A: Planned & Coordinated Surge Response
· Pre-planning meetings

· Assessment & Decision-making

· Identify Appropriate teams and ramp up staffing

· Coordinate with Business Units/Centers for staffing re-assignments

· Pre-event surge communications

· Ramp-up of Facilities & Staffing

· Coordination for continuity of services
	
	During Incident Recovery

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	1
	When a “Surge Event” is Anticipated: Coordination & Planning Procedures

	
	INSERT APPROPRIATE PROCEDURES FOR GATHERING THE SURGE TEAMS FOR PRE-PLANNING.  INCLUDE MEETINGS, MATERIALS PROCUREMENT, HR-TEMPORARY ASSIGNMENT DOCUMENTATION, ETC.

	
	Life Threatening

· Building Security Management or PH Site Manager will contact security to direct Emergency Responders to location of the injured and/or to report to PH Security Services.

· Contact a first aid staff member

· Refer to Response/Continuity Plan
	( 911 or 9,911

(
( {Plan Name}
	
	

	
	· Report Emergency Incidents
· Report Incident to Preparedness Duty Officer
· Request additional security/police presence, if needed

· Immediately notify xxxxxxxxx, Division Manager
	
	
	

	
	· Perform & Report Initial Assessments
· Operability of all Center communications systems

· Obtain information on the specific emergency/event impacting your function or facility

· Office / Section closures
· Technology Failures

· Facility Damage
	( Assessment Form
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	2
	· Managers/Coordinators may activate any or all PH staff or Teams on site
	
	
	

	
	· ALL PH staff and clients on site should immediately meet at the pre-arranged location
	
	
	

	
	· Take ROLL CALL of staff
	
	
	

	
	· Employees working off site should contact their respective supervisors
	
	
	

	
	· Manager / Coordinator will review and activate the Response Teams as necessary
	
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	3
	· Manager/Coordinator will immediately initiate and/or coordinate emergency communications with Preparedness Duty Officer and other resources, as necessary
	( 
	
	

	
	· Incident Manager will activate emergency communications protocols and status reporting procedures
	( 
	
	

	
	· Report all incidents and status to your manager or appropriate designee
	
	
	


B: 
UNPLANNED: Surge & Service Disruption – During Working Hours
	
	During Incident Recovery

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	1
	When disaster strikes DURING working hours: Who should you call?

	
	Life Threatening

· Building Security Management or PH Site Manager will contact security to direct Emergency Responders to location of the injured and/or to report to PH Security Services.

· Contact a first aid staff member

· Refer to Response/Continuity Plan
	( 911 or 9,911

(
( {Plan Name}
	
	

	
	· Report Emergency Incidents
· Report Incident to Preparedness Duty Officer
· Request additional security/police presence, if needed

· Immediately notify xxxxxxxxx, Division Manager
	
	
	

	
	· Perform & Report Initial Assessments
· Operability of all communications systems

· Obtain information on the specific emergency/event impacting your function or facility

· Office / Section closures
· Technology Failures

· Facility Damage
	( Assessment Form
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	2
	· Managers/Coordinators may activate any or all PH staff or Teams on site
	
	
	

	
	· ALL PH staff and clients on site should immediately meet at the pre-arranged location
	
	
	

	
	· Take ROLL CALL of staff
	
	
	

	
	· Employees working off site should contact their respective supervisors
	
	
	

	
	· Manager / Coordinator will review and activate the Response Teams as necessary
	
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	3
	· Manager/Coordinator will immediately initiate and/or coordinate emergency communications with Preparedness Duty Officer and other resources, as necessary
	( 
	
	

	
	· Incident Manager will activate emergency communications protocols and status reporting procedures
	( 
	
	

	
	· Report all incidents and status to your manager or appropriate designee
	
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	4
	· Direct ALL media inquiries to Public Health Communications Section

It is critical that all staff is reminded NOT TO DISCUSS any event with any media
	( 
	
	

	
	
	
	
	


C: Service Disruption – During Non-Working Hours
	
	During Incident Recovery

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	1
	When disaster strikes AFTER working hours: Who should you call?

	
	Life Threatening

· Building Security Management or PH Site Manager will contact security to direct Emergency Responders to location of the injured and/or to report to PH Security Services.

· Contact a first aid staff member

· Refer to Response/Continuity Plan
	( 911 or 9,911

(
( {Plan Name}
	
	

	
	· ALL PH staff and clients on site should immediately meet at the pre-arranged location
	
	
	

	
	· Report Emergency Incidents
· Report Incident to Preparedness Duty Officer
· Request additional security/police presence, if needed

· Immediately notify xxxxxxxxx, Division Manager
	
	
	

	
	· Perform & Report Initial Assessments
· Operability of all Center communications systems

· Obtain information on the specific emergency/event impacting your function or facility

· Office / Section closures
· Technology Failures

· Facility Damage
	( Assessment Form
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	2
	· Duty Manager may initiate any or all Call Trees for emergency notification
	( {Plan Name}
	
	

	
	· Team Leaders will notify team members and provide initial instructions
	( {Team Call Tree}
	
	

	
	· Notified PH staff UNABLE TO REACH THEIR WORK LOCATION due to unsafe conditions will remain home and notify supervisor or Surge Coordinator.
	(

	
	

	
	· Report to WORK LOCATION when conditions are safe and you have been directed by your Team Leader.
	
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	3
	· Report all incidents to your manager
	
	
	

	
	· Incident Manager will activate emergency communications protocols and status reporting procedures
	( Incident Management Team Checklist
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	4
	· Direct ALL media inquiries to Public Health Communications Section

It is critical that all staff is reminded NOT TO DISCUSS any event with any media
	( 
	
	


D: Communications Disruption
	
	During Incident Recovery

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	1
	NO COMMUNICATIONS?  Procedures

	
	· Staff will activate their Family Emergency Plans to ensure personal and family safety.
	( {Family Emergency Plan}
	
	

	
	(
Monitor alternate information Sources as available:  Obtain information on the specific emergency/event via television, radio, Public Health Web Site and/or the Public Health information line for further instructions.
	(
(
( 206-205-9307
	
	

	
	· Incident Manager will activate emergency communications protocols and status reporting procedures
	( Incident Management Team Checklist
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	2
	· If contacted by the Public Health EOC or Duty Officer after hours:
· Members of the after-hours initial response team will immediately report to the designated location
	(

	
	

	
	· Notified PH teams UNABLE TO REACH THEIR WORK LOCATION due to unsafe conditions will remain home until it is safe to travel.
	
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	3
	All Other Public Health Staff
	
	
	

	
	· Remain home unless contacted by your team leader.  Follow their instructions.
	(

	
	

	
	· Unless directed otherwise by your Manager, PH staff should return to the Center on the next business day.
	
	
	

	
	
	
	
	

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	4
	Before Leaving Home:
· All staff should contact the PUBLIC HEALTH EMPLOYEE INFORMATION LINE for information

It is critical that all staff DO NOT DISCUSS any event with any media
	( 206-205-9307
	
	


D: Initial Assessment and Declaration
	
	
	
	During Incident Recovery

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	1
	· Assess situation and impact on people, facilities, hardware, dependencies, etc.
	( Initial Damage Assessment Form
	
	

	
	
	
	
	

	2
	· Determine if this is classified as an event or a day-to-day disruption. Consider:

· Customer impact

· Resource requirements beyond usual

· Multi-section response needed

· Threat to large geographical area or population

· Significant “outage” period

· Affected infrastructure (roads, utilities, etc)
	( Subject Matter Experts
	
	

	
	
	
	
	

	3
	Is this a day-to-day incident?
	
	
	

	
	· YES!
· Follow normal procedures & escalation


or

· NO! Excessive Outage

· Escalate  to management
· Follow Emergency Action Plan for your location or function
	

	
	· 
	( {Plan Name}

	
	
	
	
	


E: Stand Down and After Actions
	
	
	
	During Incident Recovery

	Step
	Recovery Actions
	Resource
	Start/Stop
	Comments

	1
	· Receive notification from your Division Management or the EOC of the decision to “stand down”
	
	
	

	
	
	
	
	

	2
	· Determine if this decision is: 

· Your location only

· General Public Health stand down

· 
	
	
	

	
	
	
	
	

	3
	Inform all members of your team
	
	
	

	
	· Resume normal operations

· Follow normal procedures & escalation


or

· Return to your usual duties from “temporary surge support”

· Complete any necessary employee-related documentation

· Provide employee documentation to your “Event Lead” and your usual manager
	
	
	

	
	
	
	
	

	4
	Collect all Documentation produced by your team during the event
	
	
	

	
	· Provide event documentation to your event lead
· Collect and save notes, action items, issues, etc. for plan maintenance
	
	
	

	
	
	
	
	

	5
	Prepare to attend any “after event” lessons learned meetings
	
	
	

	
	· Make plans to address all documented “action items”

· Make corrections and updates to plans as indicated
	
	
	


