[image: image1.png]STANFORD

SCHOOL of MEDICINE






Department Emergency Plan – 2011

Suggested Agenda for Department Emergency Plan Meeting and/or Training

· Who are your key emergency contacts and what are their roles and responsibilities?

· Chair/Chief

· DFA/ASM/Director

· Department Emergency Coordinator

· Building Response Team

· Department Recovery Team

· PI and Lab Managers

· How do you communicate?

· AlertSU

· Update your StanfordYou Information

· SoM Emergency Hotline

· How to Activate the Department Emergency Phone Tree

· How to Activate the Department Emergency Hotline

· Evacuation and Personnel Accounting

· Evacuation procedures

· Buildings Occupied and Emergency Assembly Points

· Who accounts for personnel at the EAP

· How information is relayed to Supervisors/DFAs and to the SoM Department Operations Center at MSOB

· Emergency Supplies/Equipment

· First Aid Kits

· Flash Lights/Batteries

· AM/FM Radios

· Disaster Kits

· Critical functions/Continuity of Operations

· What are the critical functions of the department (administrative, research, teaching, clinical)

· What needs to be done within

· 72 Hours (Survival) 

· 1 Week (Transitional)

· 3 Weeks (Transitional)

· 31+ Days (Business as Usual)

· What are the dependencies (What other units or systems, outside your control, have to be operational before you can perform this function?)

· Water, power, steam, etc.

· Critical equipment (administrative, research, teaching, clinical) and dependencies

· Vital Records (How to preserve data and any potential issues)
· Electronic 

· Hard copy

· Consequences of slow recovery

· Next Steps / Improvements to the Plan

· Questions for Health and Safety
