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Emergency Management and
Business Continuity Requirements

Human Resources normal business processes will be categorized at the discretion of the command center at the time of the event. If the primary location is unavailable staff will telecommute and perform mission critical processes in support of the event (e.g. labor pool operations).

Mission Critical Processes and Applications

RECOVERY TIME [24-72 hours]
	PROCESS
	APPLICATION
	DOWNTIME POLICY

	Recruitment 
	· E.g. Virtual Edge
	

	Exiting employees (in high risk terminated employees, need to terminate access) Running a manual paycheck for last and final paycheck.
	· 
	

	Business Partner HR services: Employees compensation, Employee Relations, Organizational Development, Generalist HR, Benefits, Compliance Leave and Disability Management

	· E.g Lawson or Peoplesoft
	

	HRIS (Set up systems, mass uploads, history corrections, admin Lawson Security)
	· Lawson (Intranet + Lawson Security)
· MS Office Pro Versions
· Crystal (HR Reporting)
	

	Record Team: Access Files and performing transactions 
	· 
	

	EAP Program

	· 
	




Following an event, families of patients and staff are often affected.  To support the delivery of care of our patients, a Family Information Center will be set up to address the needs of affected family members.  Separately, to support our staff during times when they may be required to remain at the medical center for extended periods of time, measures are taken to support them and their families.

Family Information Center

A Family Information Center shall be established, if needed, to serve as a point of information for families of patients and employees. 
The Family Information Center will provide current information regarding the status of the emergency as obtained through the Command Center. 
· The Family Care Unit Leader assigns someone to be responsible for the establishment and staffing of the Family Information Center
· Post signage to direct persons to and identify the Family Information Center
· Set up an area in the Family Information Center for family members of patients and staff to submit inquiries using an Information Request Form
· Set up an area in the Family Information Center to log missing persons information, including photographs
· Inform Patient Registration Unit Leader to submit all records of unidentified patients to the location collecting missing person information, in an effort to reconcile and match up records/patients
· Set up area for food and beverages and place order with Food Services Unit Leader
· Coordinate counseling and spiritual care services with the Mental Health Unit Leader
· Provide Interpreter Services.  Contact the hospital interpreter services




Family Care

Employees and staff are strongly encouraged to have a personal evacuation plan for their families and pets in the event of a severe weather emergency. This plan should include transportation, personal supplies and a designated destination. Note that public shelters often do not accept pets. Limited support services will be provided if possible, for essential employees and their immediate family members during an emergency. 
Childcare Center 
· Child are for on-duty essential employees and staff shall be established 
· Childcare is provided for essential employees only, when on duty or during sleep time. Off duty employees will be responsible for the care of their own children. 
· The following criteria should be considered when choosing a location for a childcare center: 
A. natural light (in the event of no electricity) 
B. bathrooms nearby 
C. large area for separation of age groups
Staffing Guidelines 
Child Care Center shall be staffed and directed with designated personnel. Supplemental staffing can be obtained from the Labor Pool. The following guidelines are flexible, as availability of staffing may vary. 
· Not more than 4 children per worker for ages 18 months – 3 years 
· Not more than 7 children per worker for ages 4 – 6 years 
· Not more than 12 children per worker for ages 7 – 14 years 
· Workers will be divided for day and night shifts, working no more than 12 hours with three half hour breaks, and one 12 hour break at shift end 
· Male caregiver for older groups 


Supplies and Equipment 
Parents shall provide the following items for each child: 
· bottles/milk or formula 
· favorite toys, games, coloring books, crayons, books
· portable crib or play yard 
· sleeping bag 
· diapers and wipes 
· extra clothes 
· blanket and pillow 
· basic medical supplies 

The Child Care Center shall contact Logistics and the Supply Chain Unit Leader for other supplies and equipment such as:
· Supplies/Equipment Source 
· Televisions, VCRs Audio Visual 
· First Aid Box/Chemical Cold Packs 
· Gloves 
· Property Bags 
· Trash Receptacles for Diapers 
· Flashlights/Reading Lights/Batteries 
· Disinfectant Spray 
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Interdependencies 

To perform mission critical processes, the department depends on the following internal and external services.  

	INTERDEPENDENCY
	SERVICE/PROCESS
	ACTIONS IF SERVICE IS UNAVAILABLE

	Bank
	ACH Payments
	· Type/handwrite checks

	Kronos
	Pull data from Kronos to Lawson 
	· Run previous payroll and conduct reconciliation during recovery

	EIS
	Employee Access to Systems
	· 

	Security
	Employee Access to Systems  
	· 

	
	
	· 

	
	
	· 

	
	
	· 

	
	
	· 

	
	
	· 
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Mission Critical Equipment and Supplies

· Conduct Inventory and document status of equipment and supplies
· Check condition of storage or onsite stockpiles to determine the level of damage, if applicable
· Create a resupply list
· Assess how long department can operate with available equipment and supplies
· Request assistance from HCC for Mutual Aid Agreement, if needed


	MISSION CRITICAL EQUIPMENT AND SUPPLIES 

	EQUIPMENT/SUPPLY ITEM
	QUANTITY/PAR LEVEL
	POST INCIDENT INVENTORY
	GAP/AMTNEEDED
	ACTIONS IF ITEM IS UNAVAILABLE

	Computers/Laptops
	
	
	
	· Lawson will need to be loaded at recovery location 

	
	
	
	
	· 

	
	
	
	
	· 

	
	
	
	
	· 

	
	
	
	
	· 

	
	
	
	
	· 

	
	
	
	
	· 




Vendors/Resources Call List

	COMPANY/RESOURCE
	POINT OF CONTACT
	PHONE NUMBER
	EMERGENCY CONTRACT IN PLACE Y/N?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Mission Critical Vital Records


	RECORD NAME
	LOCATION
	ALTERNATE BACK UP SOURCE
	RECORD TYPE 
PAPER/ELECTRONIC

	Files in HR File Room
	<insert location here>
	Department Files for partial recovery
	Paper

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







Staff Call List

	FIRST
NAME
	LAST
NAME
	JOB 
TITLE
	SHIFT
	EXTENSION
	PAGER
	HOME
	CELL
	ETA [mins]

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Evacuation and Relocation Procedures 
	Assembly for full building evacuation 
	

	Nearest Elevator
	

	Nearest Stairwell
	


Evacuation Locations

Evacuation Procedures

· Insert procedures
Relocation Procedures

In the event that the Human Resources department is inaccessible but the Primary Data center remains active:
· Setup Triage center at <insert hospital name here> Campus (to be determined by the HCC at the time of the event)
· Assess where we are in payroll cycle
· Determine location for relocation (Computer Room?) (HRIS staff can telecommute.  Record Staff would need EIS to install Lawson on desktops for staff to perform mission critical process.  2XLaptops are available.)
· Contact bank, staff and vendors of event/new location
· Send staff with telecommuting capabilities to work for home
· Checks will be distributed to the departments
· If Departments are also displaced, checks are picked up at satellite location, scheduled and communicated with specific times in alphabetical order.
· Staff utilize their standard laptops to connect to Lawson & Kronos and execute Payroll and HR related duties

Recovery Procedures

· Insert procedures
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