Appendix 2: Tools and Matrices

1.1 Annex Maintenance Matrix

	Item #
	Plan Reference
	Issue
	How Maintained
	Where Maintained
	Review/
Maintenance Cycle
	Responsible Person
	Oversight

	1.
	Identification of Alternate Sites
	Receiving facility agreements
	Through the Western NY Health Care Regional Mutual Aid Plan And the Western NY Mutual Aid Agreement
	Copies of the Mutual Aid Plan Agreement are maintained in Administration and electronically on the Hospital pdc Public Network
	Plans are reviewed/ downloaded annually or as needed when revisions are made.
	Emergency Preparedness Coordinator
	Safety Committee

	2.
	Patient Movement Flow
	Evacuation equipment
	Periodic review of the Facility Equipment Inventory to determine any changes
	A listing of evacuation equipment is maintained in the Facility Equipment Inventory
	The Facility Equipment Inventory is reviewed annually
	Emergency Preparedness Coordinator
	Safety Committee

	3.
	Transportation Resources
	Transportation resources
	Through the Mutual Aid Plan, Mutual Aid Agreement, and MOU with Orleans Co. Office of Emergency Management
	Copies of the Mutual Aid Plan and Agreement are maintained in Administration and electronically on the Hospital pdc Public Network
	As noted in agreement
	Emergency Preparedness Coordinator
	Safety Committee

	4.
	Notifications
	Patient emergency contacts
	By Medical Records
	Medical Records Department
	The emergency procedures and planning are reviewed at least annually, and revised as needed
	Emergency Preparedness Coordinator
	Safety Committee

	5.
	Communications
	Notification scripts
	Scripts are maintained as part of the evacuation plan
	The scripts are contained in the plan as an attachment
	The emergency plan and procedures are reviewed at least annually, and revised as needed
	Emergency Preparedness Coordinator
	Safety Committee

	6.
	Materials Management
	Patient specialized treatment supplies
	Specialized treatment supplies, if any, are evacuated with the patient
	Supplies/equipment needed for specialized treatment will be packaged and evacuated with the patient
	The emergency plan and procedures are reviewed annually, and revised as needed


	Emergency Preparedness Coordinator
	Safety Committee


1.2 Notifications Matrix

	Item #
	Plan Reference
	Notification To
	Notification When
	Contact Info Location
	When Made
	Responsible Person
	Tracked By

	1. 
	 Notifications
	Emergency Medical Service (EMS)
	A situation is determined to require emergency responder assistance &/or building evacuation is necessary
	911 will be notified
	A situation is determined to require emergency responder assistance &/or building evacuation is necessary
	Incident Commander, Liaison, or designee
	Incident Command System

	2. 
	Notifications
	Fire Department
	A situation is determined to require emergency responder assistance &/or building evacuation is necessary
	911 will be notified
	A situation is determined to require emergency responder assistance &/or building evacuation is necessary
	Incident Commander, Liaison, or designee
	Incident Command System

	3. 
	Notifications
	Police Department
	A situation is determined to require emergency responder assistance &/or building evacuation is necessary
	911 will be notified
	A situation is determined to require emergency responder assistance &/or building evacuation is necessary
	Incident Commander, Liaison, or designee
	Incident Command System

	4. 
	Notifications
	Local Office of Emergency Management
	Upon a decision being made to evacuate the building
	External Agency Resources list
	Upon a decision being made to evacuate the building
	Incident Commander, Liaison, or designee
	Incident Command System

	5. 
	Notifications
	Local health department
	Upon a decision being made to evacuate the building
	External Agency Resources list
	Upon a decision being made to evacuate the building
	Incident Commander, Liaison, or designee
	Incident Command System

	6. 
	Notifications
	State health department
	Upon a decision being made to evacuate the building
	External Agency Resources list
	Upon a decision being made to evacuate the building
	Incident Commander, Liaison, or designee
	Incident Command System

	7. 
	Notifications
	On-duty staff
	Once a decision is made to evacuate the building
	Internal communication systems
	Once a decision is made to evacuate the building
	Incident Commander, Public Information Officer, Department heads, or designee
	Incident Command System

	8. 
	Notifications
	Patients
	Once a decision is made to evacuate the building
	Census report
	Once the decision is made to evacuate the building
	Incident Commander, Public Information Officer, or designated Nursing staff person
	Incident Command System

	9. 
	Notifications
	Off-duty staff
	Once decision is made to recall staff in the event of an evacuation
	Departmental contact lists
	Upon determination to establish a labor pool and a need for staff recall
	Department heads, Labor Pool Unit Leader or designee
	Incident Command System

	10. 
	Receiving Facility Guidelines
	Receiving facilities
	When an evacuation is being contemplated
	WNYHA Membership Directory

(@ switchboard)
	Upon a decision being made that a building evacuation is necessary
	Incident Commander, Liaison, or designee
	Incident Command System

	11. 
	Notifications
	Transportation resources
(Office of Emergency Management)
	Once a decision is made to evacuate the building
	External Agency Resources list
	Once a decision is made to evacuate the building
	Incident Commander, Liaison, or designee
	Incident Command System

	12. 
	Notifications
	Families / Responsible parties
	Once a decision is made to evacuate the building
	Maintained as part of the medical chart/history
	Once the decision is made to evacuate the building
	Incident Commander, Liaison, or designated Nursing staff person
	Incident Command System

	13. 
	Pre-evacuation Actions
	Media
	At direction of Incident Commander
	TBD
	As determined to be necessary by the Incident Commander in coordination with the Public Information Officer and Liaison Officer
	Incident Commander, Public Information Officer, Liaison or designee
	Incident Command System

	14. 
	Pre-evacuation  Actions
	Primary physicians
	Once the decision to evacuate the building is made
	Medical Staff phone list

(@ switchboard)
	Once the decision to evacuate the building is made
	Incident Commander, Liaison, or designated Nursing staff person
	Incident Command System

	15. 
	Pre-evacuation Actions
	Community representatives
	Upon determination that the situation requires the response of governmental agencies or once decision is made to evacuate the building
	External Agency Resources list
	Upon determination that the situation requires the response of governmental agencies or once decision is made to evacuate the building
	Incident Commander, Liaison, or designee
	Incident Command System

	16. 
	Pre-evacuation Actions
	Vendors
	Once decision is made to evacuate the building
	Purchasing Department
	Once the decision is made to evacuate the building
	Incident Commander, Liaison, or designee
	Incident Command System

	17. 
	Pre-evacuation Actions
	Joint Information Center
	Upon a decision to coordinate communication between stake holders through a common center
	TBD
	As determined to be necessary by the Incident Commander
	Incident Commander, Public Information Officer, Liaison, or designee
	Incident Command System


