EOC Hospital Liaison

Job Action Sheet

Liaison Position Filled by:
	Name:

	From: (date)                (time)
	To: (date)                    (time)

	EOC Phone No.:
	EOC Fax No.:

	Reporting to (in EOC):

 Title: ______________________________________

 Name: _____________________________________



Mission:
To serve as a hospital point of contact in any Emergency Operations Center (EOC) to assist hospital activities by facilitating and coordinating the flow of information between hospitals and the EOC; by:
a) Gathering responding hospital capacity and capability information for EOC leadership.

b) Relaying incident situation and updates to responding and standby hospitals.

c) Receiving, submitting, and tracking requests by hospitals for support from the EOC organization.
Immediate (Operational Period 0-2 Hours):
1)      Follow this Job Action Sheet.

2)      Go to the EOC check-in area:
a) Inform them that you have arrived to fill the EOC Hospital Liaison position.
b) Ask them who or which EOC position you should report to.
3)      Report to the individual identified above:
a) Inform them that you have arrived to fill the Hospital Liaison position, and ask the following questions:
i) Where is my work location?

ii) Which telephone may I use?
iii) Is there an available telephone directory for the EOC that includes in-coming and out-going FAX machines?

iv) Is there a copy of the EOC Incident Action Plan objectives available?
v) Is there wireless or hardwire internet hook-up for my work location?
(1) IF YES; is there a specific “User ID” and “Password” to be used?

(2) IF NO:
(a) Is there another location, in or near the EOC, at which I can access the internet?

(b) IF YES, is there a specific “user ID” and “Password” to be used for the remote location?

4)      Complete the “Liaison Position Filled by” blocks at the top of this Job Action Sheet.

5)      Initiate and maintain an “Operational Log.”
Immediate: (continued)
6)      Perform Operational Communication System Checks (on available equipment):

a) Assigned EOC Telephone
i) Contact your hospitals’ command center
(1) Inform them that you have arrived and are setting up your work location.

(2) Provide your EOC phone number
b) Hospital provided or Personal Cellular phone
c) Hospital provided Radio
d) Access to internet
i) Open WI Trac at: https://www.witrac.org
ii) Go to “Alerts” and review the alert message for this incident and associated “updates.”

7)      Review the forms and materials brought with you to the EOC.
a) IF NEEDED, make additional copies

8)      Use a blank copy of the “EOC Position Roster” to identify all active EOC positions, by name.  Then, introduce yourself to the people in those positions.
9)      Gather information on the overall incident status – specifically victim numbers and condition at the incident scene from:
a) Status boards

b) Briefings conducted in the EOC

c) EMS

d) Public Health
e) Others as appropriate

Immediate: (continued)
10)      Contact the individual you initially reported to in the EOC and inform them you are ready to perform the hospital liaison function.

11) ___ Contact your hospitals’ command center and inform them you are ready to perform the Hospital Liaison function.

12) ___ Initiate a WI Trac “Update” to an existing alert for the incident OR initiate a new “Alert” to announce your readiness to perform the Hospital Liaison.

a) The message should include:
i) Your name

ii) The position you are filling (EOC Hospital Liaison)

iii) The name of the hospital you were dispatched from

iv) The name of the EOC in which you are stationed

v) All the communications methods by which you can be reached (include phone numbers)

b) Send this update or alert to:
i) All hospitals in the WHEPP region at which the county EOC you are assigned is located – as well as adjacent WHEPP regions.
ii) The State contact list

Intermediate (Operational Period 2-12 Hours):
1)      Document, on the “Operational Log” significant information affecting hospitals:

a) Current and changing incident conditions.
b) Incident events that are new and emerging or resolved and terminated
c) EOC response action decisions
d) EOC generated notifications
2)       Upon Request, provide a brief status of hospital conditions to EOC members.

a) Tools and sources to help prepare:

i) Individual Hospital Status form

ii) Incident Briefing form

iii) WI Track

(1) Regional Status page

(2) Alert Manager page

b) Key points may include but not limited to:

i) Names and locations of all hospitals that have activated their command centers.

ii) Names and locations of all hospitals that have implemented their patient surge plans.

iii) Any hospital that is conducting patient decontamination activities.

iv) Hospital support requests that have not yet been met or fulfilled.

v) The general bed availability for each hospital receiving patients from the incident.

vi) Total number of hospital confirmed deaths.
Intermediate: (continued)
3)      Determine, with the help of the Public Health Representative and the EOC individual you are to report to;

a) The geographical size of the area affected by the incident.

b) The hospitals that:

i) Are impacted by the incident.
ii) May be impacted by the incident.

4)      Contact all hospitals directly affected by the incident first, then hospitals that may be affected.
a) Provide information on how they can contact you.

b) Provide information pertinent to hospitals from incident status briefings and reports.
c) Complete an “Individual Hospital Status” form (to the extent possible) for each hospital contacted.

d) Complete, as needed, “Hospital Support Request” form.
i) IMPORTANT:  use only one request form for each “Nature of Request” option identified by a given hospital.

ii) Make a copy of each initiated request form, keep one for yourself and deliver the original to the individual you are to report to or the EOC Manager or Director.
5)      Monitor WI Trac updates and alerts for hospital situations, conditions, or events that by be of interest to EOC leadership.

Extended (Operational Period Beyond 12 Hours):
1)      Make arrangements for your relief if the incident will exceed a 9-12 hour response effort.

a) IF a relieving liaison is not be needed, go to the Demobilization section below.

b) IF a relieving liaison is needed, conduct a shift turn-over to the incoming individual as follows:

i) Provide a blank copy of the liaison “Job Action Sheet”
(1)  Instruct your relief to complete the “Liaison Position Filled by” section at the top of the “Job Action Sheet.”
(2) Complete the “To: (date & time)” section of the “Job Action Sheet” you have been using.

ii) Provide a briefing on the following:

(1) ___ Communication systems available to the liaison and information on their use.

(2) ___ Key individuals in the EOC – make introductions if possible.

(3) ___ Location of EOC equipment, supplies, and refreshments.

(4) ___ The status of the incident at the time.

(5) ___ The hospitals that are actively responding or in standby and their contact information.

(6) ___ The “Operational Log” being maintained.

(7) ___ “Hospital Support Request” forms that have not been completed.

(8) ___ Other information that may help the on-coming EOC Hospital Liaison to perform their duties.

Extended: (continued)
2)      Provide periodic incident updates to hospitals involved in the incident.

a) This may be accomplished through WI Trac Alert updates or direct calls to responding hospital command centers.

3)      Upon Request, provide a brief status of hospital conditions for EOC Briefings.  Key points on an “Incident Briefing” form.
4)      Monitor all un-fulfilled “Hospital Support Request” forms.

Demobilization:
1)      Determine if demobilization may be initiated by obtaining answers to the following indicator questions:

a) Are there any pending incident conditions that may cause an escalation in the incident?

b) Have all casualties caused by the incident been transported to a hospital?

c) Are there any responder medical issues that have not been addressed?

d) Are all hospital support requests fulfilled or scheduled for delivery?

e) Verify all responding hospitals are capable of managing all patient care needs without outside support?

f) Obtain an opinion from each responding hospital on the need to maintain the EOC Hospital Liaison position.

2)      Using the information gathered from the questions above to discuss the possible demobilization of the EOC Hospital Liaison position with the Health Department representative. 
3) QUESTION; Is the EOC Hospital Liaison position to be demobilized?
a) IF NO, continue to work though the Intermediate and Extended portions of this Job Action Sheet.

b) IF YES, continue with the demobilization Step #4 below. 

4)      Gather all documents and logs generated over the duration of the incident.

a) Arrange the document by type and in chronological order.

b) Make copies of all documents gathered.
i) Deliver all original documents to the individual you have been reporting to while in the EOC.

ii) Deliver all document copies to the Emergency Preparedness Coordinator for your hospital.
Demobilization: (continued)
5)      IF, the EOC will continue to remain operational without the EOC Hospital Liaison; determine the appropriate EOC contact for hospitals to call while the EOC remains operational.

6)      Notify all hospitals contacted through out the course of the incident by WI Trac or by phone and provide the following information:
a) When the EOC Hospital Liaison position will be demobilized.

b) What the EOC contact telephone number is for hospitals to call while the EOC remains operational.

c) Who to contact at your hospital to obtain copies of hospital related documentation generated during the course of the incident.

7)      Sign out from the EOC, let them know the EOC Hospital Liaison position has been demobilized.

8)      Report back to the hospital management person who dispatched you.
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