Section:
Emergency Management           EM.02.02.07EP6

Reviewed Date:
Subject:
Policy on Management of Staff Family

Approval Date:
                                   
Page 1 of 1

POLICY

<<Facility Name>> must be prepared for a variety of disasters or emergency situations both natural and man-made. In preparation, the management of staff families is vital. 

PROCEDURES

During activations of the EOP, various accommodations may be made for staff’s families to assist staff availability for providing their services. The following accommodations are authorized:

1. Family accommodations will be made available in those unusual situations where entire families must come to enable staff to be present for emergency services coverage.  These will normally be arranged prior to families coming to the hospital.

2. The staff that needs accommodation(s) for their dependent(s) such as a child or adult care, will give this information to their recall caller. The caller will then notify the Employee Family Care Unit Leader that accommodations will need to be established.  A day care center will be established.  The staff member will need to bring the following items: 
      Staff member items:


Adult/child dependent(s):

· ID badge/name tag

* All prescriptions in their original containers 

· Prescriptions


* Immunization Records (under 4 yrs) if available

· Change of clothes (for everyone)
* Emergency contact other than parent

· Toiletries



* Diapers, if applicable


* Baby food and bottles

* Child’s/Adult’s favorite item

3. The Dependent Care staff will ensure the employee fills out the Dependent Care Enrollment Form (Attachment I) for each dependent.

4. The staff that needs accommodation(s) for their pets will give this information to their recall caller.  The caller will then notify the Employee Family Care Unit Leader that accommodations will need to be established.  A local kennel, veterinarian, or shelter has been pre-established (HICS 258-Hospital Resource Directory) to accept the animal(s) for the staff member. The staff member will need to bring the following items for the animal:
· ID tag

· Shot records

· Favorite bedding, toy, etc. 

· Food and any prescriptions
ATTACHMENT:

Attachment I-Dependent Care Center Enrollment Form (SM-EM.02.02.07EP6 b)
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