EOC Hospital Liaison Form

Operational Log

	Date:
	

	Liaison Name:
	

	Incident Name:
	


Print Legibly
	Time (am/pm)
or

(military)
	Events, Decisions, and Notifications

(Who, What, When, Where)


	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Form Use Guidance

General Application:
a) If hand written, print legibly.
b) This form may also be loaded on a computer or in a jump drive.
· If typing directly into an electronic copy of this form take precautions to save and back up all entries
Detailed Use:

“Date” - Enter the date on which the information is recorded on a given page.

“Liaison Name” – Put your name on all pages you generate during your shift.
“Incident Name” – Should be a brief phrase that describes the nature and location of the incident.
“Time” – For each individual entry include the time at which the information is added to the log.
· You may use civilian or military time but once selected stay consistent.  (If civilian time is used always include the AM or PM indicator.)
· Don’t confuse event occurrence time with log entry time.  Insert the event occurrence time within the text of the information being added. See the first SAMPLE log entry.

“Events, Decisions, and Notifications” – This space is for recording a clear and concise statement about the facts associated with an event, decision, or notification made in the EOC during the course of an incident.  Focus on only who, what, when, and where.

· Not every fact or detail spoken in the EOC need be recorded here.  Us your judgment to record bits of information that may be of importance to general or specific hospital operation. (This is the information you will want to pass along to all the responding hospitals.)

· Enter actions you take on behalf of the hospital you are facilitating.

· Any information captured on any of the other EOC Hospital Liaison forms need not be repeated in this log.
SAMPLE

	Date:
	January 21, 2010

	Liaison Name:
	John Doe

	Incident Name:
	Tornado / School Building Collapse in Oak Ridge


Print Legibly
	Time (am/pm)
or

(military)
	Events, Decisions, and Notifications

(Who, What, When, Where)


	1:15pm

(1315)
	EOC Briefing:
Marshal county is still in a state of emergency

	
	Both elementary and high school in Oak Ridge were hit with major 

	
	structural damage, children outside are now missing, and the

	
	majority of student and staff are trapped within these 

	
	Buildings

	
	On-scene activities continue in rescue mode

	
	Road debris is hampering rescue vehicle movement

	
	Bad weather prevents the use of airborne medical transport

	
	All four Oak Ridge hospitals are receiving patients

	
	All hospitals within a 50 mile radius have been alerted to stand-by

	
	Health reports no immediate community health cancers but investigation continues

	
	The American Red Cross has established a family re-unification operation at Community Center on Ocean Street in Oak Ridge.

	2:00pm

(1400)
	All four Oak Ridge hospitals are requesting cots – each has issued a WI Trac Alert

	3:10pm

(1510)
	Local weather has cleared and medical airlift activities has been started
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