EOC Hospital Liaison

Pre-Departure Instructions & Activities

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.

Recommended Individual Skills for EOC Hospital Liaison include:

1) An experienced administrative staff member familiar with general or basic hospital services, organization, and hospital terminology.

2) Good oral and written communication skills.

3) Able to work independently with little direct supervision.

4) Have individual access to WI Trac and familiar with its functions.

Pre-deployment Preparation:
1) ____ From your hospital’s management, receive a brief 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

3) ____ Obtain the following information from you 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) Hospital

(2) Person

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 drivers’ licenses, with them when they depart?

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

	Check box
	Item
	Quantity

	EOC Hospital Liaison Forms

	
	Job Action Sheet

A guide, in check list format, for the Liaison that describes the prioritized actions to be taken during the Immediate, Intermediate, Extended, and De-Mobilization phases of a response to an active EOC.
	3 copies

	
	EOC Position Roster

[Alternate form HICS-203, ICS-203, or a hospital generated forms may also be used]
To identify EOC positions and the individuals who are filling those positions.
	3 copies

	
	Operational Log 

[Alternate form HICS-214, ICS-214, or a hospital generated forms may also be used]
To chronologically record the “who, what, when, & where” facts, decisions, and notifications learned in the EOC, OR other noteworthy events that relate to hospital operations.
	20 copies

	
	Incident Message
[Alternate form HICS-213, ICS-213, or a hospital generated forms may also be used]
To document information related messages from hospitals’ that should be tracked. Such as; changes in hospital capacity or capability, security issues, HAZMAT issues, evacuation planning, or other requests for information.  Note, information gathered here does not need to be recorded again in the Operational Log.
	20 copies

	
	Individual Hospital Status

[No HICS or ICS alternate formve is available]
To capturing snap-shot information from individual hospitals on their capacity and capabilities.

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

	
	Incident Briefing

[Alternate forms HICS-201, ICS-201, or a hospital generated forms may also be used]
To help the liaison prepare and deliver general EOC briefings.
	10 copies

	
	Hospital Support Request
[No HICS or ICS alternate form is available]
To document and track hospital requests for personnel, equipment, materials, supplies, or services from the EOC.
	10 copies


	Other Materials

	
	Copy of your hospitals’ Command Center phone directory
	

	
	Key Contact Lists*
	

	
	Map of WHEPP Regions*
	

	
	Tablet Paper
	

	
	Pens and Pencils
	

	Equipment (optional)

	
	Laptop computer (w/ wireless and/or hardwire internet connection capability)
	

	
	Cell phone
	

	
	Hospital radio system radio
	


* - In WI Trac, go to the “Knowledgebase” tab and from the index on the left side of the screen Click on the “Contact Information” file.
Available On-Line Just-in-Time Training:
	Training Modules

	Course
	Description
	Web Cast

Training Time

	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.
	Nn Min.

	Working in an EOC
	This module addresses the basic operational aspects of a functioning EOC
	Nn Min.

	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.
	Nn Min.

	Job Action Sheet – Part A
	This module addresses the first two phases of the JAS; “Immediate” and “intermediate”
	Nn Min.

	Job Action Sheet – Part B
	This module addresses the final tow phases of the JAS; “Extended” and “Demobilization”
	Nn Min.

	Forms – Part A
	This module addresses the “EOC Position Roster” and “Operational Log” forms.
	Nn Min.

	Forms – Part B
	This module addresses the “Individual Hospital Status” and “Incident Briefing” forms.
	Nn Min.

	Forms – Part C
	This module addresses the “Incident Message” and “Hospital Support Request” forms
	Nn Min.


On-line Web Cast Training link and path:
i) Web address

ii) Go To

iii) Go To
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