[image: image1.jpg]J

ZUFALL HEALTH CENTER



 

9/23/2009


Page 1 of 4

Emergency Preparedness Policy


[x] Administrative
[x] Clinical
I.       PURPOSE

 To ensure that health center staff is prepared to act efficiently and safely in an emergency situation, including a water and/or power outage.

II.      RESPONSIBILITY

All administrative and clinical staff in the health care center.

 

III.     POLICY

In the event of an emergency, all staff members will have clearly defined roles and responsibilities.

IV.     PROCEDURES

In the event of an emergency, the staff shall congregate as quickly as possible in the waiting area of the health center.  
The Chief Executive Officer (CEO), Chief Financial Officer (CFO) and Director of Operations (DoO) will be immediately notified of the emergency and will have oversight of the handling of the emergency.  They will man the Command Center, and will ensure that communications between outside agencies and the health center clinical staff are in place.
The primary Command Center is located in the office of the Director of Operations, and the secondary Command Center is located in the Clinical Supervisor’s workspace.  Alternate Command Centers include space in the administrative offices, only to be used if communication between the staff at the health care center and the Command Center is assured. 

The CEO, CFO, DoO or Chief Medical Officer (CMO) will communicate the nature of the emergency to the staff.  At that time, specific roles will be assigned depending on the type of emergency.  

In the event that the emergency occurs during off hours and the staff is required to congregate in the health center, the call-back list will be activated, and all appropriate staff will be called to report to the health center.

In the event that the emergency occurs during regular business hours, the DoO will assign administrative staff to call those who are not present to report to the center.  They will inform the Command Center and the CMO of those staff members who are responding to the emergency.  

The CEO, CFO and DoO at the Command Center will be responsible for:

· Obtaining and disseminating information from outside agencies and resources as to the nature and extent of the emergency.

· Keeping in close communication with the CMO and the provider staff, and ensuring communications are open.

· Obtaining supplies, manpower and resources as needed and requested by the provider staff.

· Ensuring the safety of the staff and the patients during the emergency.

· Making a joint decision as to what extent the health center’s capacity is tested, and when to cease services.

· Making a determination with the CMO of personnel needs and determining who can be released to attend to their own families during an emergency.

· Giving report to outside agencies regarding the emergency.
The DoO or designee responsibilities include:

· Ensuring administrative staff is available to assist with intake of patients, answering phone calls, and relaying accurate information to patients.

· Ensuring that all staff be called in by call back roster as needed by assigning the task to administrative personnel.

· Instructing administrative staff to cease all nonessential activities, and to assist in the patient flow of the clinic.

· Instituting a quick intake system to identify patients as they enter the clinic and to obtain sufficient information to then complete registration after the emergency has ended.

· Instructing the administrative staff to cancel all elective appointments, meetings, outings and other activities while the emergency is in place.  Patients will be called after the emergency to be given new appointments.

· Communicating with outside contacts to obtain needed resources such as fresh water, emergency supplies, transportation assistance, etc.

The CMO or provider designee responsibilities include:

· Determining resources that are needed given the information obtained regarding the emergency.

· Communicating between the command center and the clinical staff.

· Setting up a triage team as necessary, with the Nurse Manager in charge of the team.

· Establishing duties as they arise depending on the nature of the emergency; for example, detailing the MAs and Clinical Supervisor to triage in the case that injections need to be given en masse, and this would be done by the health care providers and the Nurse Manager.

· In collaboration with the Command Center, determining the capacity of the health center to deal with the emergency and deciding when to cease services.

The Nurse Manager’s responsibilities include:

· Assisting in the deployment of staff to the appropriate roles depending on who is available and the nature of the emergency.

· Heading the triage system as assigned

· Communicating needed resources, identified issues, and problems in the clinic to the CMO in order to relay the information to the command center.

The Triage System to be used follows the universal EMT system of green, yellow, red and black tags.

· Green – walking wounded or mildly ill, can wait for care

· Yellow – more seriously ill, may wait but need attention
· Red – seriously ill, need immediate attention
· Black – near death, efforts to assist may be futile

The Clinical Supervisor and MAs will be responsible for assisting the providers in giving care to the victims.

The Outreach Coordinator will ensure that routine dentistry activity ceases during the emergency and that the dental staff is available for whatever role is assigned to them.

The provider staff will perform triage, treat patients, give inoculations, and other activities as assigned.

At the conclusion of the emergency, the Command Center will meet with staff to discuss how the emergency was handled and how future responses will be handled and improved.

Special Situations

· In the event of fire, refer to the Fire Emergency Plan.

· In the event of a water stoppage, the Command Center or designee will determine the extent of the problem.

· The health center will cease operations once it is confirmed by the Command Center or designee that there will not be potable water available for use for greater than 20 minutes. 
· The staff will assist the evacuation of the patients as per the Fire Emergency Plan. 
· Once the water is determined to be potable, the administrative staff will recall the patients who had appointments or were signed in to inform them that the health center is once again in operation.

· In the event of a power outage, the Command Center or designee will determine the extent of the outage.
· If the outage is expected to be greater than 10 minutes, the health center will cease operations and begin to evacuate patients as per the Fire Emergency Plan.
· In the medical and dental department, patients will be stabilized, will be discharged to home or to the hospital depending on the illness, and will be instructed to follow up. 
· Vaccines will remain cool for up to 12 hours in a closed refrigerator. If the outage is greater than 12 hours or if it is expected to be greater than 12 hours, the vaccines will be transported in a designated cooler to St. Clare’s hospital for appropriate storage.

 V.     APPROVALS

 

    

    

 ________________________________________                           _________________   

Signature, Medical Director                                                                  Date

________________________________________                            _________________

Signature, CEO                                                                                    Date
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