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Command Response Guide

Shelter-in-Place/Evacuation

Mission

To safely perform shelter-in-place/evacuation as required for patient/staff/visitor safety

Objectives

	Maintain safety of patients, staff and visitors
	Maintain critical and life support functions

	Conduct safe and timely shelter-in-place/evacuation
	Plan for patient repatriation and restoration of services


	Immediate Operational Period

	
	
	Time
	
	Initials

	Command
	Hospital Incident Commander
	
	Activate the facility Emergency Operations Plan (Emergency Operations Plan) 
	

	
	
	
	Activate Hospital Incident Command System (HICS)
	

	
	
	
	Activate shelter-in-place/evacuation as required. Determine: 

· Priority (immediate vs. delayed)

· Type (vertical, horizontal, shelter-in-place, complete)
	

	
	
	
	Establish operational periods, incident objectives and develop the Incident Action Plan (IAP) in cooperation with Planning Section, as well determining routine briefing times and locations
	

	
	
	
	Determine time-line and criteria for discontinuation of non-essential services and procedures
	

	
	Liaison Officer
	
	Consider Regional Medical Control Center (RMCC)and local Emergency Operations Center (EOC) notification, including requesting supplies, equipment or people not available in the facility
	

	
	PIO
	
	Inform staff, patients and families of situation status and provide regular updates
	

	
	
	
	Oversee patient family notifications of evacuation/ transfer/ early release
	

	
	Safety Officer
	
	Oversee  the immediate stabilization of the facility SEQ CHAPTER \h \r 1
	

	
	
	
	Recommend areas for immediate evacuation to protect life
	

	
	
	
	Ensure the safe shelter-in-place/evacuation of patients, staff, visitors
	

	
	
	
	Secure the facility and restrict visitors and entry of non-essential personnel
	

	
	Time
	
	Initials

	Operations
	
	Implement emergency life support procedures to sustain critical services (i.e., power, water, communications) until  shelter-in-place/evacuation can be accomplished SEQ CHAPTER \h \r 1
	

	
	
	Activate shelter-in-place/evacuation, in cooperation with Hospital Incident Commander, as required. Determine: 

· Priority (immediate vs. delayed)

· Type (vertical, horizontal, shelter-in-place, complete)
	

	
	
	Implement planning for shelter-in-place/evacuation of facility

· Prioritize patients/areas of the facility to be evacuated

· Prepare patient records, medications and valuables to transfer

·  SEQ CHAPTER \h \r 1Confirm the transfer and time-line with accepting hospitals, providing patient information as appropriate

·  SEQ CHAPTER \h \r 1Discharge patients as appropriate

· Establish a safe area for holding patients until transferred. 
	

	
	Time
	
	Initials

	
	
	Determine if adequate personnel and supplies, equipment or people are available to successfully complete the IAP. If not, contact Logistics to request additional supplies, equipment or people.
	

	Logistics
	
	 SEQ CHAPTER \h \r 1Supply supplemental staffing to key areas to facilitate evacuation

· Request Liaison Officer contact outside agencies to obtain supplies, equipment or people not available in facility SEQ CHAPTER \h \r 1
	

	
	
	 SEQ CHAPTER \h \r 1Activate business continuity (COOP) plans and procedures
	

	
	
	 SEQ CHAPTER \h \r 1Coordinate ambulances, aero-medical services and other transportation
	

	
	
	Relocate hazardous materials from endangered areas to prevent area/facility contamination
	

	Planning
	
	 SEQ CHAPTER \h \r 1Activate emergency Patient Tracking Plan (HICS Forms 254 & 255) SEQ CHAPTER \h \r 1
	

	
	
	 SEQ CHAPTER \h \r 1Establish operational periods, incident objectives and review the Incident Action Plan, in collaboration with the Hospital Incident Commander
	

	
	
	Collect & collate documentation of all actions and activities
	

	Intermediate Operational Period

	
	
	Time
	
	Initials

	Command
	Hospital Incident Commander
	
	Notify hospital Board of Directors, CEO and other internal authorities of situation status and shelter-in-place/evacuation
	

	
	
	
	Conduct briefing for Command Staff and Section Chiefs regarding  operational periods, situation status and IAP
	

	
	Liaison Officer
	
	Continue to provide RMCC/EOC integration with external agencies and request assistance as needed
	

	
	PIO
	
	Continue patient/staff/visitor/family briefings  SEQ CHAPTER \h \r 1
	

	
	
	
	Conduct regular media briefings on situation status
	

	
	
	
	Ensure family notification of patient transfer
	

	
	Safety Officer
	
	 SEQ CHAPTER \h \r 1Conduct ongoing analysis of existing response practices for health and safety issues related to staff, patients and facility and implement immediate corrective actions to address
	

	
	
	
	Continue facility security, traffic and crowd control
	

	
	Time
	
	Initials

	Operations
	
	Ensure appropriate patient care and management during evacuation 
	

	
	
	Continue to communicate patient information and status to receiving facilities. Assign patient care staff to accompany patient(s) to receiving facility to provide patient care until relieved.
	

	
	
	Continue to facilitate discharge/shelter-in-place/evacuation
	

	
	
	Determine if additional supplies, equipment or people are necessary to complete IAP. If additional supplies, equipment or people are required, contact Logistics
	

	Logistics
	
	 SEQ CHAPTER \h \r 1Supply supplemental staffing to key areas to facilitate evacuation
	

	
	
	 SEQ CHAPTER \h \r 1Provide for staff food and water and rest periods
	

	
	
	 SEQ CHAPTER \h \r 1Monitor facility damage and initiate repairs, as appropriate, as long as it does not hinder evacuation of the facility
	

	
	
	 SEQ CHAPTER \h \r 1Initiate salvage operations of damaged areas and relocate equipment from evacuated areas to secure areas or other facilities
	

	
	
	 SEQ CHAPTER \h \r 1Monitor, report, follow-up on and document staff or patient injuries
	

	
	Time
	
	Initials

	
	
	 SEQ CHAPTER \h \r 1Continue to provide transportation services for internal operations and patient evacuation
	

	
	
	Relocate medical supplies to safe areas for patient care as requested by Operations.
	

	
	
	 SEQ CHAPTER \h \r 1Continue to obtain needed supplies, equipment, medications, food and water. Route requests for additional resources not available in the facility through the Liaison Officer to outside agencies 
	

	
	
	Consider providing staff family members a secure haven during weather event
	

	Planning
	
	 SEQ CHAPTER \h \r 1Continue patient and personnel tracking and documentation SEQ CHAPTER \h \r 1
	

	
	
	 SEQ CHAPTER \h \r 1Update and revise Incident Action Plan
	

	
	
	Collect and collate documentation of activities, decisions and actions
	

	Finance
	
	Respond according to Job Action sheet functions (track and record response costs, expenditures and lost revenue)
	

	Extended Operational Period

	
	
	Time
	
	Initials

	Command
	Hospital Incident Commander
	
	Regularly meet with Command Staff and Section Chiefs to update shelter-in-place/evacuation progress and situation status
	

	
	Liaison Officer
	
	Continue to update local EOC, fire, EMS, and law enforcement  SEQ CHAPTER \h \r 1officials on situation status and evacuation progress
	

	
	PIO
	
	Continue staff, patient, visitor and media briefings
	

	
	Safety Officer
	
	Continue ongoing analysis of existing response practices for health and safety issues related to staff, patients and facility and implement immediate corrective actions to address
	

	
	Time
	
	Initials

	Operations
	
	 SEQ CHAPTER \h \r 1Ensure patient care and management for patients waiting evacuation
	

	
	
	 SEQ CHAPTER \h \r 1Secure all evacuated areas, equipment, supplies and medications
	

	
	
	Continue business continuity and recovery actions
	

	Logistics
	
	 SEQ CHAPTER \h \r 1Continue business continuity and recovery actions
	

	
	
	Maintain IT/IS security. Assess and secure utility systems
	

	
	
	Support evacuation of supplies (medical, food, water, equipment)
	

	Planning
	
	 SEQ CHAPTER \h \r 1Continue to track patients and staff locations SEQ CHAPTER \h \r 1
	

	
	
	 SEQ CHAPTER \h \r 1Track materiel and equipment transferred to other hospitals
	

	
	
	 SEQ CHAPTER \h \r 1Prepare a demobilization plan and deactivate Hospital Command Center positions and staff when no longer necessary
	

	
	
	Prepare a plan for securing and monitoring facility/department/area evacuated during closure and restoration of services 

 SEQ CHAPTER \h \r 1Implement emergency payroll practices.
	

	
	
	 SEQ CHAPTER \h \r 1Continue to ensure documentation of actions, decisions and activities
	

	
	
	Update and revise Incident Action Plan
	

	Demobilization/System Recovery

	
	
	Time
	
	Initials

	Command
	Hospital Incident Commander
	
	 SEQ CHAPTER \h \r 1Assess if criteria for partial or complete reopening of the facility is met and order reopening and repatriation of patients
	

	
	
	
	 SEQ CHAPTER \h \r 1Oversee restoration of normal hospital operations
	

	
	
	
	Discontinue ambulance diversion and visitor limitations
	

	
	
	
	Provide appreciation and recognition to solicited and non-solicited volunteers and to state and federal personnel sent to help
	

	
	Liaison Officer
	
	Notify local emergency management, fire and EMS of termination of the incident and reopening of facility
	

	
	PIO
	
	Conduct final media briefing providing situation status, appropriate patient information and termination of incident
	

	
	
	Time
	
	Initials

	
	Safety Officer
	
	 SEQ CHAPTER \h \r 1Oversee the safe return to normal operations and repatriation of patients
	

	
	
	
	Re-establish visitation and non-essential services
	

	
	Time
	
	Initials

	Operations
	
	 SEQ CHAPTER \h \r 1Restore patient care and management activities, including normal staffing plan SEQ CHAPTER \h \r 1
	

	
	
	 SEQ CHAPTER \h \r 1Repatriate evacuated patients
	

	
	
	Consider activation of damage assessment team
	

	
	
	 SEQ CHAPTER \h \r 1Coordinate with Safety Officer the re-establishment of visitation and non-essential services
	

	
	
	Provide mental health support and information about community services to patients and families, as needed
	

	Logistics
	
	 SEQ CHAPTER \h \r 1Implement and confirm facility cleaning and restoration, including

·  SEQ CHAPTER \h \r 1Structure

·  SEQ CHAPTER \h \r 1Medical equipment certification
	

	
	
	Provide mental health support and information about community services to staff and families, as needed
	

	Planning
	
	Finalize incident action plan and demobilization plan
	

	
	
	Compile final report of power failure, response and recovery actions
	

	
	
	Collect, organize and secure/file incident documentation
	

	
	
	Conduct hotwash/debriefing of leadership personnel
	

	
	
	Submit after action report
	

	Finance
	
	Contact insurance carriers to assist in documentation of structural and infrastructure damage and initiate reimbursement and claims procedures.
	

	Documents & Tools

	Emergency Operations Plan, including

· Shelter-in-Place/Evacuation Response Plan

· Utility Failure Plan

· Facility and departmental Business Continuity Plan

· Facility floor plans

	 SEQ CHAPTER \h \r 1Forms, including:

·  SEQ CHAPTER \h \r 1HICS 201 – Incident Briefing
·  SEQ CHAPTER \h \r 1HICS 202 – Incident Objectives
·  SEQ CHAPTER \h \r 1HICS 203 – Organization Assignment List – OR – HICS 207 – Organization Chart
·  SEQ CHAPTER \h \r 1HICS 214 – Operational Log
·  SEQ CHAPTER \h \r 1HICS 215 A – Incident Action Plan Safety Analysis
·  SEQ CHAPTER \h \r 1HICS 251 – Facility System Status Report
·  SEQ CHAPTER \h \r 1HICS 253 – Volunteer/Staff Registration
·  SEQ CHAPTER \h \r 1HICS 254 – Disaster Victim/Patient Tracking
·  SEQ CHAPTER \h \r 1HICS 255 – Master Patient Evacuation Tracking
·  SEQ CHAPTER \h \r 1MI-HICS Notification Form

	Job Action Sheets

	 SEQ CHAPTER \h \r 1Hospital Organization chart

	 SEQ CHAPTER \h \r 1Television/radio/internet to monitor news

	 SEQ CHAPTER \h \r 1Telephone/cell phone/satellite phone/internet/RACES for communication


