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	ITEM
	CHECK-OFF
	DESCRIPTION OF ACTION
	ASSIGNED 
	ACTION



A.  FACILITY INSPECTION
	1. 
	· 
	Inspect the physical plant. 
	
	

	2. 
	· 
	Verify functionality of all building systems and emergency systems.  
	
	

	3. 
	· 
	Verify function of telephone lines and alarm lines.  
	
	

	4. 
	· 
	Complete all facility startup and verification / inspection checklists.
	
	


B.  ACCESS TO FACILITY – COMMUNITY
	1. 
	· 
	Are roads accessible to the facility?  
	
	

	2. 
	· 
	Are certain roads open and others closed due to damages within the community? 
Can you identify these alternate commute routes?  
When will normal routes be restored?   
	
	

	3. 
	· 
	Can patients commute safely to the facility?
	
	

	4. 
	· 
	Is public and private transportation available?
	
	

	5. 
	· 
	Are there curfews in place that may require adjusting facility-working hours?  
	
	

	6. 
	· 
	Do streetlights and traffic signals work and is staff advised of additional driver precautions to ensure for their safety for travel to and from the facility? 
	
	

	7. 
	· 
	Is gasoline readily available, particularly for staff living outside of the immediate area?
	
	


C. ADMINISTRATION AVAILABILITY (OPEN CENTER)
	1. 
	· 
	Is there someone available close to the center or available
	
	

	
	· 
	a. To open the center and set up daily routines, 
	
	

	
	· 
	b. Run and prepare the daily schedules 
	
	

	
	· 
	c. Order supplies and special equipment or vendors
	
	

	
	· 
	d. Verify patient appointments and 
	
	

	
	· 
	e. Check upon physician availability.  
	
	

	2. 
	· 
	Is there someone to start up equipment and pull cases to be ready for the surgical teams?  
	
	

	3. 
	· 
	Is there someone familiar with the hospitality routines for patients and patient companions, paperwork preadmission criteria (etc.)?  
	
	

	4. 
	· 
	Is there administrative staff available to care for QA items, nursing issues and physician support items?
	
	


D. PHYSICIAN AVAILABILITY
	1. 
	· 
	Have a list of physician personal cellular phones, pagers and home numbers.
	
	

	2. 
	· 
	Is anesthesia coverage available (CRNA and / or Anesthesiologist?  
	
	

	3. 
	· 
	Check physician availability.  Physicians may be serving at local hospitals.
	
	

	4. 
	· 
	Physician offices may be closed.  
	
	

	
	· 
	a. Do you have alternative call back numbers of physician schedulers to verify patient availability and receive tests and other necessary patient information in the event the physician’s office is closed?
	
	


E. STAFF AVAILABILITY
	1. 
	· 
	Are there adequate staff to perform services for OR and PACU?  
	
	

	2. 
	· 
	Have staff that left the area checked in before leaving?  Have they returned and capable fo coming to work?
	
	

	3. 
	· 
	How many staff are close to the facility? 
	
	

	4. 
	· 
	Will staff have to come in and take family members with them as their situation dictates and is this feasible?  Do you have plans for staff and family members?
	
	

	5. 
	· 
	Have all PRN nurses checked in and what is availability of necessary scrub techs.  If you are running a schedule has housekeeping been notified? Can they respond?  
	
	


F. MEDICAL SUPPLY AVAILABILITY
	1. 
	· 
	Are your suppliers open and can you obtain and order surgical supplies?  
	
	

	2. 
	· 
	Is the blood bank open?   
	
	

	3. 
	· 
	Are courier services available?  
	
	


G. EMERGENCY / NON EMERGENCY TRANSPORTATION AVAILABILITY
	1. 
	· 
	Are ambulances running and available in your area?  Normal responses restored after incident?
	
	

	2. 
	· 
	Is non-emergency transport available with your providers if needed?
	
	

	3. 
	· 
	Are cab and transport services for patients and patient transfers available if needed?
	
	


H. LABORATORY ACCESS AND AVAILABILITY
	1. 
	· 
	If you have direct access to lab reports printing in the facility call and print a test page. 
	
	

	2. 
	· 
	Are the labs you use open?  Determine which ones are open and those that may be closed.  
	
	

	3. 
	· 
	Are couriers picking up on samples and transporting them from the facility to the lab. 
	
	

	4. 
	· 
	Are reports available through facsimile?
	
	


I.  INSURANCE VERIFICATION ACCESS
	1. 
	· 
	Can you validate and verify insurance coverage for patients?  
	
	

	2. 
	· 
	Are your sources of validation functional and available?  
	
	

	3. 
	· 
	Can you process payments i.e. credit cards?  This may be necessary to verify even if you have no damage or closures in your area but surrounding communities may be affected where these providers are located.
	
	


J.  BILLING AVAILABILITY
	1. 
	· 
	Can you process billing and communicate with your billing provider?
	
	


K.  SUPPLY SUPPORT
	1. 
	· 
	Do you have waste and trash utility services?  Biomed waste services. 
	
	

	2. 
	· 
	Are UPS and delivery services functioning?
	
	

	3. 
	· 
	If you are working with tech reps or borrowing equipment for cases are these people and equipment still available?  Are courier services available?  

	
	

	4. 
	· 
	Do you have available medical gases for replenishment or delivery?
	
	


L.  VENDOR SUPPORT
	1. 
	· 
	Are critical vendors you routinely order supplies through available for consultation or support?  
	
	

	2. 
	· 
	Service companies may be shut down or affected by the incident or involved in other restoration repairs and unavailable.  Are service technicians available if needed for critical pieces of equipment.  Check availability.
	
	

	3. 
	· 
	DICTATION SERVICES Are the facility dictation services available and if not what is the alternative?
	
	

	4. 
	· 
	Do you have access to critical services for repair, support and service?
	
	



TIPS
Remember, whenever you call someone seeking status or information if you must leave a message to obtain a status or advisory be brief and to the point.  Leave your return call number (always).  This is the number you desire them to use to return a call to you. Be available to accept a call back.
As a KEY CONTACT make certain you have a telephone at home that will work without being plugged into an electrical circuit.
On your recall list include pagers, alternate numbers, and cellular phone numbers.
Maintain a list of recall numbers for key physicians and partners – obtain pagers, home telephone numbers and cellular phones.  Using answering services in emergency times it may take hours to get responses.
Maintain a list of primary admitters and physician partners.  Also include key scheduler numbers and after hour’s emergency contact numbers for these persons as well. Physician offices may be closed for extended periods of time and obtaining patient information may be critical to your operations.
CHARGE ALL CELLULAR PHONES AND EXTRA BATTERIES.
If medications and tissues are cold packed have at least three to four knowledgeable people to respond ON CALL BACK to replace these items in the refrigerators and freezers.  In the event of a severe storm some people may not be able to communicate or get out of their homes for several days.
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