
Logistics Support Branch-Family Care Unit
Following an event, families of patients and staff are often affected.  To support the delivery of care of our patients, (the organization) set up a Family Information Center  to address the needs of our patient’s families.  Separately, to support our staff during times when they may be required to remain at the medical center for extended periods of time, measures are taken to support them and their families.
I. Family Information Center

A Family Information Center shall be established, if needed, to serve as a point of information for families of patients and employees. 

The Family Information Center is located in the Seton Auditorium.  The Family Information Center will provide current information regarding the status of the emergency as obtained through the Command Center. 

· The Family Care Unit Leader assign someone to be responsible for the establishment and staffing of the Family Information Center.  

· Post signage to direct persons to and identify the Family Information Center. 

· Set up an area in the Family Information Center for family members of patients and staff to submit inquiries using an Information Request Form.

· Set up an area in the Family Information Center to log missing persons information, including photographs.

· Inform Patient Registration Unit Leader to submit all records of unidentified patients to the location collecting missing person information, in an effort to reconcile and match up records/patients.

· Set up area for food and beverages and place order with Food Services Unit Leader.

· Establish counseling and spiritual care services.  Contact the Mental Health Unit Leader or page xxx.
· Provide Interpreter Services.  Contact the hospital interpreter services: the ATT Language Line and DeafTalk.

Family Locator 

The Identification/Housing Center located at the xxxx, or the Family Information Center in xxx shall keep record of the location of those persons reporting this information to the centers.

II. Family Care

Employees and staff are strongly encouraged to have a personal evacuation plan for their families and pets in the event of a severe weather emergency. This plan should include transportation, personal supplies and a designated destination. Note that public shelters do not accept pets. (the organization) will provide limited support services for essential employees and their immediate family members housed at (the organization) during an emergency, as outlined below. Essential Personnel should pre-register for child care and dependent care when possible. Forms are available through xxx

A. Child Care Center 

· Child care for on-duty essential employees and staff shall be established at the xxx 

· Child care is provided for essential employees only, when on duty or during sleep time. Off duty employees will be responsible for the care of their own children. 

· Child Care Center shall be located xxx. An alternate location shall be the 

· xxx If these locations are not available, the following criteria should be considered when searching for an alternate location: 

A. natural light (in the event of no electricity) 

B. above 2nd floor, below 6th floor 

C. bathrooms nearby 

D. large area for separation of age groups

B. Staffing Guidelines 

Child Care Center shall be staffed and directed with designated personnel. Supplemental staffing can be obtained from the Labor Pool. The following guidelines are flexible, as availability of staffing may vary. 

· Not more than 4 children per worker for ages 18 months – 3 years 

· Not more than 7 children per worker for ages 4 – 6 years 

· Not more than 12 children per worker for ages 7 – 14 years 

· Workers will be divided for day and night shifts, working no more than 12 hours 

· with three half hour breaks, and one 12 hour break at shift end 

· Male caregiver for older groups 

C. Supplies and Equipment 

Parents shall provide the following items for each child: 

· bottles/milk or formula 

· favorite toys 

· portable crib or play yard 

· sleeping bag 

· diapers and wipes 

· extra clothes 

· blanket and pillow 

· basic medical supplies 

Child Care Center shall contact the Logistics Command Center at xxx for other supplies and equipment such as:

· Supplies/Equipment Source 

· Televisions, VCRs Audio Visual 

· First Aid Box/Chemical Cold Packs Central Supply 

· Gloves Central Supply 

· Property Bags Central Supply 

· Trash Receptacles for Diapers Central Supply 

· Flashlights/Reading Lights/Batteries Central Supply 

· Disinfectant Spray Central Supply 

· Games, Coloring Books, Crayons, Books 

D. Pet Care Center 

Housing of pets at (the organization) is a last resort and should only be utilized with prior approval from department directors/managers. The Pet Care Center shall be established and supervised by a Pet Attendant designated by the Labor Pool Unit Leader.  Pets shall be confined to xxx. Pet owners shall provide necessary supplies and be responsible for care taking of the pet, as follows: 

· Pet Carrier/Cage-All pets must be housed in a secure pet carrier or cage. Uncaged pets will not be allowed to stay on (the organization) property. Limit one pet per cage. 

· Pet and Owner Identification - Photocopy your (the organization) ID badge and clearly print your name, ext, beeper, location in the building, and a description of your pet. Also include current vaccination records and specific care instructions. Place this information in a plastic bag and attach to the carrier. Employees are encouraged to carry a current photo of the pet, in the event of an escape. 

· Pet Survival Kit-Pet owners must provide the following supplies for their pets as they will not be provided by (the organization): 

· id collar with rabies tag/license 

· carrier or cage 

· leash 

· two week food & water supply 

· bowls 

· non-electric can opener 

· medications 

· supplies for waste handling (newspaper, trash bags, cat litter, scoop, etc.) 

· Pet Care Taking-Employee will be responsible for the care taking of their pet including feeding, exercising, and medication administering. Employees will be required to ensure that the cage, pet and surrounding areas are kept clean.

Staff Support

· Consult with vendors to determine the availability of necessary goods and outside services. (See Materials Supply Unit Leader xxx)

· Establish a center for messages for staff members which may be phoned into the facility at (See Communications Plan xxx)

· Establish counseling and spiritual care services.  Contact the Mental Health Unit Leader or page xxx.

Employee Personal Supplies 

(the organization) will not supply personal items for employees reporting to duty in an emergency. A list of suggested items for employees to bring if an extended stay is anticipated, such as during severe weather, is provided in this section. If immediately family members are to be housed at (the organization), employees must ensure that their supplies are adequate for them as well. The Emergency Management Department recommends that employees (and their family members, if brought to (the organization) as a last resort) staying at the facility during a severe weather event bring items as listed below.  

· Food (non-perishable) 

· Water (at least one gallon per person, per day) 

· Blankets, pillows, sheets 

· Air mattress 

· Flashlight, batteries, extra bulbs 

· Medications 

· Reading materials, playing cards 

· Toiletries 

· Extra clothes (shorts, tennis shoes) 

· Plastic bags 

· Portable radio, or small battery powered TV 

· Pocket change (quarters and small bills) 

When families with small children are brought to the facility as a last resort, the following 

additional supplies are recommended: 

· Food, formula 

· Diapers 

· Powders 

· Bedding, crib 

· Wet wipes 

· Paper towels 

· Basic medical supplies

All employees are required to establish and family emergency preparedness plan.  (see xxx)
Transportation

Transportation needs will differ dependent upon the type of emergency. The following means of transportation are available and controlled by the Transportation Unit Leader: 

· Xxx

The Transportation Unit Leader shall coordinate picking up individuals designated by the HICS Leadership as Essential Personnel for the emergency at hand, if the individuals cannot provide their own transportation and if road conditions allow.

Food Services

· Revise routines to compensate for the need to feed staff and patients. 

· Establish a midnight meal for emergency situations extending more than 18 hours. Provide additional fluids to staff to avoid dehydration.  

· Meals will be delivered to staff unable to leave their duty areas by xxx

Rest Areas

If the disaster emergency lasts for an extended period of time, the xxx areas may be used as rest areas. 

Housing

(the organization) will house ONLY essential personnel. As a last resort, immediate family members of essential personnel and staff may also be housed. An immediate family member is restricted to spouse, children and elderly dependents living with essential personnel. Essential Personnel should pre-register for child care and dependent care when possible. Forms are available at xxx.

(the organization) will not provide bedding, linens, etc. Employees are responsible to provide their own supplies, including adequate supplies for immediate family members housed at (the organization).  (See Disaster Staffing xxx)

Sleeping Assignments 

· All employees (clinical, non-clinical, and physicians) shall register with the Identification/Housing Center xxx for sleeping arrangements. Identification/Housing Center shall be established by xxx.

Housing Location xxx

· Xxx shall reserve a maximum number of guest rooms for housing essential personnel and staff. Room assignments will be designated by the Identification/Housing Center. 

· Xxx will be cleared of equipment for use as housing. 

· If needed additional housing can be provided by xxx  (See xxx Agreements with Outside Agencies.)

Family Care UNIT LEADER

Mission:
Ensure the availability of medical, logistic and mental health and day care for the families of staff members.  Coordinate mass prophylaxis/vaccination/immunization of family members if required.

	Date: 
  Start: 
  End: 
  Position Assigned to: 
  Initial: 


Position Reports to:  Support Branch Director
Signature: 

Hospital Command Center (HCC) Location: 
  Telephone: 


Fax: 
  Other Contact Info: 
  Radio Title: 



	Immediate (Operational Period 0-2 Hours)
	Time
	Initial

	Receive appointment and briefing from the Support Branch Director.  Obtain packet containing the Unit’s Job Action Sheets.
	
	

	Read this entire Job Action Sheet and review incident management team chart (HICS Form 207).  Put on position identification.
	
	

	Notify your usual supervisor of your HICS assignment.
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Appoint Family Care Unit team members and in collaboration with Support Branch Director, complete the Branch Assignment List (HICS Form 204).
	
	

	Brief Unit members on current situation, incident and strategy; outline Unit action plan; and designate time for next briefing.
	
	

	Coordinate activities with Operations Section’s Clinical Support Services Unit.  
	
	

	Assess current capability to provide medical logistical, mental health care and day care to staff member’s families. Project immediate and prolonged capacities to provide services based on current information and situation. 
	
	

	Activate and manager the staff member family support center per the Emergency Management Plan.
	
	

	Implement staff prophylaxis plan if indicated.  Steps to include:

· Determine medication, dosage and quantity

· Prioritization of staff to receive medication or immunization

· Point of Distribution (POD) location preparation

· Acquire/distribute medication

· Documentation

· Educational materials for distribution

· Track side effects and efficacy

· Augmentation of Unit staffing to provide services
	
	

	Ensure prioritization of problems when multiple issues are presented.
	
	

	Anticipate increased family care needs created by longer staff work hours, exposure to sick persons, and concerns about family welfare.
	
	

	Meet with the Support Branch Director to discuss plan of action and staffing patient care areas requiring assistance; 
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  Provide a copy of the Incident Message Form to the Documentation Unit.
	
	


	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Coordinate provision of needed support to family members (physical, emotional, refreshment, food and water).
	
	

	Coordinate external request for resources with the Liaison Officer; per the community plan if available; develop plan for how outside expertise will be utilized.  
	
	

	Notify Supply Unit Leader and Clinical Support Services Unit Leader of special medication needs.
	
	

	Continue to plan for provision for marked increase in family/dependent care services; announce options to staff.
	
	

	Advise the Support Branch Director immediately of any operational issue you are not able to correct or resolve.
	
	

	Meet routinely with Unit members for status reports, and relay important information to the Support Branch Director.
	
	

	Address security issues as needed with the Security Branch Director; notify Support Branch Director.
	
	

	Evaluate family members for medical needs, including medications, medical care and nutrition.  Notify the Support Branch Director of needs.
	
	

	Report equipment and supply needs to the Supply Unit Leader.
	
	

	Ensure staff health and safety issues being addressed; resolve with the Support Branch Director, Safety Officer and Employee Health and Well-Being Unit, as appropriate. 
	
	

	Develop and submit an action plan to the Support Branch Director when requested.
	
	


	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Continue to monitor Unit’s ability to meet workload demands, staff health and safety, security and resource needs, and documentation practices.
	
	

	Anticipate and assess for possible illness outbreak of family members/dependents in your care; consult with the Support Branch Director.
	
	

	Provide regular situation briefings to Unit Staff and family/dependents under your care.
	
	

	Continue to document actions and decisions on an Operational Log (HICS Form 214) and send to the Support Branch Director at assigned intervals and as needed.  
	
	

	Ensure mental health support available; coordinate with Employee Health & Well-Being Unit Leader.
	
	

	Provide spiritual support when needed with assistance of the Employee Health & Well-Being Unit Leader.
	
	

	Continue to provide Support Branch Director with periodic situational updates.
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Employee Health & Well-Being Unit Leader.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	


	Demobilization/System Recovery
	Time
	Initial

	As needs for the Unit’s staff decrease, return staff to their usual jobs and combine or deactivate positions in a phased manner.
	
	

	Anticipate need to provide service to staff /family for an extended period.
	
	

	Coordinate long term support needs with local/state and federal mental health officials.
	
	

	Provide normal stress reaction information sheets/incident specific education to families/dependents, in coordination with Employee Health and Well-Being Unit and Operations Section’s Mental Health Unit Leader.
	
	

	Compile Unit activity report and submit to the Support Branch Director.
	
	

	Ensure return/retrieval of equipment and supplies and return all assigned incident command equipment.
	
	

	Debrief staff on lessons learned and procedural/equipment changes needed.
	
	

	Upon deactivation of your position, brief the Support Branch Director or Logistics Section Chief, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs (HICS Form 214) are submitted to the Support Branch Director or Logistics Section Chief, as appropriate.
	
	

	Submit comments to the Support Branch Director for discussion and possible inclusion in the after-action report; topics include:

· Review of pertinent position descriptions and operational checklists

· Recommendations for procedure changes

· Section accomplishments and issues
	
	

	Participate in stress management and after-action debriefings.  Participate in other briefings and meetings as required.
	
	



