ESF 8 Area Command Center

MAC PARTICIPANT CHECKLIST

Mission

MAC participants are policy-level leaders across key elements of King County’s healthcare system.  Participants develop overall response strategy and policy direction for the countywide health, medical and mortuary response for approval by the Local Health Officer.  

Responsibilities

1. Participate in MAC meetings as representatives of key healthcare system elements. 

2. Provide updated contact information to Public Health - Seattle & King County to ensure prompt notification during emergencies.

3. Ensure updates to contact information are documented in WATrac. 

4. Communicate with healthcare partners during emergencies to identify critical policy issues for discussion and resolution by the MAC.

5. Advise the Local Health Officer throughout the emergency on appropriate strategies, policy decisions, and resource allocations.

6. Support decisions made by the Local Health Officer and communicate these decisions to healthcare system partners.

7. Coordinate risk communications messages from healthcare organizations through the Joint Information System to ensure consistency. 

MAC COORDINATOR CHECKLIST

Mission

The MAC Coordinator facilitates ongoing operations of the MAC and assists the group in achieving its purpose and carrying out its functions.  The position provides expertise in meeting management, facilitated discussion and communications.

Responsibilities

1. Identify facilities, equipment and supplies necessary to carry out MAC functions and  communicate needs to the Logistics Section for execution. 

2. Develop appropriate schedule for MAC meetings.

3. Coordinate with the ESF 8 Area Commander, Planning Section Chief and Public Information Officer to obtain and prepare information for MAC participants prior to scheduled meetings.

4. Coordinate with the Local Health Officer to determine whether issues are appropriate for MAC discussion or should be tasked elsewhere.

5. Identify and notify technical experts needed for inclusion in MAC discussions.

6. Facilitate MAC meetings.

7. As needed, activate and direct the activities of the External Affairs Liaison to connect MAC participants with key elected and appointed officials.

8. Activate and supervise administrative staff to support MAC activities.

9. Document and distribute MAC decisions in conjunction with the Planning Section Chief.

10. Coordinate with the ESF 8 Area Commander to document progress made on MAC decisions.

Direct Supervisor
Local Health Officer

Supervisory Responsibilities

· MAC Administrative Staff 

· External Affairs Liaison

MAC ADMINISTRATIVE SUPPORT CHECKLIST

Responsibilities

1. Prepare an appropriate meeting space that the MAC can use if meeting in person.  Coordinate installation and use of technology resources if meetings are held via videoconference or teleconference.

2. Ensure support staff, MAC Coordinator and Local Health Officer have appropriate  telephone and computer access, work stations, and access to FAX, copier, and office supplies.

3. Reserve conference call lines and times for needed briefings, and provide schedule and access information to all participants.

4. Prepare filing system to organize and retain all records related to MAC support activities.  Document and file all MAC support materials, activities and decisions made by the group. 

5. Provide telephone coverage, note-taking duties, correspondence support, and other clerical duties as requested by the MAC Coordinator.  

6. Maintain and update mailing lists used to send documents and other information to MAC participants.  Make key documents available for posting to WATrac.

7. When the MAC is deactivated, consolidate all records for permanent archiving.

Direct Supervisor
MAC Coordinator

MAC EXTERNAL AFFAIRS LIAISON CHECKLIST

Mission

The External Affairs Liaison provides information updates to elected officials in local, state and federal governments, communicates concerns and questions from elected officials to the MAC, and manages in-person briefings and tours for visiting dignitaries.

Responsibilities

1. Establish and maintain regular contact with local, legislative and congressional offices representing affected areas in King County to provide information on the incident.

2. Organize briefings, as needed, for local, legislative and congressional representatives.
3. Organize briefings, as needed, for the King County Board of Health.
4. Arrange for incident site visits by elected leaders.

5. Respond to legislative and congressional inquiries.

6. Assist in the development of written materials for MAC meetings and presentations.

7. Communicate with local emergency management officials and Public Health information officers on all external affairs issues to ensure coordinated efforts.

8. Designate a Tribal Relations Officer to coordinate with the Muckleshoot and Snoqualmie Tribal governments on all aspects of the health and medical response.

Direct Supervisor
MAC Coordinator

Tribal relations officer CHECKLIST – To be developed
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