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Communications Checklist

	PURPOSE
	To design, install, and verify the communications equipment and network cabling.


	RECOVERY SITE


Assemble at the designated site for a briefing on the extent of damages, escalation plan, and support required upon notification of a disaster by the Operations Recovery Management Team.

	 Initials:


	Date:  
	Time:  


	INVENTORY


Review the Hardware/Software Inventory to determine the communications and network equipment required.

	Initials:


	Date:  
	Time:  


	SALVAGE AND REPAIR


Coordinate with the Damage Assessment and Salvage Team to obtain an inventory of usable and salvageable communications equipment.

	Initials:


	Date:  
	Time:  


 
	PROCUREMENT


Coordinate with the Administration Team in procuring communications equipment and telephone lines required for the recovery process.
	 Initials:


	Date:  
	Time:  


	NETWORK CABLING


Coordinate with the Administration Team in procuring the necessary network cabling required for the recovery process.  Plan the cabling installation. 
	Initials:


	Date:  
	Time:  


	OFF-SITE STORAGE


Retrieve the communications configuration from the off-site storage area and make it available to the appropriate technicians for installation.
	Initials:


	Date:  
	Time:  


	INSTALLATION


Plan, coordinate, and install communication equipment and network cabling at the alternative site.  If remaining at damage site, plan, coordinate and install/repair communication equipment and network cabling.

	Initials:


	Date:  
	Time:  


Under no circumstances should the Communications Team make any public statements regarding the disaster, its cause, or its effects on the organization’s operations. 
THE TEAM SHALL NOT ENTER THE DISASTER AREA UNTIL EMERGENCY PERSONNEL GIVE PERMISSION.

The tools and templates provided in CalOHI Policy and Information Memoranda have generally been authored by HIPAA workgroups.  Users should view the information presented in the context of their own organizations and environments.  Legal opinions and/or decision documentation may be needed when interpreting and/or applying this information.
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