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Objectives

• Describe the role of an Emergency Management 
Coordinator

• List the primary responsibilities of an Emergency 
Management Coordinator

• Describe the components of an Emergency Management 
Program (EMP)

• Evaluate an Emergency Operations Plan utilizing the 
CHA EMP Checklist tool



Disclaimers

• There is no one standard format for an Emergency 
Management Program

• It is NOT the intent of this session to state that your 
program must look like the examples presented

• Your program should reflect your Hazard Vulnerability 
Analysis (HVA) findings and regulatory agency(s) needs
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Who are You 

Emergency Management/Preparedness 
Coord:
• How did you get where you are
• What is your background
• How long have you been doing it



Who are You 

Your Facility:
• How big
• What is your scope

- hospital
- clinics
- SNF on campus

• Part of a corporation
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Who are You 

What was your Training:
• On the job
• Corporate guidance
• Community Peers
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EP Committee

Who is on the Committee
• Shared with the Safety (EOC) Committee
• Multi-disciplinary representation
• MD
• Transplant Program
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What do you Do 

Write Policies / Plans / Procedures:
• Emergency Management Plan
• Emergency Operations Plan
Tool 
• CHA Hospital Emergency Mgmt Program 

Checklist
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CHA EMP Checklist

Program Description:
• Policy and Purpose
• Approval Signatures
• Scope and Applicability
• Delegations of Authority

- Succession Plan (new CMS)
• Program Evaluation

9



CHA EMP Checklist

Mitigation:
• Mitigation program overview
• Background and community description/ 

demographics
• Hazard Vulnerability Analysis (HVA)

- Annual review
- HVA integrated with community 

10



CHA EMP Checklist (cont.)

Preparedness:
• Preparedness program overview
• Adoption of National Incident Management System 

(NIMS) healthcare objectives
• Adoption of Incident Command System (ICS) (HICS)
• Integration of hospital plans with community plans
• Meeting minutes
• MOUs
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CHA EMP Checklist (cont.)

Preparedness: cont.
• Training programs

- annual training (CMS)
- contracted personnel (CMS)

• Documentation of drills/exercises
• Business Continuity (BCP)/                                          

Continuity of Operations Plan (COOP)
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CHA EMP Checklist (cont.)

Response:
• Response program overview
• Initiation and termination of the EOP
• Activation of the hospital command center
• HICS reference materials
• Hospital emergency codes
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CHA EMP Checklist (cont.)

Response: cont.
• Specific response plans
• Hospital surge/expansion plans
• Plans/agreements to deploy clinical 

resources
• 96-hour capability
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CHA EMP Checklist (cont.)

Response: cont.
• Communications systems

- hardware
• Emergency communications strategies

- Communication plan
- Contact list
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CHA EMP Checklist (cont.)

Response: cont.
• Management of resources and assets
• Management of safety and security
• Management of workforce roles and 

responsibilities
• Management of utilities
• Management of clinical and support activities
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CHA EMP Checklist (cont.)

Recovery:
• Initiation of demobilization/recovery 

activities
• Return to normal operations
• Event documentation / evaluation
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What do you Do 

Write Resource Material:
• EP flip charts
• Deptartment specific binders
• Intranet information
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What do you Do 

Educate to the Plan:
• Classes
• In-services
• Flyers
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What do you Do 

Drills/Exercises:
• Types
• Documentation
• After action plan/corrective action plans
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Types of Exercises

• Drills
• Table top
• Functional
• Full scale
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Exercise Documentation

• Objectives
• MSEL – Master Sequence of Events List
• Other exercise information/communications
• Incident action plan
• Supporting documentation
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Incident Action Plan

Made up of the:
• HICS 200 IAP Cover Sheet
• HICS 201 – Incident Briefing
• HICS 202 – Incident Objectives
• HICS 203 – Organization Assignment List
• HICS 204 – Assignment List
• HICS 215A – IAP Safety Analysis
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IAP – Quick Start
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After Action Plan
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Abbreviated After Action Report
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Corrective Action Plan
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What do you Do  

Incidents:
• Manage the incident

- Role in the hospital command center
• Documentation
• After action plan/corrective action plan
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What do you Do  (cont.)

Command Center:
• Location
• Supplies
• Forms
• Incident response guides
• Communication
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What do you Do  (cont.)

Other:
• Reports
• Tracking
• Facility planning/input
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Community Collaboration-

• Community planning groups
• Corporate groups
• Health care coalition
• Exercises
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Other

• What else do you do?
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Questions?

Thank you

Loni Howard
HowardL@sutterhealth.org
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Thank You

Loni Howard, RN, MSN
Emergency Preparedness Coordinator
Sutter Medical Center, Sacramento
HowardL@sutterhealth.org
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