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Introduction

Emergency preparedness has become an established culture in the United States in recent years, driven by the implementation of Presidential Policy Directive 8 (PPD-8).  This directive has formed the groundwork necessary for establishing a national emergency preparedness system, in which every member of a community plays a part.  The foundation of emergency preparedness and minimizing hazard impact is to plan for these hazards and other potential adverse events to occur.  This quick start guide will expose you to a step-by-step process for getting started on the Emergency Planning Process. However, as you will discover as you get deeper into the process, emergency management requires more than a plan, but instead must evolve into culture for your organization.

STEP 1: Know Your Current Plan

To create an effective plan, you must know the characteristics of your current plan, as well as its strengths and weaknesses.  If you currently do not have a formal plan, this process will be slightly different; you should then capture any institutional knowledge either from yourself or other individuals who know how to respond to given emergencies in your facility.  You should also consider that current policies and procedures may already address how to respond to certain emergencies, and thus incorporate these into your new Emergency Management Plan.  When reviewing current policies, plans, and procedures, consider the following:
· When was your current plan last updated?
· Has it ever been tested or exercised?
· Does it reflect the way you currently or would actually handle the situation?
· It is easy to create training for?
· Do employees understand their roles in the plan?

STEP 2: Identify Your Hazards
Hazard Vulnerability Analysis
To create an effective Emergency Management Plan, you must first understand hazards that your organization is vulnerable to; many of these hazards are either natural, man-made, or technological.  In many areas, the local Office of Emergency Management may already have hazard mitigation plans that are specific to your community.  These plans should include most of the information on external hazards that may impact your organization; however, your Hazard Vulnerability Analysis (HVA) will need to examine hazards from the surrounding area as well as hazards specific to your organization.  This quick start guide will provide a synopsis for completing the 2017 Kaiser Permanente HVA tool.  The Kaiser HVA tool and process is a subjective assessment of a hazard’s impact on your organization and how prepared your organization is for that impact. It should be completed by a team of knowledgeable leaders from across the organization.  While there are no correct answers, over time, it will allow you to trend data and better refine the hazards you are vulnerable to.

[image: ]Steps to Complete HVA
You will find the HVA Workbook in your Plan Toolkit
· You will need MicroSoft Excel to open the spreadsheet
· Be sure to “Enable Macros” when prompted

1. START on the Hazards Tab
2. Under the event column, review the list of events, and highlight things that are not applicable to your area or organization, (you may delete these rows if desired, but you will need to delete the hazard from the Reference Tab first)

3. For probability column:
a. Review each hazard, and assign score based off of how likely it is that hazard will occur.
i. Assign values 
· 0 = N/A
· 1 = Probable - has happened in last 10 years 
· 2 = Moderate - has happened in last 5 years
· 3 = High - happens annually
ii. Note: your local emergency management office or healthcare coalition can provide statistical probability information.
iii. Information can also be found at these websites:

	Earthquake Information By Region:
	https://earthquake.usgs.gov/earthquakes/byregion/

	Historical Hurricane Tracks by Location:
	https://www.coast.noaa.gov/hurricanes/index.html?press=default%252Cdefault&scale=147914382&qType=ids&cats=default&mos=default&ll=22%252E365000%252C14%252E588277&storms=1900239N15318&years=default&sel=selected

	Historical Tornado Information:
	https://www.ncdc.noaa.gov/climate-information/extreme-events/us-tornado-climatology

	Historical Wildfire Information:
	https://www.ncdc.noaa.gov/data-access/paleoclimatology-data/datasets/fire-history




4. The alerts and activations columns are filled in automatically from the input tab, which can be used to track actual occurrences of events.  For more information see full implantation guide.

5. For each hazard, consider each of following and score appropriately:
	Human impact
	What is the probability of death or injury to a staff member, patient, or visitor if this hazard occurred on your property?

	Property impact
	If an event occurred on your property, what would you expect the severity of physical losses and damages to be?

	Business impact
	If event occurred, how much would it interrupt business activities and services?

	Preparedness
	· Does your organization have a plan to address this hazard?
· Has the plan been recently updated?
· Has it been tested in an exercise or real world event?

	Internal Response
	· Do your organization’s employees know their roles in the plan and what to do?
· Do senior leaders understand their roles?
· Do you have appropriate internal resources to respond to hazard?
· Do staff have appropriate training to respond to hazard?

	External Response
	· How well do you know and communicate with your community partners?
· Were they involved with developing and do they understand your plan for the hazard?
· Do you know how they will respond to the hazard?
· Do you know their capabilities?
· Do you have up to date agreements for sharing of resources?




6. Risk gives percentage from 0-100, with higher number being higher level of risk your organization faces for that hazard. 

7. On the summary tab, the tool will give you your top 10 hazards that you are at risk for.  If you have been able to collect information on past occurrences, it will also provide cumulative information.













STEP 3: Create a Plan for Your Plan

Don’t feel like you must complete the entire plan within one night, day, or month.  
Start with completion of:
1. the base plan document, 
2. then complete your communications plan, 
3. and then make sure that you have an Appendix/Annex for your top 5 identified hazards.  (However, at some point, you will need to address the remaining hazards)

In total there are 25 Annexes that need some level of information, and 17 Appendices that need reviewed or updated (if you need every document). So it is critical that you make a plan for completing them over time. This will also help ensure that the information is accurate and effective. An effortless way to tackle the entire process is to make a timeline for completing the documents in small chunks. For example:
Week 1: Base Plan
Week 2: Communications Plan
Week 3: Hazard 1 and 2
Week 4: Hazard 3 and 4
Week 5: Hazard 5 and the Training and Exercise Plan (Annex L)
Week 6: Begin review Appendices 
Week 7: Etc… 

To assist in completion of these documents, we have provided the Emergency Management Program Plan Questionnaire to help guide you through the collection of organizational information needed for the documents.

Instructions for Data Input Questionnaire  
· Each tab represents a different document of the Emergency Management Plan
· Each tab provides:
· The document name
· Page and Section Number of the needed information
· A description of the information needed
· A place to capture the needed information. Be as detail as you can. You can also use this space to document where in your old plan or in the administrative polices and procedures that this information may already live.
· The referenced document, page, and section can be referenced for further context









STEP 4: Leverage the Help of an Emergency Management Committee

Depending on the size of your organization, you may not have all the information or be able to complete the plan by yourself.  A terrific way to find the information you while also helping build preparedness into the cultural of your organization is by establishing an Emergency Management Committee.  It is a good idea to have representation from each department, including:
· Clinical leadership
· Safety/security 
· Information technology
· Facilities/maintenance
· Human resources
· Senior leadership

Developing an Emergency Management Program is also a great way to engage and inspire junior team members who are wishing to grow in the organization and complete special projects. 

STEP 5: Start Training Staff on the Plan

As you are writing or updating sections of you plan, start asking these questions:
1. What will it take to train your staff on how to remember or perform the steps in this plan?
2. Does your current training already address this topic area, and if so, will an update to the plan require an update to the training?
3. What are some simple ways you could conduct training?

Here are some examples of ways staff level training can be done to improve plan understanding:

Rounding Reviews
[bookmark: _GoBack]Have department leaders conduct mini-trainings during their weekly rounding by having them pull small groups of team members (1-3) aside in between job duties. Have them pick one topic area to go over with a hand out and align the plan steps and actions to the team members and department. 

Rounding Drills
As a follow-up to the Rounding Reviews, have department leaders conduct mini-drills during their weekly rounding by having them pull small groups of team members (1-3) aside in between job duties. One scenario may be to say, “XYZ just happened… tell me the first three things you would do.” Have the team members give their answers and support each other, and then provide feedback on their responses. Be sure to include correct actions, and a review of where the plan information can be found.

The Full Implementation Guide has additional information on the development of a Training and Exercise Plan for your organization.
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