Minimum Level of Preparedness Indicators and Checklist
The following matrix lists the recommended Minimum Level of Preparedness Indicators
 with examples of what should be accomplished by the healthcare facility with each indicator.  These are only examples of how a healthcare facility can address these indicators.  In all cases, the indicators should be measurable and the facility should have supporting documentation.  These indicators are only recommendations; these are not mandated or required by any state or federal agency.
	#1 Emergency Management Plan

	 FORMCHECKBOX 
 1.1 The healthcare facility has designated a person by function that is responsible for implementing and up-dating the Emergency Management Plan.

Example Accomplishment: One person is identified to accomplish this “by function” with this responsibility documented in the function’s job description and is addressed in the function’s annual evaluation.


	 FORMCHECKBOX 
 1.2. The healthcare facility has an Emergency Management Plan, which addresses “all hazards”.
Example Accomplishment: At a minimum the facility has 1) completed a Hazards Vulnerability Analysis, 2) completed policies that address the top three hazards and 3) all policies are compliant with the National Incident Management System (NIMS).


	 FORMCHECKBOX 
 1.3 The healthcare facility has a multi-disciplinary Emergency Management Committee, which meets regularly.

Example Accomplishment: Committee members are identified by function and meet at least twice annually and maintain minutes of all meetings.


	 FORMCHECKBOX 
 1.4 The healthcare facility has an Emergency Management Plan that allows the facility to function on its own for at least 72 hours.
Example Accomplishment: the facility has identified all services that are required to function on its own for 72 hours, e.g. food, power, etc. This plan has details for each service, e.g. menu for 72 hours and quantities of food needed.



	#2 Incident Command System

	 FORMCHECKBOX 
 2.1 The healthcare facility has a process to implement the Incident Command System (ICS) and to coordinate their ICS with that of other emergency response organizations.

Example Accomplishment: The facility is compliant with all the Elements of the National Incident Management System (NIMS), as appropriate.


	 FORMCHECKBOX 
 2.2 The healthcare facility has provided appropriate staff with orientation regarding the role of the county and/or state Emergency Operations Center (EOC).

Example Accomplishment: Key staff, by function, knows the intent of the EOC, where it is located and how to contact the EOC.


	 FORMCHECKBOX 
 2.3 The healthcare facility has adopted the top eight positions
 of the Incident Command System.

Example Accomplishment:: The facility has identified by function those staff likely to assume these top eight ICS positions.


	 FORMCHECKBOX 
 2.4 The healthcare facility has Job Action Sheets
 for these eight ICS positions.
Example Accomplishment: Job Action Sheets are readily available for those functions likely to assume these top eight positions.



	#3: Alert Messages

	 FORMCHECKBOX 
 3.1 The healthcare facility has communicated with its local health department about how the local health department will notify the facility about alert messages.

Example Accomplishment: A meeting has taken place with the local health department and a procedure for receiving alerts has been identified.


	 FORMCHECKBOX 
 3.2 The healthcare facility has identified the person, who is responsible for distributing this “Alert” message to the appropriate staff, including the Medical Director.

Example Accomplishment: This person is identified by function. There is a policy in place on how an “alert” is to be communicated and acted upon within the facility.



	#4: Surveillance

	 FORMCHECKBOX 
 4.1 The staff of the healthcare facility has been trained to identify “unusual occurrences”.
Example Accomplishment: All staff have knowledge of what is an “unusual occurrence”.


	 FORMCHECKBOX 
 4.2 Staff know how and to whom to report “unusual occurrences”.
Example Accomplishment: There is a policy in place for the reporting of “unusual occurrences”.



	#5: Infection Control

	 FORMCHECKBOX 
 5.1 The healthcare facility has a plan for day-to-day infection control measures.

Example Accomplishment: The facility has a policy for day-to-day infection control measures.


	 FORMCHECKBOX 
 5.2 The healthcare facility has an infection control plan for the isolation of patients with communicable diseases.

Example Accomplishment: The facility has a policy for the isolation of patients.


	 FORMCHECKBOX 
 5.3 The healthcare facility has an infection control plan for outbreak situations.

Example Accomplishment: The facility has a policy for infection control measures in an outbreak situation.


	 FORMCHECKBOX 
 5.4 The healthcare facility has a plan for the isolation of a surge in the number of patients with communicable diseases.

Example Accomplishment: The facility has a plan to manage an outbreak situation where large numbers of patients at the facility are infectious.




	#6: Communications

	 FORMCHECKBOX 
 6.1 The healthcare facility has a redundant communications system if landlines and cell phones are inoperable.

Example Accomplishment: The facility has implemented the redundant communications recommendations of the State Expert Panel on Communications, as applicable and appropriate.


	 FORMCHECKBOX 
 6.2 The healthcare facility has a communications plan for staff to communicate with the facility if landlines and cell phones are inoperable.

Example Accomplishment: The facility has implemented the redundant communications recommendations of the State Expert Panel on Communications, as applicable and appropriate.


	 FORMCHECKBOX 
 6.3 The facility has a communications plan to communicate with the hospital, local health department or other essential partners if landlines and cell phones are inoperable.

Example Accomplishment: The facility has a plan to communicate with the hospital, local health department (and other essential agencies, if landline and cellular telephones are inoperable.



	#7: Security

	 FORMCHECKBOX 
 7.1 The healthcare facility has a security plan, based on a hazards vulnerability analysis, which includes a designated security officer (or a person designated to assume this role).

Example Accomplishment: The facility has a security policy or plan and has designated a person by function, who is responsible for up-dating and implementing the security plan.


	 FORMCHECKBOX 
 7.2 Staff assigned to security responsibilities have Job Action Sheets and have received the appropriate training to carry out these responsibilities.

Example Accomplishment: Job Action Sheets are available for the persons who may be called upon to assume security responsibilities.


	 FORMCHECKBOX 
 7.3 The healthcare facility has a plan to “lockdown” the facility and to allow only authorized persons to enter the facility.

Example Accomplishment: The facility has a policy or a plan to “lockdown” the facility, when necessary.



	#8: Decontamination

	 FORMCHECKBOX 
 8.1 The healthcare facility staff have been instructed on how to manage a chemical spill within the facility.

Example Accomplishment: The facility provides annual training to staff in managing a chemical spill.



	 FORMCHECKBOX 
 8.2 The healthcare facility staff have been instructed on what actions to take if there is a chemical spill in the community that threatens the facility.

Example Accomplishment: The facility provides annual training to staff on actions to take if there is a chemical spill in the community that threatens the facility.



	#9 Supplies and Equipment

	 FORMCHECKBOX 
 9.1 The healthcare facility has sufficient supplies to allow it to function on its own for at least 72 hours.

Example Accomplishment: The facility has a listing of all supplies necessary to operate on its own for at least 72 hours.


	 FORMCHECKBOX 
 9.2 The healthcare facility has signed Memoranda of Understanding with other organizations in its region to allow for the sharing of supplies, equipment and personnel.
Example Accomplishment: The facility has a signed copy of these Memoranda of Understanding.


	 FORMCHECKBOX 
 9.3 The healthcare facility has agreements with its vendors about obtaining supplies in an emergency.

Example Accomplishment: The facility has signed agreements with vendors for re-supplying the facility (the agreement lists all other facilities in the area that the vendor is responsible for re-supplying)


	 FORMCHECKBOX 
 9.4 The healthcare facility has identified alternative resources of supplies if the current vendor cannot deliver supplies as requested in an emergency.
Example Accomplishment: The facility has a list of critical supplies and has identified alternate resources where these supplies can be obtained (the list should be 3-deep to the extent possible).



	#10: Personal Protective Equipment  (PPE)

	 FORMCHECKBOX 
 10.1 The healthcare facility has a sufficient supply of PPE for staff.
Example Accomplishment: The facility has defined the quantity that is sufficient and has these amounts in its inventory.


	 FORMCHECKBOX 
 10.2 The healthcare facility has a sufficient supply of surgical masks for patients, staff and visitors, when necessary.
Example Accomplishment: The facility has quantified the number of masks that it would need for its staff, patients and visitors and has these amounts in inventory.


	 FORMCHECKBOX 
 10.3 The healthcare facility has a plan to access additional PPE as supplies are depleted.

Example Accomplishment: (This Accomplishment should be addressed under 9.3 and 9.4)




	#11: Mental Health

	 FORMCHECKBOX 
 11.1 The healthcare facility has a plan to address the psycho-social needs of patients and to treat and refer patients and their family members, who may display behavioral health symptoms, resulting from a emergency. 

Example Accomplishment: The facility has an agreement with behavioral health providers that can address behavioral health symptoms of patients and their family members.


	 FORMCHECKBOX 
 11.2 The healthcare facility has a plan to address the psycho-social needs of patients and to treat and refer staff, if necessary, who may display behavioral health symptoms, resulting from a emergency.
Example Accomplishment: The facility has an agreement with behavioral health providers that can address behavioral health symptoms of staff and their family members.



	#12: Business Continuity

	 FORMCHECKBOX 
13.1 The healthcare facility has a Business Continuity Plan that takes into consideration at least the following functions:

      FORMCHECKBOX 
 Staffing

      FORMCHECKBOX 
 Finances

      FORMCHECKBOX 
 Back-up of essential business records

      FORMCHECKBOX 
 Back-up of essential medical records

      FORMCHECKBOX 
 Emergency Power

Example Accomplishment: The facility has a Business Continuity Plan that addresses at least the above five items.



	#13: Training

	 FORMCHECKBOX 
 13.1The healthcare facility provides training to staff for emergency preparedness.
Example Accomplishment: The facility has a list of all emergency preparedness trainings that it provides annually along with a list of those staff by function that attend which trainings.


	 FORMCHECKBOX 
 13.2 The healthcare facility staff know their role in an emergency.

Example Accomplishment: Each staff person knows their responsibility in an emergency and has Job Action Sheets, if applicable.


	 FORMCHECKBOX 
 13.3 The healthcare facility staff have an emergency “family plan” when staff are needed at the clinic.
Example Accomplishment: The facility has distributed a sample “Emergency Family Plan” to its staff.



	#14 Exercises

	 FORMCHECKBOX 
 14.1 The healthcare facility exercises its Emergency Management Plan at least annually.

Example Accomplishment: The facility has on its schedule an annual exercise that tests one of its internal or external plans (excluding fire and tornado) and has an “After Action Report” for this exercise.


	 FORMCHECKBOX 
 14.2 The healthcare facility staff know their role in an emergency.

Example Accomplishment: Each staff person knows their responsibility in an emergency and has Job Action Sheets, if applicable.



	#15: Collaboration

	 FORMCHECKBOX 
 15.1 The healthcare facility Emergency Management Plan integrates with the plans of its local health department and hospital.

Example Accomplishment: The facility has met with its local health department and hospitals at least once to discuss the integration of their Emergency Management Plans. The facility also participates in county networking or planning meetings, if available.


	 FORMCHECKBOX 
 15.2 The healthcare facility Emergency Management Plan integrates with the plans of its local Emergency Management Director.

Example Accomplishment: The facility has met with its Emergency Management Director at least once to discuss the integration of their Emergency Management Plans. The facility also participates in county networking or planning meetings, if available.


	 FORMCHECKBOX 
 15.3 The healthcare facility is to have a plan on how to bring in additional staff, if necessary.
Example Accomplishment: The facility has a plan on where it may obtain additional staff, if necessary. The facility also knows how to access volunteers through the Wisconsin Emergency Assistance Volunteer Registry (WEAVR and how to credential volunteers).



	#16: Identification of Residents

	 FORMCHECKBOX 
 16.1 The healthcare facility is to have a system to maintain an up-to-date census of residents and have the ability to track residents if they must move from one area or facility to another.
Example Accomplishment: The facility has a system, operable without power, to maintain a census of residents and to track residents, if residents are moving from one place to another.




	#17: Transportation

	 FORMCHECKBOX 
 17.1 The healthcare facility has identified alternative resources for the transportation of residents if it becomes necessary to move residents from one place to another.

Example Accomplishment: The facility has a listing along with necessary Memorandum of Understanding for additional transportation services. The MOUs must list all other facilities in the area that the transport service has agreements with.



� It is the intent of the State Expert Panel on Long-Term Care to provide resources over time to help health care facilities to comply with all of these indicators.


� The top eight positions are Incident Commander, Liaison Officer, Public Information Officer, Safety Officer, Operations Chief, Logistics Chief, Finance Chief, Planning Chief.


� Job Actions Sheets and other resources for the Hospital Incident Command System can be found at � HYPERLINK "http://www.emsa.ca.gov/HICS/default.asp" ��http://www.emsa.ca.gov/HICS/default.asp�
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