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Disaster Procedures Form

	Purpose
	To report the potential or actual disaster so that appropriate action can be taken to minimize injury to the organization’s personnel and damage to the facilities and equipment.


IN A LIFE THREATENING SITUATION,
STOP WHAT YOU ARE DOING AND 

IMMEDIATELY LEAVE THE FACILITY

 
	REPORT EMERGENCY


To report an emergency situation, dial [9 (to obtain an outside line) and then] 911.  Report the type of emergency and your name and address.  Our organization’s office is:

	Name:

(of Organization)
	

	Address:


	

	Telephone Number:
	

	Fax Number:
	


	Initials:


	Date:  
	Time:  


	NOTIFY OFFICE MANAGER


Immediately notify the Office Manager.
	NAME
	TELEPHONE NUMBER
	CELLULAR NUMBER

	
	
	


If the Office Manager is not available, immediately notify your superior.
	NAME
	TELEPHONE NUMBER
	CELLULAR NUMBER

	
	
	


	Initials:


	Date:  
	Time:  


	NOTIFY OPERATIONS RECOVERY MANAGEMENT


Notify the Recovery Management Team of the potential or actual disaster.  The Recovery Management Team may be reached at:

	Name
	Extension
	Phone Numbers

	 
	 
	Home:
Cellular:  

	 
	 
	Home: 
Cellular:  

	 
	 
	Home:
Cellular:  

	
	
	Home:
Cellular:


	Initials:


	Date:  
	Time:  


	EVACUATION


Evacuate the building as instructed by emergency personnel or building management.

	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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