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Emergency Response Plan Checklist

	Plan Section
	Completed
	To Be Completed By
	N/A

	Purpose
	
	
	⁪

	Policy
	
	
	⁪

	Procedures
	
	
	

	Section 1: Mitigation  
	
	
	

	Hazard Vulnerability 
Analysis
	⁪
	⁪________________
	⁪

	Communications

Refer to Appendices 

A & B

*Back up technology plan

*Local communications

*How to reach all staff

*How to reach all patients

*How to reach all community& business partners

*Staff knows how to shut down systems
	⁪

⁪

⁪

⁪

⁪

⁪


	⁪________________

⁪________________

⁪________________

⁪________________

⁪________________

⁪________________


	⁪

⁪

⁪

⁪

⁪

⁪



	Personal Preparedness

*Personal preparedness guidelines for staff to follow 

Refer to Appendices 

C & D
	⁪


	⁪________________


	⁪



	Workplace Preparedness 

*Outline workplace supply kit 

Refer to Appendix E

*Equipment & systems to ensure business continuity off-site

Refer to Appendix F
	⁪

⁪


	⁪________________

⁪________________


	⁪

⁪



	Security and Lock-Down

*Outline security/lock-down policy 


	⁪


	⁪________________


	⁪



	Personal Protective Equipment (PPE)
*Plan for accessing PPE
	⁪
	⁪________________
	⁪

	Communicable Disease Reporting  

*Phone number posted


	⁪


	⁪________________


	⁪



	Emergency Notification Systems  

*Policy for checking email, fax, and HAN/VHAN
	⁪


	⁪________________


	⁪



	Section 2: Preparedness  
	
	
	

	Emergency Operations Center (EOC)  


	
	
	⁪



	ICS & Emergency Response Team

*Set up Emergency Response Team 

Refer to Appendix G
	⁪


	⁪________________


	⁪



	Staff and Physician Training

*Staff training plan
	⁪

	⁪________________


	⁪



	Section 3: Response  
	
	
	

	Practice/Clinic Internal Response  

*Decontamination

*Security

*Staffing

*Evidence collection

*Influx of patients

*Psychological aspects

*Media
	⁪

⁪

⁪

⁪

⁪

⁪

⁪


	⁪________________

⁪________________

⁪________________

⁪________________

⁪________________

⁪________________

⁪________________


	⁪

⁪

⁪

⁪

⁪

⁪

⁪



	Participation in Response to Major Event

*Contact LEPC
	⁪
	⁪________________


	⁪

	Section 4: Recovery  
	
	
	

	Assess, Manage & Coordinate Recovery

*Deactivation plan

*Supporting employees

*Accounting for expenses
	⁪

⁪

⁪
	⁪________________ 

⁪________________

⁪________________
	⁪

⁪

⁪
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