[Hospital Name]
ICS Job Action Sheets  
Medical Technical Specialist – Hospital Administration

Information included in this table includes considerations to get through the first hour of an incident.  

Information included here may or may not be required, but is provided to assist in decision making.  Additional response information can be found in response specific annexes to the CEMP.

	
MISSION


	The designated “Hospital Administration” representative acts in the capacity of liaison between the hospital incident command team and Executive Leadership of the organization including the CEO, President, and Vice Presidents as well as the CMO, CNO and CFO where authorization may be required for major expenditures, for decisions on cancellation of services, for approval to “Lock Down” the institution, or to implement a full scale or total evacuation of the facility. The “Administrator On-Call” is responsible for monitoring and administratively supporting mitigation, preparedness, response and recovery operations.

	
REPORT TO
	
Incident Commander

	 (
1
)INITIAL RESPONSE ACTIVITIES
 (
3
) (
2
)
	
· Assume the role of “Med/Tech Specialist: Hospital Administration” 
· Obtain position binder.
· Contact your usual supervisor to inform them of your ICS role.


	
	
· Put on position identification.
· Participate in Command Center briefing.
· [bookmark: _GoBack]Make or obtain executive level decisions to support the objectives of the incident command team where such objectives may require Executive Leadership involvement such as capital expenses, cancellation of services, “Lock Down” of the institution, or evacuation of the facility.
· Review appropriate Plan Annex for details regarding response actions.


	
	· Participate in the leadership huddle.  This will provide a briefing of the incident and provide an opportunity to address any initial problems or concerns.
· Document all key activities, actions, and decisions on Form 214: Operational Log, on a continual basis.




