Instructions for Using the Emergency Communications Annex (ECA) Template and Sample Annexes 11/2013
Using the Annex Template:

· The template includes the gamut of potential communication modalities. You will need to involve your Facilities Manager and IT staff minimally to individualize it.

· Areas in red are a flag to personalize that area to your own procedures. However, the entire Annex including the Tables and Attachments must be reviewed and personalized to make it useful for your facility. Don’t be afraid to get rid of any content that’s not useful (the sample plans are a good guide for that).

· The attachments need to be individualized with the following exceptions: 

· Attachment: GETS/WPS directions 

· Consider adding other useful attachments.
Sample Plans:

· Sample Plans may be available upon request. These are very helpful in seeing how the Annex can be simplified and personalized.

· I would suggest looking over the Template Annex first, and using the Attachments from the Template Annex. Looking over the Template first will help you to see the possibilities; the samples will help you see how to personalize and cut down. 

Please contact me if you need any help with this.

Thanks, and good luck!

Diana Volkman

Dxv08@health.state.ny.us
716-847-4658 (desk)

716-481-9735 (cell)
