Wisconsin Hospital Emergency Preparedness Plan (WHEPP)

Emergency Operations Center (EOC) Hospital Liaison – Lesson Plan
Pre-Departure Activities

Objectives:

The objective of this lesson plan is to prepare an EOC Hospital Liaison to actively and successfully participate in state, county, or tribal EOC activities during an emergency involving a mass casualty incident.

Competencies:

Upon completion of this lesson plan the student will:

· Review the mission of the EOC Hospital Liaison
· Understand the steps to activate this position and the actions required by the individual assigned to fill the EOC Hospital Liaison

· Identify the various forms developed for the Liaison and their purpose

· Identify the on-line training modules available to the Liaison and their hospital.

	Subject Matter
	Instructor Notes:

	
	1) Instructor notes are provided for guidance on:

a) Classroom presentation of this lesson plan.

b) Background information concerning the facts and information presented in this lesson.
2) For classroom presentation the instructor will need:

a) A copy of this lesson plan.

b) A copy of the supporting Power Point presentation for this lesson plan.

c) Copies of the Power Point presentation in handout format for each student.
d) Copies of the Pre-Departure Instructions and Activities package for each student.



	Subject Matter
	Instructor Notes:

	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.

	· This mission is to be consistent for any individual assigned to the EOC Hospital Liaison position in any state, county, or tribal EOC.

· WI Trac can be a useful tool for an EOC Hospital Liaison to communicate with affected and un-affected hospitals to accomplish tasks a) and b).


	Subject Matter
	Instructor Notes:

	1) From your hospital’s management, receive a briefing (situation report) on:

a) The incident that is prompting the deployment of an EOC Hospital Liaison.

b) The location of the EOC needing Hospital Liaison support.

c) The anticipated duration of your shift or work period in the EOC.

2) Read through the entire Job Action Sheet


	1) SUGGESTION:  Attached this document to the front of pre-printed Job Action Sheet (JAS) copies.  These pages can be discarded after used.


	Subject Matter
	Instructor Notes:

	3) Obtain the following information from your hospitals’ command center Liaison Officer or Incident Commander:

a) The position and phone number you should use as your contact to your hospitals’ command center.

b) Was a WI Trac Alert issued for this incident?
i) Who initiated it?

(1) The Hospital and 
(2) The Person at that hospital
ii) What was the “Full Description” text for the Alert?

iii) Which hospitals were contacted by the Alert?

c) To which EOC is the Liaison being sent and what is the street address?

d) Are there road directions to the EOC available?

e) To whom is the Liaison to report at the EOC?
f) Does the Liaison have a hospital ID badge and personal identification such as; a driver’s license with them when they depart?

	3b)

This can be obtained by pressing the “Report” icon on the Alert Manager list for the alert desired.  Then print if needed.

3d)

This can be obtained via “Map Quest” or an equivalent on-line application.

3e)

This may not be known ahead of time but who to report to is addressed in the early steps of the JAS “Immediate” actions.

3f)

The Liaison will have to have some form of picture identification to get access to any EOC.


	Subject Matter
	Instructor Notes:

	4) Obtain the following forms, materials, and equipment:

NOTE:  See Table in Step #4 in the “Pre-Departure Instructions & Activities” document.


	· The discussion of the forms to come is only a brief description of the purpose of the form.
· Details on how to complete each form is provided in the “Forms and Use of Forms” lesson plan.
· The forms presented here are for any Liaison that does not have easy access to established HICS or ICS forms from their respective hospital.
· Most of the forms presented here have alternative HICS or ICS forms that could be used to implement the EOC Hospital Liaison Job Action Sheet OR a hospital may have their own form based on HICS or ICS forms.
· Each form comes with a suggested number of copies that a Liaison should take with them to their assigned EOC.
· WHEPP Leadership recommends that an EOC Hospital Liaison “Jump Kit” be maintained in their respective Hospital Command Center.



	Subject Matter
	Instructor Notes:

	Job Action Sheet (3 copies)
A guide, in check list format, for the Liaison that lists prioritized Liaison actions during the Immediate, Intermediate, Extended, and Demobilization phases of a response to an active EOC.

	It is good practice for each individual to fill in the Liaison Position Filled by: section of an unused JAS.


	EOC Position Roster (3 copies)
1) [Alternate forms HICS-203, ICS-203, or hospital generated forms may also be used]
2) To identify EOC positions and the individuals who are filling those positions.

	Most EOCs will have a large position board to record the names of individuals filling the various EOC positions.


	Subject Matter
	Instructor Notes:

	Operational Log (20 Copies)
1) [Alternate forms HICS-214, ICS-214, or hospital generated forms may also be used]

2) To chronologically record:

a) The “who, what, when, & where” facts

b) Decisions
c) Notifications learned in the EOC
d) Relevant events and information relating to hospital operations.

	Rules-of-Thumb:

· print clearly and legibly

· Focus on the facts

· Do not feel you have to write every single work spoken


	Subject Matter
	Instructor Notes:

	Incident Message (20 copies)
1) [Alternate forms HICS-213, ICS-213, or a hospital generated forms may also be used]
2) To document informational type messages from hospitals’ that should be tracked, such as:
a) Changes in hospital capacity or capability
b) Security issues
c) HAZMAT issues
d) Evacuation planning
e) Other requests for information

3) Note, information gathered here does not need to be recorded again in the Operational Log.

	

	Individual Hospital Status (10 copies)
1) [No HICS or ICS alternate form is available]
2) To capturing snap-shot information from individual hospitals on their capacity and capabilities.
3) Note, information gathered here does not need to be recorded again in the Operational Log.
	· This sheet is set up to capture information needed for the “Incident Briefing” form.

· Information for this form may be obtained by using WI Trac or by calling each hospital involved in the incident.


	Subject Matter
	Instructor Notes:

	Incident Briefing (10 copies)
1) [Alternate form HICS-201, ICS-201, or hospital generated forms may also be used]
2) To help the liaison prepare and deliver EOC briefings.

	Round table type EOC briefings are conducted periodically so that all may hear:

· What each position is doing

· New information has been learned

· Problems they are encountering

	Hospital Support Request (10 copies)
1) [No HICS or ICS alternate form is available]

2) To document and track hospital requests for:

a) Personnel
b) Equipment
c) Materials
d) Supplies
e) Services from the EOC

	· One of the most important tasks of the EOC Hospital Liaison will be to track the progress of support requests made by individual hospital to the EOC.


	Subject Matter
	Instructor Notes:

	Other Materials
1) Copy of your hospital’s Command Center phone directory

2) Key contact lists (see WI Trac Knowledgebase)

3) Tablet Paper

4) Pens and Pencils


	· These lists are basic elements that can be modified at the discretion of each hospital.

· WHEPP Leadership does recommend that pre-staged “Jump Kits” be compiled and stored to speed up the dispatch process.

	Equipment (optional)
1) Laptop computer (wireless and/or hardwire internet connection capability)
2) Cell phone
3) Hospital radio system radio

	· WHEPP Leadership recommends that each hospital Emergency Preparedness Committee take action to pre-test each type of communication system identified here and available at the EOC for their county.


	Subject Matter
	Instructor Notes:

	Available On-Line, Just-in-Time training:

1) Eight (8) modules are available to Liaison candidates.
a) Access to these modules is defined in the “Pre-Departure Activities” Job Action Sheet
2) The modules are as follows:

a) Mission and Skills - This module addresses the mission of the EOC Hospital Liaison and the basic skills a candidate should have to successfully fill the liaison position.
b) Working in an EOC - This module addresses the basic operational aspects of a functioning EOC.

c) Pre-Departure Instructions and Activities - This module addresses the activities an EOC Hospital Liaison should accomplish before they depart to an assigned EOC to perform the functions of this position.
d) Job Action Sheet, Part A - This module addresses the first two phases of the JAS; “Immediate” and “intermediate”
	· The on-line modules may also be used as a part of classroom or refresher training in advance of an identified need for dispatching an EOC Hospital Liaison. 


	Subject Matter
	Instructor Notes:

	Available On-Line, Just-in-Time training:
e) Job Action Sheet, Part B - This module addresses the final two phases of the JAS; “Extended” and “Demobilization”

f) Forms, Part A - This module addresses the “EOC Position Roster” and “Operational Log” forms.

g) Forms, Part B - This module addresses the “Individual Hospital Status” and “Incident Briefing” forms.
h) Forms, Part C - This module addresses the “Incident Message” and “Hospital Support Request” forms.
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