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1. Pre Activation of IQRC
1.1. Notice to IQRC Group Supervisor

· Staff will be assigned as IQRC Group Supervisor

· Receive briefing from key persons which may include CD-Epi Liaison, Operations Section Chief, and others.

· IQRC will receive job card and other materials required to activate IQRC. 

1.2. Establishment of ICS for IQRC operation

1.2.1. Coordination with PHSKC EOC regarding staffing plan

· Need plan for coordination with Human Resources, or EP plan for staffing call up referenced. 

1.2.2. Assigning Roles and Responsibilities

· IQRC Group Supervisor selects individuals for IQRC Logistics Lead and IQRC Operations Lead

· IQRC Group Supervisor, Logistics Lead, and Operations Lead review staffing lists and job assignments in IQRC with respect to level of activation and time frame. 
· Establish plan to staff IQRC in conjunction with PH EOC 

· Organization charts will be completed for staff working during pre-activation phase. 

1.3. Establishment of Liaison Relationships

1.3.1. The IQRC operates within the larger operations of CD-Epi and utilizes the expertise of liaisons to solve aggregate and individual case or contact problems. Appropriate liaisons will vary depending upon the circumstance and disease of concern. Probable liaisons include: 

· Risk Communication

· Legal

· CD-Epi

· Clinical Practice

· Environmental Health

The IQRC Group Supervisor is responsible for establishing the communication with Liaisons. The Daily Liaison Contact Sheet (Appendix, link) is available to document information. 

Ongoing communication may be delegated to other positions at later times in activation as documented in the Daily Liaison Contact Sheet 
1.4. Establishment of Site hosting IQRC

· The site location of the IQRC will be determined by PH EOC and will vary according to needs presented by multiple, concurrent operations; level of surge; management; cost; and other factors. 

1.5. Management of Cases and Contact during pre-activation phase

· The IQRC Group Supervisor is the role with ultimate assurance regarding the status and monitoring of cases in isolation or contacts in quarantine once delegated to the IQRC from CD-Epi. 

· The intention of a pre-activation phase is that the IQRC Group Supervisor, with Leads, will have the resources to set up site and operations prior to monitoring cases or contacts. 

· It may occur that a number of cases or contacts need to be monitored by IQRC prior to actual “set up”. The IQRC Group Supervisor may delegate that responsibility to the IQRC Operations Lead, or further to the Case-Contact Lead, as per organizational structure. This is an available option to support CD-Epi. Communication must be ongoing to assure link between IQRC and CD-Epi regarding status of cases and contacts delegated to IQRC.  IQRC Bridge (Appendix, link)
2. IQRC Site set-up
2.1. IQRC site 
· The IQRC Group Supervisor will be notified of the location and given the access information and wherewithal for entrance to the location.

· PH EOC is responsible for location, initial access to location, initial contact with facility liaison, infrastructure support. 
2.1.1. Location

2.1.1.1. Security

· The IQRC Group Supervisor and IQRC Logistics Lead will review the location to assess for security concerns. The assessment will be referred to the PH EOC for review and procuring of any needed security provisions, such as personnel, procedures, etc. 

· If this has already been done, they will review the assessment and security plan. 

· Is there a security assessment form that is standard? Is this part of a condition report?
2.1.1.2. Condition Report

· The IQRC Group Supervisor and IQRC Logistics Lead will review the location to assess for condition of the site. The assessment will be referred to the PH EOC for review and procuring of any needed provisions. 

· If this has already been done, they will review and approve the condition report.  (Appendix, link) Is there a condition form that is standard? 
2.1.2. Supplies

2.1.2.1. Supplies

· Review IQRC Master Supply List (Appendix ??). Field supplies are only necessary when field operations are activated. 
· Master supply list Appendix….???? (Appendix, link)
2.1.2.2. Technology and communications

· Emergency Preparedness and MIS are responsible for providing the requisite equipment for IQRC operations. 
· Need to have list of electronic/communication equipment needed for activation

2.1.2.2.1. Audiolog

· The Audiolog is presently located in the Exchange Building with capacity for 20 phones which are connected and continuously recording 
· The protocols for managing Protected Health Information must be followed

· Protocol for PHI and Audiolog

2.1.2.2.2. Phones

· Need plan for activation of phones with MIS/communications/EP based on needs. Several issues: alternate phone availability, level of activation, hook up to audiolog.
2.1.3. Personnel

2.1.3.1. Confirmation of Org and Project Codes
· Personnel lead receives confirmation of payroll, overtime, contract employee information, protocol for self screening as determined. 
· Need to determine how/who responsible for this information. 
2.1.3.2. Staffing 
· Need plan for immediate on going staffing scheduling. 
2.1.3.3. Credentialing
· If credentials need to be checked, who is doing this? If field how is it done? 
2.1.3.4. Time Sheet Protocol
· Need plan for protocol—time sheets turned into?; 

2.1.3.5. Scheduling
· Need plans for: staffing need change;, who is calling and confirming;, absenteeism/no show; 
2.2. Field location 

2.2.1. Logistics set up
· Open issues: 

· Liaison with site and site personnel, coordination of cars, keys, etc, use of onsite supplies; use of on site computer, telephone, fax etc, biohazard removal, location for depot materials, etc.
2.2.2. Operations set up
· Need plans for: Leads to delegate to dispatch re: geography, referrals from IQRC for work, and coordination with depot for supplies. 
3. Activation
3.1. Logistics management of IQRC
3.1.1. Supplies
· Where do supplies come from? 

3.1.2. Technology Support
· Staffing for tech support
3.1.3. Personnel

3.2. Operations management 

3.2.1. IQRC
3.2.1.1. JITT

· For certain protocols/procedures, will JITT be done by persons other that Leads? 

3.2.1.2. Procedures

3.2.1.2.1. Intake of cases and contacts
· Clear line of communication and responsibility for cases and contacts, and management of database of persons in isolation and quarantine
· Resources (hospital discharge planners, field, and other coordination partners) to enable coordinator have to complete assessments and follow through on placement in home or facility, and legal issues. 
3.2.1.2.2. Discharge of cases and contacts

· Clear line of communication and responsibility for cases and contacts, and management of database of persons in isolation and quarantine
· Resources (hospital discharge planners, field, and other coordination partners) to enable coordinator have to complete assessments and follow through on placement in home or facility, and legal issues. 
· Completion of paperwork, and accuracy of database
3.2.1.2.3. Monitoring
3.2.1.2.3.1. JITT

· Inclusion items
· Notification of case or contact that conversation being recorded by audiolog and retained according to HIPAA protocols. Must be offered option to opt out of recording

· Need phone provision for non recorded call

· Needs to be documented on monitoring notes

3.2.1.2.4. Medical Need
· Delineation of coordinating partners in provider community, coordination with field services when activated, and communication with CD-Epi regarding exposures/status. 
3.2.1.2.5. Resource Coordination

· Resource coordination is delineated in the Zone Plans and MOU/MOAs attached to the Isolation and Quarantine Plan. 

· 211 is the Broker for Services with Community Providers

· There may be other providers depending upon other variables, depending upon circumstances. 
· IQRC Supervisor will communicate problems and issues received from 211 Brokering Operations Supervisor in 211 Problem Report Form (from 211)

· IQRC Supervisor, or designee, will assure that pertinent risk communication is communicated to 211 Brokering Operations Supervisor to facilitate FAQ and script currency.
3.2.1.2.5.1. JITT
· Resource Lead responsible to provide to Resource Coordinator:

· Media policy

· HIPAA protocols

· Faxing and communication protocols
3.2.1.2.5.2. Completing or Confirming the Daily Brokering Plan

· The Daily Brokering Plan (Appendix, link) will be established, reviewed and modified, or confirmed at least one time per day during IQRC operations by the Resource Lead and 211 Brokering Coordinator
· IQRC Supervisor will communicate problems and issues received from 211 Brokering Operations Supervisor in 211 Problem Report Form (from 211)
3.2.1.2.5.3. Completing a Resource Request
· Resource Lead receives requests from Monitor Lead for cases or contacts requesting services or resources. 
· Review and flag for key criteria, such as requisite assessment needs and critical needs

· Delegate to Resource Coordinator for processing. 
· Assure that medical needs are redirected to Health Need Lead for processing 
· Distinguish usual needs that are resource (e.g. a routine prescription refill at a known pharmacy may be more of a usual need than health need.)
· Resource Coordinator prepares the request: 

·  Review form for completion and referral. Consult with Lead if information is incomplete about redirection to Monitoring.
· Combine requests from same household. 

· Assure that each household has a Household Aggregation #. Need to create method to generate non-identifiable household aggregation numbers which are coordinated in database
· Generate Household Aggregation # if not existent for household 

· Assure that each referral for the household that day has the Household aggregation # and ___ of ____ completed at the top of the referral 

· Prepare for delivery of request to community service provider. (see also 3.2.1.1.5 Batching Requests)
· Follow plan in Daily Brokering Plan 
· Assures that Request is documented in Database (to be created.)
· (Appendix, link) IQRC Master Log of Referrals and Requests is an interim paper draft model

3.2.1.2.6. Batching Requests

· Requests may need to be batched together according to the Daily Brokering Plan (Appendix, link)
· The usual plan is to forward all requests to 211 for brokering 

· There may be instances when an alternate plan exists.

· Resource Lead informs Resource Coordinators about alternative plans and how requests will be managed through delegation to a designated Resource Coordinator, special preparation, etc. 
3.2.1.2.7. Reconciling requests/referrals
· At designated intervals, the Resource Lead, or designee, will assure that completed requests returned from resource brokers and providers are currently documented into the data base. (this process will be determined by the nature of the database, its capabilities, or generated lists—to be developed.)
· Monitors will provide assurance through assessment during monitoring call. 

· Assurance with aggregate data  serves to back up 
· Note and flag discrepancies between lists of requests and complete requests using data base or IQRC Master Log of Requests and Referrals. Report to Lead. 
3.2.1.2.8. Management coordination of joint IQRC and Community Provider Database 
· (this process will be determined by the nature of the database, its capabilities, or generated lists—to be developed.)

3.2.2. Field

3.2.2.1. Coordination with IQRC referrer

3.2.2.2. Use of liaisons
· Liaison relationships are to support clinical practice in the field. The field staff are reporting to a dispatch for coordination by geography, referral, etc. 
4. Deactivation of IQRC

4.1. IQRC site

4.1.1. Logistics management

4.1.2. Operations management

4.2. Field location

4.3. Reports

4.3.1. Debriefing

4.3.2. After Action Report

4.3.3. Plan for Redeployment
5. Review and Maintenance of Operations Manual

· Review and update plan annually, or as needed.

6. Appendices

6.1. Organization Chart

6.2. Job Cards

6.3. Forms
6.3.1. IQRC Master Supply List

6.3.2. Daily Liaison Contact Sheet
6.3.3. Site Condition Report

6.3.4. Resources

6.3.4.1. Daily Brokering Plan

6.3.4.2. Resource Request from IQRC 
6.3.4.3. IQRC Master Log of Referrals and Requests
6.3.5. Monitoring
6.3.5.1. IQRC Bridge
6.3.5.2. Transfer from CD-Epi to IQRC (draft, will be generated through database under development)
6.3.5.3. Daily Monitoring Algorithm
