Wisconsin Hospital Emergency Preparedness Plan (WHEPP)

Emergency Operations Center (EOC) Hospital Liaison – Lesson Plan
Forms and Use of Forms – Part A
EOC Position Roster / Operational Log

Objectives:

The objective of this lesson plan is to prepare an EOC Hospital Liaison to actively and successfully participate in state, local, or tribal EOC activities during an emergency involving a mass casualty incident.

Competencies:

Upon completion of this lesson plan the student will:

· Review the mission of the EOC Hospital Liaison
· Understand how the forms supporting the EOC Hospital Liaison Job Action Sheet are presented in WI Trac.

· Understand both the general application and detailed use of the following forms:

· EOC Position Roster

· Operational Log 

	Subject Matter
	Instructor Notes:

	
	1) Instructor notes are provided for guidance on:

a) Classroom presentation of this lesson plan.

b) Background information concerning the facts and information presented in this lesson.

2) For classroom presentation the instructor will need:

a) A copy of this lesson plan.

b) A copy of the supporting Power Point presentation for this lesson plan.

c) Copies of the Power Point presentation in handout format for each student.

d) Copies of the “EOC Position Roster” and “Operational Log” each from to each student.




	Subject Matter
	Instructor Notes:

	Mission:
To serve as a hospital point of contact in any Emergency Operations Center (EOC) to assist hospital activities by facilitating and coordinating the flow of information between hospitals and the EOC; by:

a) Gathering responding hospital capacity and capability information for EOC leadership.

b) Relaying incident situation and updates to responding and standby hospitals.

c) Receiving, submitting, and tracking requests by hospitals for support from the EOC organization.

	· This mission is to be consistent for any individual assigned to the EOC Hospital Liaison position in any state, county, or tribal EOC.

· WI Trac can be a useful tool to the EOC Hospital Liaison to communicate with affected and un-affected hospitals to complete tasks a) and b).


	Subject Matter
	Instructor Notes:

	Forms Supported in WI Trac
1) All materials developed to support EOC Hospital Liaison are available in the “Knowledgebase” tab of WI Trac in a file named “EOF Hospital Liaison”
2) For forms GO TO the “Forms” file within the “EOC Hospital Liaison” file.

3) Each form has three elements:

a) A Blank form – in Microsoft Word format and able to be modified if desired.
b) A form use Guide – providing general application and detailed use instructions.
c) A Sample form – showing a practical application of the form.

	


	Subject Matter
	Instructor Notes:

	EOC Position Roster
General Application:

1) This form is to be used as a tool to capture the names and phone numbers of positions and individuals working in an EOC.

2) It includes the most common positions that an EOC Hospital Liaison may need to interact with.

3) Specific titles may vary from EOC to EOC, based on how incident command system methods are implemented in the EOC you are working.

4) It’s common for an EOC to have a board that shows the EOC positions and the name of the individual who currently fills that position.

5) Be aware that individual EOC positions may have shift turn over to new individuals on a random time table.
	


	EOC Position Roster
Detailed Use:

“Date” – Put the date on all pages you generated.

“Liaison Name” – Put your name on the page you generate during your shift.

“Incident Name” – Should be a brief phrase that describes the nature and location of the incident.
“EOC Position” – These are generic titles; you may want to write in the actual title for the same function position.

“Name” – This is the sir name of the individual filling the position.

“EOC Phone No.” – This typically is the phone number assigned to the position in the EOC.  However, other contact numbers may also be entered here if they are provided.

	· If there is a well maintained EOC Position Board you may not need or want to use this form.


	Subject Matter
	Instructor Notes:

	Operational Log
General Application:

1) If hand written, print legibly.
2) This form may also be loaded on a computer or in a jump drive.
a) If typing directly into an electronic copy of this form take precautions to save and back up all entries.


	

	Operational Log
Detailed Use:

“Date” - Enter the date on which the information is recorded on a given page.
“Liaison Name” – Put your name on all pages you generate during your shift.

“Incident Name” – Should be a brief phrase that describes the nature and location of the incident.
	


	Subject Matter
	Instructor Notes:

	Operational Log
Detailed Use:

“Time” – For each individual entry include the time at which the information is added to the log.

a) You may use civilian or military time but once selected stay consistent.  (If civilian time is used always include the AM or PM indicator.)

b) Don’t confuse event occurrence time with log entry time.  Insert the event occurrence time within the text of the information being added.


	· “Event Occurrence Time” is the time an incident occurred or a decision was made.

· “Log Entry Time” is the time the person making the entry became aware of the incident or decision.

· The separation of event occurrence time and log entry time may be a helpful distinction during post incident evaluation. 


	Subject Matter
	Instructor Notes:

	Operational Log
Detailed Use:

“Events, Decisions, and Notifications” – This space is for recording a clear and concise statement about the facts associated with an event, decision, or notification made in the EOC during the course of an incident.  Focus on only who, what, when, and where.

a) Not every fact or detail spoken in the EOC need be recorded here.  Us your judgment to record bits of information that may be of importance to general or specific hospital operation. (This is the information you will want to pass along to all the responding hospitals.)

b) Enter actions you take on behalf of the hospital you are facilitating.

c) Any information captured on any of the other EOC Hospital Liaison forms need not be repeated in this log.


	a) Transmit by phone, fax, or WI Trac

c) Specifically the Hospital Support Request form, the Incident Message form, or Individual Hospital Status from.
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