City of Seattle EOC Liaisons Checklist

Roles and Responsibilities of Public Health staff members serving as Seattle EOC Representatives

Seattle EOC Liaisons are designated by their city departments to carry out emergency coordination functions during emergencies and disasters.  They report to the city EOC upon activation to coordinate response issues with other agencies.  EOC Liaisons maintain the knowledge, experience and training to coordinate incident information between their department and response agencies co-located in the EOC.  This includes collecting and disseminating disaster information regarding their agency's response activities and damages, and requesting or mobilizing resources to address impacts.

Mission

Coordinate, gather and disseminate incident information regarding impacts, resource needs, resources mobilized, and policy issues between the PH EOC and agencies within the Seattle EOC.  

Responsibilities

· Coordinates resource requests between the Seattle EOC and the PH EOC to meet operational needs

· Collects and communicates information regarding healthcare activities and impacts and threats

· Develops the ESF 8 Action Plan for the Seattle EOC, in conjunction with the PH EOC

· Participates in action planning and operational meetings when necessary 

· Communicates health policy issues that impact response and recovery operations

· Maintains clear documentation of all health  missions filled and generated within the Seattle EOC

· Ensures a smooth flow of information between the PH EOC and the Seattle EOC regarding operational issues and policy decisions 

· Makes recommendations to the PH EOC regarding activation of additional health resources and changes to EOC staffing levels

Direct Supervisor

Operations Section Chief

Duties

Initial Notification

ESF 8 Liaisons may receive notification to respond to the Seattle EOC from either EOC staff or the PH EOC.

· If notification is received from the Seattle EOC, notify the PH EOC / Duty Officer that the ESF 8 Liaison has been activated, respond to the EOC, and provide a briefing to the PH EOC as soon as practical.

· If notification is received from the PH EOC, notify the Seattle EOC that you have been activated and are responding to the EOC, and provide a briefing to the PH EOC as soon as practical.

Beginning Shift

· Report to the Seattle EOC with picture identification visible

· Obtain a situational briefing from the EOC Director and from the current ESF 8 liaison (s) being replaced.  Become aware of the following:

1. The nature and scope of the incident

2. The Area(s) of Operation (impacted areas) 

3. Immediate and forecasted risks to public health and safety

4. Current number of injuries and deaths

5. The estimated damages to homes and critical infrastructure (e.g. power, transportation routes)

6. Impacts or immediate risks to health infrastructure (clinics, hospitals, lab, long-term care facilities)
7. ESF 8  response actions currently underway and planned

8. Status of County, City and State Emergency Proclamations

9. Status of Federal Disaster Declarations 

10. Public Health EOC hours of operation and briefing schedule

11. Seattle EOC activation level, hours of operation, briefing schedule

· Read the current ESF 8 Action Plan, Seattle EOC Action Plan, and Situation Report 

· Review the status of healthcare facilities and systems, and mobilized healthcare resources via WATrac

· Coordinate with the PH EOC to establish new operational objectives for ESF 8 at the beginning of each operational period 

· In coordination with the PH EOC, ensure a staffing schedule is developed for ESF 8 Liaison positions in the Seattle EOC for a 3-day period covering the hours of operation

· Ensure the PH EOC is briefed on the Seattle ESF 8 Action Plan 

During Shift

· Maintain full awareness of ESF 8 response actions.  Coordinate with the PH EOC and the Seattle EOC Operations Section Chief on a regular basis regarding policy issues and future planning and logistics concerns effecting healthcare system functions

· Gather and document health information relevant to EOC operations

· Fulfill resource mission requests as tasked by the Operations Section Chief

· As requested by the Operations Section Chief, participate in action planning meetings 

· Continually re-evaluate the Seattle ESF 8 action plan and revise as necessary.  

· Continually assess the need for ESF 8 staff in the Seattle EOC and revise the staffing schedule as needed 

· Maintain a written log of all significant actions and decisions

End Shift

· Identify operational priorities and urgent missions currently underway or planned 

· Brief the in-coming ESF 8 Liaison 

Stand Down

· Notify the PH EOC that the ESF 8 function in the Seattle EOC is standing down

· Inform all PH staff in the Seattle EOC or scheduled to report to the EOC that the ESF 8 function is deactivating

· Develop after action items for future discussion and submit to the ESF 8 Incident Commander

