Emergency Management Plan

Position Checklists for
Kansas Chronic Dialysis Facilities

The following checklists are not exhaustive lists of functions for each position. Refer to the emergency management plan and supporting annexes for complete duties and responsibilities.

	Chief Executive Officer

	
	Provide direction to facility staff regarding the development and implementation of an Emergency Management Plan, in accordance with ESRD Regulations of 1976, Section 405.2140(d) Emergency Procedures.

	
	Approve the emergency management plan and all supporting annexes, maps, checklists, and other documentation.

	
	Provide annual review of the facility’s backup agreements, as required by the Federal ESRD Regulations of 1976.

	
	Provide your contact information to the County Emergency Manager for use during an emergency.

	
	Work with the ERT to conduct an annual review of the facility’s insurance coverage.

	
	Provide direction to the Budget Director on the development of a financial recovery plan for the facility.

	
	Follow all other procedures and guidelines in the emergency management plan.


	Medical Director

	
	Work with the ERT to review the emergency management plan and supporting documentation for appropriate clinical and patient treatment information.

	
	Authorize any use of an alternate water source or any change in the facility’s water system.

	
	Review and approve all emergency dialysis orders.

	
	Follow all other procedures and guidelines in the emergency management plan.


	Nurse-in-Charge

	
	Ensure copies of the Material Safety Data Sheets (MSDS) are kept up to date and available to employees at all times. In the event of a hazardous materials incident, ensure a copy of the MSDS is sent with the patient to the hospital.

	
	Work with the Administrator and ERT to develop staff training for the emergency management plan.

	
	Work with the Administrator to identify and implement staff cross-training needs.

	
	Work with the ERT on developing drills involving “clamp and cut,” “clamp and cap,” or hand crank procedures.

	
	Oversee evacuations or emergency sheltering at the facility. Conduct a head count to ensure all staff and patients are accounted for during an emergency evacuation or shelter-in-place.

	
	Follow all other procedures and guidelines in the emergency management plan.


	Budget Director

	
	Develop a financial recovery plan that addresses obtaining supplies, emergency payroll, billing, personnel policies, inventory control, insurance, and government assistance. Review the plan annually.

	
	Collect all photographs and documentation of the emergency. File all appropriate insurance and reimbursement claims following an emergency.

	
	Designate an individual who may authorize emergency purchases in your absence.

	
	Follow all other procedures and guidelines in the emergency management plan.


	Administrator

	
	Provide your contact information to the County Emergency Manager for use during an emergency.

	
	Provide secure storage location for copies of the emergency management plan and supporting documentation. Provide an off-site backup storage location for the plan and supporting documentation.

	
	Work with the ERT and Nurse-in-Charge to develop staff training on the emergency management plan.

	
	Work with the Nurse-in-Charge to identify and implement staff cross-training needs.

	
	Decide when to implement the emergency management plan and initiate appropriate response procedures; alert personnel and patients to the emergency following notification procedures in the emergency management plan.

	
	Act as the facility’s Public Information Officer (PIO) for media inquiries and oversee duties described in the Communications section of the emergency management plan.

	
	Provide periodic briefings to staff during prolonged events.

	
	Follow all other procedures and guidelines in the emergency management plan.


	Facility Emergency Response Team (ERT)

	
	Designate an ERT Leader to oversee functions of the team.

	
	As directed by the CEO, develop, implement, and maintain an Emergency Management Plan, in accordance with ESRD Regulations of 1976, Section 405.2140(d) Emergency Procedures. 

	
	Ensure the emergency management plan is reviewed and exercised annually. Work with the Nurse-in-Charge on any drills involving “clamp and cut,” “clamp and cap,” or hand crank procedures.

	
	Annually review and revise (as necessary) to the plan and all supporting annexes, Tool Box materials, checklists, affiliation agreements, and all other materials related to the emergency management plan.

	
	Work with the Administrator and Nurse-in-Charge to develop staff training on the emergency management plan.

	
	Conduct regular ERT committee meetings. Participate in additional training and educational opportunities for emergency preparedness and response.

	
	Designate a representative to attend the county’s Local Emergency Planning Committee (LEPC) and provide LEPC reports to staff at facility staff meetings.

	
	Meet with critical community partners to discuss the facility’s needs and emergency management plan. This may include the county emergency manager, fire department, nearby hospitals, and water district.

	
	Designate a Volunteer Coordinator to oversee and assign volunteers to non-medical duties following an emergency at the facility.

	
	Designate a Safety Officer to monitor the health and well-being of staff and volunteers.

	
	Every two years, conduct a Hazard Vulnerability Assessment (HVA) for the facility.

	
	Develop mitigation strategies for the following, based on guidance in the emergency management plan: fire, flood, tornado, severe winter weather, hazardous materials.

	
	Develop structural and non-structural mitigation plans based on the guidance in the emergency management plan.

	
	Develop a communications plan based on guidance in the emergency management plan.

	
	Ensure regular testing and maintenance of the facility’s communications equipment.

	
	Develop an emergency call-down drill for staff and patients.

	
	Examine the facility’s needs for a power generator.

	
	Develop a process for the protection and restoration of vital records and equipment based on guidance in the emergency management plan.

	
	Prepare and maintain an Emergency Box for transportation during an emergency evacuation. 

	
	Perform AAMI analysis on pre-treatment tanks.

	
	Provide leadership on a Damage Assessment Team following a disaster at the facility. 

	
	Follow all guidance for incident recovery in the emergency management plan.

	
	As needed, set up a Command Center for prolonged events.

	
	Coordinate a post-incident briefing and improvement plan.

	
	Follow all other procedures and guidelines in the emergency management plan.

	Safety Officer

	
	Ensure the safety of staff and volunteers working at the facility, including physical safety, mental health, and worker fatigue during a prolonged or high-stress incident.

	
	Identify and correct hazards that may cause trips, slips, and falls.

	
	Provide staff and volunteers with healthy snacks and refreshments.

	
	Monitor workers to ensure staff stay well hydrated nourished and taking frequent breaks.

	
	If needed, request that professional counselors be made available to assist staff and their families with coping with the emergency.

	
	Follow all other procedures and guidelines in the emergency management plan.
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