be located near the EOC.

· Equipment and Supplies that Support EOC Operations Include:  

· Communications (separate in/out lines for phones and FAXs).
· E-mail, web access.

· Information processing and display 


(e.g., video projectors, easels/flipcharts/dry erase boards).

· Adequate work space for the group that will assemble, arranged in a manner to facilitate coordination (e.g., tables and chairs arranged in a “U” or hollow square).

· Office supplies.

· Important Information Sources that are Usually Necessary Include:  

· Emergency Operations Plan(s) for the VAMedical Center, VISN, the Community.

· Call-down rosters.

· Resource lists and agreements with vendors.

· Maps/Blueprints.

· Phone books.

· Name tags.

· Flashlights.

· Managing Time.  One important initial step is establishing the operational period (could use shift rotation schedules, as an example).  Within each operational period, the following sequence should occur:  

· Shift change meetings.

· Situation briefing.

· Incident action planning meeting

(Please see separate SOP attached to Plans Section Chief position description).

· Assign resources.

· Track/coordinate progress.

· Provide situation updates, as necessary.

· Managing Information.  There are four types of messages:  

· Inquiries seeking information.

· Advisories providing information.

· Requests asking for resources.

· Orders directing activities.

The Message Center receives, records and routes information to the appropriate functions/operating groups.  

· What Should be Tracked/Displayed:  

· Situation status.

· Resource status (assigned, available, out-of-service).

· Reporting times.

· Key decisions.

· Common Mistakes:  

· Lack of a viable EOP.

· No knowledge of community resources.

· Lack of leadership.

· Not establishing a control on information flow.

· Untrained staff.

· Key people leaving the EOC.

· A failure to focus on what will be happening in the next operational period.
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