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[bookmark: _Toc388618302]Administration Section
[bookmark: _Toc388618303]PURPOSE  
[bookmark: OLE_LINK2]The purpose of this Standard Operating Guide (SOG) is to give an outline of the operations of the Kansas Health Alert Network (KS-HAN), lay out the job responsibilities of the KS-HAN Coordinator, identify those key individuals requesting an alert, and to provide an overview of sending alerts.  Attached sections act as a User’s Manual, detailing tasks and responsibilities.
The KS-HAN System is designed to:
· Process and forward messages from the Centers for Disease Control and Prevention (CDC) (Cascade Alert) to public health partners and healthcare providers in the State of Kansas.
· Send messages that originate in Kansas, as a result of surveillance and public health activities, advisories, warnings, and updates, to partners in the State of Kansas.
· Communicate critical health alert messages to federal agencies, including CDC, law enforcement, and the departments of homeland security and health and human services.

Overview:
The following outlines the process for creation, approval, and distribution of messages using KS-HAN.  The purpose of this network is to communicate important and advanced notification to public health, medical providers, emergency responders, other related organizations and Kansas communities in the form of health alerts, health advisories/warnings, health updates, and other public health and environment information.
Goals:
· To provide immediate and accurate information concerning natural or bioterrorism public health risks to healthcare providers and public health partners.
· To provide emergency communication links between health partners and emergency responders.
· To link all health entities in the state for the purpose of emergency preparedness.
· To link all health entities in the state for the purpose of improved public health.
· To provide the infrastructure for two-way communication between Federal, State, and local partners responsible for the health and well-being of Kansas citizens.
· To provide emergency volunteer notifications for the Kansas System for Early Registration of Volunteers (K-SERV).


[bookmark: _Toc388618304]THE KANSAS HEALTH ALERT NETWORK (KS-HAN) BACKGROUND
The KS-HAN is a comprehensive system for communications during a public health emergency.  The system is managed by the Bureau of Community Health Systems (BCHS) within the Kansas Department of Health and Environment (KDHE).  KS-HAN is a web-based communications system that is designed to rapidly send alert messages to various preparedness groups via e-mail, telephone, SMS text, and fax.    
The KS-HAN system is located at the following web address:  https://kshealth.kdhe.state.ks.us/healthalertnetwork.  The website can also be accessed by visiting the BCHS website at www.ksprepared.org and clicking on the picture link that says “State of Kansas Health Alert Network.”  All users must be sent an invitation with an invitation code prior to enrolling in the system.  A username and password is required to register in the system. 

KS-HAN strives to completely comply with federal alerting and notification requirements as outlined in the CDC Public Health Information Network (PHIN) Partner Communication and Alerting Requirements.  PHIN is a national initiative designed to facilitate the adoption and implementation of standards-based, integrated, and interoperable information technology systems to support public health work.  
[bookmark: _Toc388618305]KS-HAN Concept of Operations
1. KS-HAN is a 24-hour, 7-day-a-week notification system to be used for the reporting of public health emergencies and for notifications to the public health and medical community.
2. KS-HAN alerts, advisories, updates, notifications, and test alerts are sent via e-mail, text, and/or telephone to public health professionals and other emergency preparedness and response partners.
3. KS-HAN provides a secure portal environment for posting details regarding pending and ongoing incidents.
4. KS-HAN may be used for generating and measuring time-response exercises to track response rates among public health and first responder professionals.
[bookmark: _Toc388618306]KS-HAN CONTACT INFORMATION
A. Listed below is the contact information for the primary KS-HAN Coordinator and  back-up.  
	KS-HAN Coordinator
	Back-up Contact 

	Stephen Tierce, KDHE
785-291-3713 (office)
785-213-8141(work cell)
stierce@kdheks.gov  
	Michael McNulty, KDHE
785-291-3065 (office)
785-640-5962 (work cell)
mmcnulty@kdheks.gov 



B. Additionally, listed below is the contact information for the KS-HAN IT Project Manager.  If there is a technical issue with the system, the IT Project Manager should be contacted as soon as possible.
	KS-HAN IT Project Manager
	Back-Up Contact
	KS-HAN IT Developer

	Kim Kennedy
785-296-6301
kkennedy@kdheks.gov 
	Chris McGinley
785-296-5182
CMcGinley@kdheks.gov 

	Martin Miksch
785-296-4651
mmiksch@kdheks.gov



C. After Hours Coverage:  
The KS-HAN Coordinator and select KDHE staff have KS-HAN alerting rights and are available during normal business hours, Monday – Friday, 8:00 am to 5:00 pm.  Outside of these hours, the Back-up Contact, listed above, should be contacted via email or cell phone. 
[bookmark: _Toc388618307]DESIGNATED PERSONNEL TO SEND KS-HAN ALERTS
During normal business hours (8:00 am to 5:00 pm, Monday - Friday) the following positions will send KS-HAN Alerts: 
	
	Name
	Title
	Phone 
	Alt-Phone

	Primary
	Stephen Tierce
	Planning and Outreach Specialist
	785-291-3713
	785-438-8768

	Secondary 
	Michael McNulty
	Director of Homeland Security Operations
	785-291-3065
	785-640-5962

	News Releases
	Sara Belfry
	Director of Communications
	785-296-5795
	

	News Releases
	Ashton Rucker
	Public Information Officer 
	785-291-3684
	

	News Releases
	Aimee Rosenow
	Public Information Officer 
	785-368-8053
	785-250-1593

	Drills/Tertiary
	Lisa Williams
	Exercise and Training Coordinator
	785-296-1984
	785-221-5979



	During off-Hours/weekends the following position(s) will send KS-HAN Alerts:
	
	Name
	Title
	Phone 
	Alt-Phone

	Primary
	Michael McNulty
	Director of Homeland Security Operations
	785-291-3065
	785-640-5962

	Secondary
	Stephen Tierce
	Planning and Outreach Specialist
	785-291-3713
	785-213-8141



[bookmark: _Toc388618308]DESIGNATED HELPDESK PERSONNEL 
During normal business hours (8:00 am to 5:00 pm, Monday - Friday) the following positions will provide Helpdesk support: 
	
	Name
	Task
	Phone 
	Email

	Primary
	Nikki Meyer
	Reset passwords and Invite new users.
	785-296-1758
	nmeyer@kdheks.gov  

	Secondary
	Lisa Williams
	KS-HAN Drills, reset passwords, invite new users
	785-296-1984
	lawilliams@kdheks.gov

	Tertiary
	Stephen Tierce 
	Agency report request, all helpdesk items, connection issues, overall program development
	785-291-3713
	stierce@kdheks.gov 



[bookmark: _Toc388618309]Personnel authorized to determine if an Alert Should be sent
Appropriate staff in various KDHE bureaus can make the determination that a KS-HAN message should be sent.  Final approval of the KS-HAN message content and the decision to send the message is contingent on the situation.  Most often, final approval for sending an alert must be obtained from one of the individuals listed in the following table.


	Table 1:  KS-HAN Message Authorization
	
	
	

	KDHE Bureau
	Position
	Primary
	Back-up

	Bureau of Epidemiology and Public Health Informatics
	State Epidemiologist 
	Charlie Hunt
chunt@kdheks.gov
785-296-1059
	Daniel Neises
dneises@kdheks.gov 
785-296-5585

	Bureau of Community Health Systems
	Preparedness Director

	Carman Allen
callen@kdheks.gov 
785-296-1210
	Michael McNulty
mmcnulty@kdheks.gov
785-291-3065
Stephen Tierce
stierce@kdheks.gov
785-291-3713

	Bureau of Disease Control & Prevention
	Bureau Director


Immunization Director

Director of Tuberculosis Control and Prevention
	Brenda Walker
bwalker@kdheks.gov
785-368-6427
Pete Bodyk
PBodyk@kdheks.gov
785-296-0464
Phil Griffin
pgriffin@kdheks.gov
785-296-8893
	Debra Warren
dwarren@kdheks.gov
785-296-8119

	Kansas Department of Health & Environment Labs
	Preparedness and Certification Section Chief 

State Training Coordinator
	
	N. Myron Gunsalus. Jr. 
Ngunsalus@kdheks.gov 
785-291-3162

	Communications Office
	Director of Communications

Public Information Officers
	Sara Belfry
sbelfry@kdheks.gov 

	Ashton Rucker
arucker@kdheks.gov 
785-291-3684

Aimee Rosenow
arosenow@kdheks.gov 
785-368-8053

	Division of Public Health
	Secretary & Director of Health
	Dr. Susan Moiser
smosier@kdheks.gov 
785-296-0461
	Mindee Reece
mreece@kdheks.gov
785-296-0201



An exception to the above-named individuals would be during an emergency event, when the Incident Command System (ICS) has been activated.  In this instance, approval for KS-HAN alerts would be with ICS Command-level staff.
[bookmark: _Toc388618310]REQUESTING A KS-HAN ALERT be sent
To request a KS-HAN Alert be sent, the requester must follow these steps:
1. Send request to: kshanadmin@kdheks.gov with the following information in the body of the e-mail:

a. Title.  (there is a 65 character limitation)
i. Example: Harmful Algae Bloom Warning Issued for Lake Warnock in Atchison County
b. Message.
i.  Example: A health warning has been issued for Cheney Reservoir due to the presence of a harmful algae bloom on July 29, 2011. Cheney Reservoir is located in Kingman, Reno, and Sedgwick Counties. Cyanobacteria (also known as blue-green algae) can produce toxins that can cause illness in humans and animal.
c. Sensitivity.
d. If you indicate “Yes” then the only option to send the alert is via phone. This will call all selected users. Note that most alerts sent via KS-HAN are not sensitive (“No”), therefore allowing alerts to be sent via e-mail.
e. Recipients.  Who will receive the message?   The selections are robust and flexible. 
f. Attachment (if applicable)
g. Mode of Message
i. Email, phone, SMS (text), cell phone, home phone, fax, and/or pager.

2. A KS-HAN Administrator will review the alert for appropriateness and send alert.
a. If an alert is not approved, a KS-HAN Administrator will contact the requester to discuss the reason or modification of the alert.

[bookmark: _Toc388618311]Organization Type Recipients in KS-HAN

	Health and Medical Agencies
	Emergency Management Agencies

	Animal Health
	Law Enforcement Agencies

	Behavioral Health
	Local Emergency Management

	College-University-Student Health
	Public Water Supplies and Cities

	Consulting Agencies
	Volunteer Agencies

	Federal and Military Agencies
	

	Health and Medical Associations & Foundations
	

	Health Care Facility
	

	Hospitals
	

	KDHE
	

	Laboratories
	

	Local Emergency Medical Services
	

	Local Health Departments
	

	Pharmacies
	

	Physicians and Staff
	

	Primary Care Clinics
	

	Schools – Early Childhood through Grade 12
	

	State Agencies
	

	Tribes (all four Kansas tribes)
	

	U.S. Public Health Services
	

	Veterans Health Administration
	



[bookmark: _INITAITINGING_A_KS-HAN]OPERATION SECTION
[bookmark: _Toc388618312]ROLES AND RESPONSIBILITIES
A. KS-HAN Coordinator or designated person 
The primary role of the KS-HAN Coordinator is system maintenance.  Listed below are the most common job responsibilities related to system maintenance. 

1. System Testing and Development:  The KS-HAN Coordinator is expected to work regularly with the IT Project Manager on system development.  When there are new builds to the system, the coordinator will contact the IT Project Manager and is expected to complete build testing within a reasonable period of time (between 1-2 business days).  The IT Project Manager should be made aware of any bugs or errors related to the system.  The KS-HAN Coordinator is responsible for entering the bugs into the online KS-HAN Bug Tracker.

2. Invite Users:   KS-HAN is an invitation-only system.  All users must be sent an invitation e-mail and code prior to enrolling in the system.  Once a user has received the user invitation, they should go to the KS-HAN website and click on the link that says “New User?  Register Here.”  This will allow the user to go through the registration process.  While KS-HAN is an invitation-only system, requests for invitations and codes are emailed to KSHANAdmin@kdheks.gov. 

3. Maintain Profiles:  KS-HAN users are responsible for keeping their profiles accurate and updated.  Occasionally, the user will need the system administrator to update their profile or reset a password.  

4. Create and Edit Groups:  Groups of users can be created and alerted in KS-HAN.  There are several groups that currently exist in KS-HAN, which need to be updated every quarter.  This may involve adding users to or removing users from a group.  When updating groups, it may be beneficial to contact a member of the group for an updated member listing.  

There could also be an occasion when a new group will need to be created or deleted.  When creating a new group, the group name should be indicative of those contacts it includes.  

5. Exercises:  The Exercise and Training Coordinator is responsible for implementing a schedule of KS-HAN time-response exercises to various target groups.  This includes quarterly call-down drills to key Incident Command System (ICS) and Receipt, Stage, and Storage (RSS) staff to report availability within 60 minutes. (See KS-HAN PHEP Call Down Drill Procedures below.) The Exercise and Training Coordinator is responsible for tracking the exercise results and notifying the appropriate stakeholders regarding the results.  

6.  Policies and Procedures:  It is the responsibility of the KS-HAN Coordinator to develop, maintain, and distribute the policies and the procedures for the use of KS-HAN.  Protocols should be updated at least yearly. The CDC Public Health Information Network (PHIN) is a national initiative to improve the capacity of public health to use and exchange information electronically by promoting the use of standards, defining functional and technical requirements. The implementation guide is located here: T:\IT Systems & Equipment\KS-HAN\CDC 

7. Create and Approve Alerts:  The KS-HAN Coordinator is responsible for creating and sending alerts from the state-level.  

8. Public Health Directory (PHINDIR):  PHINDIR is an online public health directory managed by the CDC.  All HAN Coordinators have made a commitment to the CDC to keep PHINDIR updated.  PHINDIR maintains the contact information of state-level public health officials.
[bookmark: _Toc388618313]STEP-BY-STEP INSTRUCTIONS FOR CREATING AN ALERT 
[bookmark: _Toc388618314]INITIATING A KS-HAN ALERT
During normal business hours, the primary person listed above will be responsible for sending out a KS-HAN Alert using the following steps:

1. Log into KS-HAN.
2. Click on “NOTIFCATIONS.” 
3. Click on “Create Alerts.” 
4. Select the appropriate message criteria
5. After Alert is sent, go to “View Alert.” 
6. Make a PDF of the report and save it to the designated file in the T: drive: T:\IT Systems & Equipment\KS-HAN\KS-HAN Alert Summaries 
7. Upload saved PDF to KS-HAN, Admin WorkArea within KS-HAN.
a. Select “Alerts” folder.
b. Upload file.
c. Set permissions to: “Allow access to everyone,” then click Add.  
Please use the following instructions for sending a KS-HAN alert.  Items in BOLD indicate the typical selections made for routine alerts.
1. Login to the system.
2. Click on the tab that says “Notifications.”
	[image: Notification Start]



3. The left side bar will contain three options. Select “Create Alert.”

It is possible to send alerts to organization types. This feature would allow you to only send to your specific county or a specific organization type. If you have created a group, such a MRC group or a POD Volunteer Group, you would select “Create Alert.” 


	[image: Notification Create Alert]


4. Disclaimer Section:
The Disclaimer section is not defaulted to any Disclaimers.   The Site Administrator OR Requester must first decide which Disclaimer should be selected for the alert. The Disclaimer message will post at the top and bottom of the alert body.
There are four Disclaimers to choose from as shown on the graphic below.
	[image: Disclaimer Section 1]


5. Title and Body Section:
a) Enter an alert title.
b) Enter the alert message.
a. If the message is a page or more, it’s suggested to use the first summary paragraph for the body.  Then attach the entire alert document provided by the Requester to the alert.  Advise in the message to review the attached document for the full report.
c) Next, click on Spell Check.

	[image: Title and Body Section]



6. Notification Descriptor Section 
1. Select alert attributes
1. Sensitive
i. Yes
ii. No
2. Jurisdiction
i. National
ii. State
iii. Territorial
iv. Local
3. Delivery Time
i. Within 15 minutes
ii. Within 60 minutes
iii. Within 24 hours
iv. Within 72 hours
4. Severity
i. Extreme
ii. Severe
iii. Moderate
iv. Minor
v. Unknown
5. Callout Status
i. Actual
ii. Exercise
iii. Test
7. Attachment Section 
1. First click on “Choose File.” 
2. Browse for the file.
1. Allowed attachment types: .pdf, .doc, .rtf, .xls, .ppt, .pps, .jpg, .jpeg, .gif, .bmp, .html, .htm, and .swf.
3. Choose file, then click the “Add” button.

	[image: Attatchment Section]
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8. Select recipient type 
a. This is defaulted on Alert Network. 
NOTE: If you are sending an alert to K-SERV users, you must select “Volunteer Registry.”

	[image: Recipient Type]



9. Select recipients
a. There are many ways to filter who receives a KS-HAN alert. If more than one county, organization type, Ad-Hoc group, etc. needs to selected (multiple counties are sent the alert) then hold down the “Ctrl” key and highlight all elements to be used by clicking on the name. 

i. “County” Recipients: Choose which counties should receive the alert. For example – with this filter you could send to Butler County.
[image: ]
ii. “Organization Type” Recipients: Choose the type of organization to get the alert. For example – Pharmacies will receive the alert. 
[image: ]
iii. “Ad-Hoc Groups” Recipients: These are the groups made for a specific purpose. Ad-Hoc Groups are created in “Administration” -> “Create New Group.” For example – Create a group for Radiation Response Volunteer Corps and send notifications to that group only.  

[image: ]

iv. “Roles” Recipients: This allows you to choose which users by the type of job performed or a type of skill set. 
[image: ]
v. “Expertise” Recipients: “Roles” tend to look at the actual job title of a user, but at times there are other specific expertise that doesn’t always fall under a job title. For example – with this filter you can send to Hospital Regional Coordinators.
[image: ]
vi. “Employer” Recipients: Notifications can be sent to a certain organization or place of employment. For example – with this filter you can send to Abilene Animal Hospital.
[image: ]
vii. “License Type” Recipients: This filter is mainly for K-SERV alerting. These are all the license types that are verified through K-SERV. For example – with this filter you can send an alert to Clinical Social Workers. 
[image: ]
viii. “Credential Level” Recipients: This filter is mainly for K-SERV alerting. These are all the credential levels that are applied to K-SERV volunteers. For example – with this filter you can send an alert to volunteers who are credentialed at Level 1 (hospital active). 
[image: ]
10. Alerting by Filters
a. This process allows for a more accurate filter of recipients. For example: If you want to send an alert to the Health Department in Douglas County, but only send the alert to the Administrator or Director, you would do the following steps: 
i. County: Select Douglas County 
[image: ]
ii. Organization Type: Select “Local Health Departments” then select “Apply as a Filter.”
[image: ]
iii. Role:  Select “Administrator or Director” then select “Apply as a Filter” 
[image: ]
11. Contact By Method selections
a. Email
b. Work Phone
c. Cell Phone
d. Home Phone
e. Fax
f. Alpha Pager
g. Numeric Pager
h. SMS
	[image: Contact By]



12. Verify call order
a. After selecting the type of mode of communication, that mode will show up in one of two boxes. The box on the left shows which types of communication has been selected. Highlight these modes and use the arrows (between the boxes) to move it to the box on the right. The top mode on the list will be sent out first, followed by the second, the third, etc. 

	[image: Contact By 2]
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13. Select number of attempts. 
14. Choose whether or not to send the message header. It is recommended to unselect this.
15. Select message acknowledgement value. It is recommended to unselect this.

[image: ]
16. Type of Message

a. There are four different options – Alert, Update, Error, Cancel

	[image: Message Type]



17. Select “Create Alert”

	[image: Message Type Alert]



18. [image: Description: send alert button.gif]Be patient. KS-HAN is grabbing data from all over the server and it may take a minute for the alert to be generated. When the message is fully created you will come to this receipt page and should proof read the notification. Make sure that everything is correctly spelled and being sent to the right people. If everything looks right, select “Send Alert.” If something is wrong this is the last chance you can change it, by selecting “Edit.” 
[bookmark: _KS-HAN_MESSAGES]
[bookmark: _Toc388618315]Timeline for Alert Dissemination
The priority alert level is at the discretion of the individuals listed in Table #1.  If priority is not specified and message intent is not clear, then those individuals should be contacted for clarification.
1. High Priority Messages:  will be sent within 60 minutes of receipt of request and are not contingent on normal business hours.
2. Medium Priority Messages:  will be distributed within four hours during regular business hours.
3. Low Priority Messages:  will be distributed within 24 hours.

CDC HAN Alerts:

Occasionally, the CDC will send the states a CDC HAN alert.  Reading and interpreting the received CDC message will be the first step in determining proper distribution.  Once the KS-HAN Coordinator receives the CDC HAN message, the message will immediately be sent to all Local Health Departments and Hospitals.  The State Epidemiologist and the individuals listed in Table #1 are responsible for determining whether the alert needs to be distributed to additional groups.  The State Epidemiologist is also responsible for notifying the KS-HAN Coordinator in the instance that the alert should not be distributed.  The KS-HAN Coordinator is tasked with delivery of the message to the determined groups.
[bookmark: _Toc388618316]Saving an Alert, advisory, or update onto ks-han
Users can view documents under “My Profile” -> “Document Library”. If the document is an Alert, Advisory or an Update than you can utilize the already made folders to help store these documents. You, as the administrator, can view the documents and edit them from this page. 
1. [image: ]To save an alert, advisory or update: click on the tab that says “Admin WorkArea”. 

2. [image: ]Click on the link either “Alerts”, “Advisories”, or “Updates” depending on the type of document you wish to save. 

3. [image: ]When you click on the appropriate folder it will take you to a link that will show all the documents already stored there. At the bottom of the page is a link “Upload File”.

4. [image: ]This screen will allow you to upload a file, name the file and also add a description about the file. Click “Add” at the end of updating the document. 



5. [image: ]It is important to click on the “Set Permissions” link and check the box that says “Allow Access to Everyone”. Now the file can be viewed by all users in “My Profile” -> “Alerts, Advisories & Updates”.  Through the “Set Permissions” link, you can limit who has the ability to see the file.
[image: ]


[bookmark: _Toc388618317]KS-HAN CONTINUITY OF OPERATIONS PLAN (COOP)
In the event that KS-HAN is not functioning, there is an alerting contingency plan.  The plan has been created jointly by members of KDHE’s BCHS and Information Technology (IT) department.  It has been approved by the Director of BCHS, the Director of IT, and the State’s Director of Health.
If there is ever a situation when the KS-HAN COOP plan needs to be activated, the KS-HAN Coordinator and the KS-HAN IT Project Manager should be immediately contacted.  If one of these individuals cannot be reached, there is an electronic copy of the plan located with the KDHE-BPHP COOP plan at the following location: T:\IT Systems & Equipment\KS-HAN\Policies and Procedures\Contingency Plans. 
A list of all registered KS-HAN users and their contact information should be downloaded and saved on a quarterly basis by the KS-HAN Program Manager.  A list of all users should be saved in the following location:
T:\IT Systems & Equipment\KS-HAN\User Listing 
The KS-HAN Project Manager is responsible for working with the BCHS Director of Homeland Security Operations to ensure that an electronic copy of the list is saved on a flash drive that is placed within the bureau’s COOP kit.
[bookmark: _Toc388618318]KS-HAN PHEP SNS Call-Down Drill Procedure
To fulfill our preparedness grant requirements, the BCHS Preparedness Program will conduct a quarterly notification drill of KDHE Incident Command System team members and key RSS staff and volunteers.  Public Health Emergency Preparedness (PHEP) cooperative agreement-required exercises involving alert and notification of staff through call-down drills will be conducted quarterly and will include notification with and without warning, and during duty hours.  At least one drill during a grant budget period will be conducted unannounced and during non-duty hours and will involve activation and assembly of staff to the KDHE Department Operations Center (DOC), including ICS and RSS staff.  Staff will be required to respond within 60 minutes of receipt of notification with their availability to assemble for both the announced and unannounced drills.  

Exercises will involve KDHE ICS team members including, but not limited to, staff identified in Sections 2.2 and 7.4 of the Technical Assistant Review (TAR). Timed results and staff availability to respond must be documented for each drill.  Corrective actions, based on drill results, also must be kept on file with the Exercise and Training Coordinator.

[bookmark: _Toc388618319]Initiating Call-Down Drill
The primary designated personnel will be responsible for sending out the PHEP SNS Call-Down drill using the following steps.  If the primary person is not available, see the list of Designated Personnel to send KS-HAN Alerts noted below to identify the next successor.

	
	Name
	Title
	Phone 
	Email

	Primary
	Lisa Williams
	Exercise and Training Coordinator 
	785-296-1984
	lawilliams@kdheks.gov

	Secondary
	Stephen Tierce
	Planning and Outreach Specialist
	785-291-3713
	785-213-8141

	Tertiary
	Michael McNulty
	Director of Homeland Security
	785-291-3065
	785-640-5962



[bookmark: _Toc388618320]SNS Call-Down Drill Team

The SNS Call-Down Drill Team consists of positions identified in Section 2.2 and 7.4 of the TAR.  This includes primary and back-up personnel for the following roles:

	Position

	Incident Commander

	Safety Officer

	Liaison Officer

	Public Information Officer

	ESF 8 Coordinator

	SNS Coordinator

	Planning Section Chief

	Logistics Section Chief

	Finance/Administration Section Chief

	Operations Section Chief

	Epidemiology Branch Director

	Laboratory Branch Director

	RSS Manager/Leader

	RSS Security Manager/Leader

	RSS Safety Manager/Leader

	RSS Communications/IT Manager/Leader

	RSS Tactical Communications Manager/Leader

	RSS Inventory Control Manager/Leader

	RSS Shipping/Receiving Manager/Leader

	RSS Pick Team Manager/Leader

	RSS Quality Control (Quality Assurance) Manager/Leader

	RSS Repackaging Branch

	Immunization & Dispensing Site Branch



[bookmark: _Toc388618321]Tracking
The Exercise and Training Coordinator will track and analyze responses once the designated personnel completes converting response e-mails to PDF and saving in the appropriate folder designated by the Exercise and Training Coordinator.

[bookmark: _2011-2012_Exercise_Schedule][bookmark: _ATTACHMENT_E:_DETERMINE][bookmark: _ATTACHMENT_F:_][bookmark: _ATTACHMENT_G:_]
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MY PROFILE ADMINISTRATION ADMIN WORKAREA REPORTS

Home > Notifications.

Welcome to the KS-HAN Notifications Section

The KS-HAN is about getting out notifications; there are many ways an administrator can get that notification out to the
public. Use the Ieft side bar to help get the process started.

“Create Alert; this will allow 3 broad range of options of ways to send out alerts.

“Create Alerts by Regions; the creator of the alert can send to a specific region(s) of their choosing.

“Create Alerts by County and Org Type; the creator can choose the county/counties they wish to send to. Or can
select an Organization Type to send to. (LE. send to all hospitals in the state)

“View Sent Alerts; after the report has been sent, the notification is saved under view sent alerts. It can generate.
reports to who the notification was sent to or it can viewed just as it was sent out. <
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