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ObjectiveObjective

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

Review the mission of the EOC Hospital LiaisonReview the mission of the EOC Hospital Liaison

Understand how forms supporting the EOC Understand how forms supporting the EOC 
Hospital Liaison JAS are presented in WI Hospital Liaison JAS are presented in WI TracTrac..

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

•• EOC Position RosterEOC Position Roster
•• Operational LogOperational Log
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MissionMission

To serve as a hospital point of contact in any Emergency To serve as a hospital point of contact in any Emergency 
Operations Center (EOC) to assist hospital activities by Operations Center (EOC) to assist hospital activities by 

facilitating and coordinating the flow of information facilitating and coordinating the flow of information 
between hospitals and the EOCbetween hospitals and the EOC

Gathering capacity and capability informationGathering capacity and capability information

Relaying incident situation and updates to hospitals.Relaying incident situation and updates to hospitals.

Receiving, submitting, and tracking hospital requests for Receiving, submitting, and tracking hospital requests for 
support from EOC.support from EOC.
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Forms Supported in WI Forms Supported in WI TracTrac

All materials developed to support an EOC Hospital All materials developed to support an EOC Hospital 
Liaison are available in the Liaison are available in the ““KnowledgebaseKnowledgebase”” tab of WI tab of WI 
TracTrac in a file named in a file named ““EOC Hospital LiaisonEOC Hospital Liaison””

For forms, GO TO the For forms, GO TO the ““FormsForms”” file within the file within the ““EOC EOC 
Hospital LiaisonHospital Liaison”” file.file.

Each form has three elements:Each form has three elements:

•• A A BlankBlank formform
•• A form use A form use GuideGuide
•• A A SampleSample formform
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EOC Position RosterEOC Position Roster

General ApplicationGeneral Application

A tool to capture the names and phone numbers of positions and A tool to capture the names and phone numbers of positions and 
individuals working in an EOCindividuals working in an EOC

Includes the most common positions that an EOC Hospital Includes the most common positions that an EOC Hospital 
Liaison may interactLiaison may interact

Titles may vary from EOC to EOCTitles may vary from EOC to EOC

Common for EOC to have a board showing EOC positionsCommon for EOC to have a board showing EOC positions

Be aware: individual EOC positions may turn over to new Be aware: individual EOC positions may turn over to new 
individuals on a random time table. individuals on a random time table. 
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EOC Position RosterEOC Position Roster
Detailed UseDetailed Use

““DateDate”” –– Date all pages generatedDate all pages generated

““Liaison NameLiaison Name”” –– Your name on all page during your shiftYour name on all page during your shift

““Incident NameIncident Name”” –– Brief phrase that describes the nature and Brief phrase that describes the nature and 
location of incident. location of incident. 
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EOC Position RosterEOC Position Roster
Detailed UseDetailed Use

““EOC PositionEOC Position”” –– Generic titles; may want to write in actual titleGeneric titles; may want to write in actual title

““NameName”” –– Sir name of the individualSir name of the individual

““EOC Phone No.EOC Phone No.”” –– Number assigned to position in EOC.  Number assigned to position in EOC.  
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Operational LogOperational Log

General ApplicationGeneral Application

If hand written, print legiblyIf hand written, print legibly

This form may also be loaded on a computer or in a jump driveThis form may also be loaded on a computer or in a jump drive

•• If typing directly into electronic copy take precautions to If typing directly into electronic copy take precautions to 
save and back save and back 
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Operational LogOperational Log
Detailed UseDetailed Use

““DateDate”” –– Date all pages generatedDate all pages generated

““Liaison NameLiaison Name”” –– Your name on all page during your shiftYour name on all page during your shift

““Incident NameIncident Name”” –– Brief phrase that describes the nature and Brief phrase that describes the nature and 
location of incident. location of incident. 
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Operational LogOperational Log
Detailed UseDetailed Use

““TimeTime”” –– For each entry, include the time at which the For each entry, include the time at which the 
information is addedinformation is added

•• Use civilian or military time but be consistentUse civilian or military time but be consistent
•• DonDon’’t confuse event time with log entry timet confuse event time with log entry time
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Operational LogOperational Log
Detailed UseDetailed Use

““Events, Decisions, and NotificationsEvents, Decisions, and Notifications””

For recording a clear and concise statement about an event, deciFor recording a clear and concise statement about an event, decision, or sion, or 
notification made in the EOC.notification made in the EOC.

•• Focus on only Focus on only whowho, , whatwhat, , whenwhen, and , and wherewhere
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The EndThe End

For more information contact your regional For more information contact your regional 
Project Coordinator.  Contact information may Project Coordinator.  Contact information may 
be found on the WI be found on the WI TracTrac Home PageHome Page
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