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I. Purpose 

This document outlines the functions of the Central Minnesota Healthcare Preparedness Coalition (CMHPC) Healthcare Multi-Agency Coordination (HMAC) system.  The CMHPC HMAC provides logistical support for Central Region Hospitals and to integrate with local emergency management, local public health departments, police, emergency medical services, and the Minnesota Department of Health during the response.  The scope of this document includes HMAC Activation and Operations.

II. Objectives 
A. To clearly define the notification, activation, response, and recovery operations of the HMAC.

B. To outline the role that the Regional Healthcare Preparedness Coordinators (RHPC) and Public Health Preparedness Coordinator (PHPC) play in the HMAC.  

III. HMAC Function

A. The HMAC is a multi-disciplinary coordination system that allows CMHPC members and partners a means to obtain additional support during a response.  The HMAC performs a “clearing house” function by collecting, processing, and disseminating data and information to the Coalition, as applicable.  The HMAC does not serve a command and control function for the region; however, it can support functions to improve a coordinated response, including:

1. Facilitating information sharing and situational awareness among the CMHPC
2. Facilitating resource support and resource sharing among Coalition members, including supporting the request and receipt of assistance from local, State, and Federal authorities 

3. Facilitating information that aids in patient transfers 

4. Supporting incident management policies, priorities, and objectives
B. The HMAC helps improve response coordination by ensuring Coalition partners have the information they need to adequately respond to major events. This information exchange builds consistency in response activities. It also allows healthcare partners from across the region to better interface with medical and non-medical responders at the jurisdiction level by providing timely and accurate “snapshots,” or composite updates of local healthcare facilities operations and capabilities, including:

1. Facility infrastructure status

2. Bed availability

3. Service availability

4. Resource availability

a. Personnel

b. Supplies

c. Equipment

d. Pharmaceuticals

e. Organizational and Regional
See Appendix G: Essential Elements of Information.
IV. HMAC Participants 

For extended incidents with health and medical impact, other disciplines may be involved with HMAC activities, including, but not limited to:

A. Emergency Management

B. Long Term Care

C. Public Health

D. Emergency Medical Services

E. Behavioral Health

F. Various Subject Matter Experts

V. HMAC Activation and Notification 
A. Virtual Activation 
The HMAC can be “virtual” as needed.  Participants can engage via phone, MNTrac, email, Microsoft Teams, WebEx, etc. 
See Attachment C: Activation Flow Chart. 
B. In Person 

If the HMAC personnel need to be located together, there are 3 pre-determined options. As a backup, the HMAC could be activated at a healthcare facility, a public health location, or a local Emergency Operations Center (EOC).  

Primary Location for Central Region:

Northway Building
155 Northway Drive
St. Cloud, MN 56303

Phone: 320-255-5967
Secondary Location for Central Region:

MDH St. Cloud District Office

333 W. Division Street, Suite 212

St. Cloud, MN 56301

Phone: assigned when activated 

C. Any impacted medical or healthcare entity may request activation of the HMAC by contacting the RHPC. In the event of a public health event effecting healthcare, such as a pandemic, the HMAC may be activated by a request from local public health to the Public Health Preparedness Coordinator (PHPC).  
D. Potential triggers for HMAC activation may include, but are not limited to:

1. A request by a Coalition member or partner agency, facility, or jurisdictional representative where resource requests exceed, or will soon exceed, available critical resources.  

2. A request to open by Minnesota Department of Health (MDH)
3. Multi-jurisdictional incident or outbreak

4. An incident in an area with insufficient resources for the situation. 
5. An incident large enough to require resource sharing including:

a. Strategic National Stockpile deployment

b. Epidemiologic investigation

c. Facility Evacuation

d. Any substantive Health Alert Network (HAN) message requiring action from public health and/or healthcare. Possible examples:
e. A natural disaster (e.g. widespread tornado or flooding)

f. A biological attack (e.g. anthrax dispersion)

g. A chemical attack or spill (e.g. train derailment that forces a community evacuation)

h. A biological disease outbreak (e.g. pandemic influenza)

6. When there is an obvious regional interagency need to coordinate health-related policies and procedures. 

E. Activation WITHOUT Local EOC Open

In this type of activation, the incident is sufficient enough to require additional support from other healthcare organizations, but not large enough to require local EOC activation.  The HMAC will interface directly with organizations to ascertain specific needs and assist with the response.  

[image: image1.emf]MDH 

 

Central Healthcare 

Multi-Agency 

Coordination 

(HMAC)

 

EMS Agency

 

Hospital

 

Long Term Care 

Facility

 

Local Public Health

 


F. Activation WITH Local EOC Open
In this type of activation, the incident is sufficient enough to require additional support from other healthcare organizations and activation of one or more jurisdictional Emergency Operations Centers (EOC).  In this situation, the HMAC supports one or more local EOCs by supporting pre-hospital, hospital, and public health response operations as needed.  

While the EOC is responsible for coordinating the overall response, the HMAC can be used as a support function of Medical Operations under the Operations Section.  Through the EOC, the HMAC has access to multiple agencies to support response operations if necessary.  
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G. In the event the HMAC is activated, the following entities will be contacted and advised of HMAC activation and contact information:
1. All hospitals in the region

2. All local public health agencies in the region

3. Emergency Management in the affected area

4. Neighboring coalitions may need to be notified if the situation has that potential for escalation outside of regional borders
H. Data Use and Release 
Hospital data use will occur as outlined in the Hospital Disaster Preparedness & Response Compact, Minnesota Department of Health MNTrac Agreement, and Central Regional Hospitals.  Refer to the agreements for further details.
Sharing of nonpublic data obtained by the HMAC via MNTrac is limited to the Minnesota Department of Health.  Sharing of other nonpublic data, including Essential Elements of Information, obtained by the HMAC is limited to HMAC representatives, the organization “owning” the data, and HICS as necessary to support disaster response operations.  Refer to the Public Information Sharing section for additional data use guidance.

I. Public Information Sharing

HMAC members will not directly release operational or patient information to the general public.  If the local EOC is activated, all communication will be directed through the local EOC or joint information system (if activated).  All requests for information concerning patients will be directed to the affected hospital.  Patient information release to the public will be shared in accordance with Hospital Policy. 

J. Information Validation 

Information validation actions will be taken when inconsistencies with established reporting mechanisms or inconsistent/missing data have been identified.  See Chapter 2: CMHPC Communications Plan.
VI. HMAC Operations
The HMAC will be run on the principles of the Incident Command System (ICS) and the primary responding entities will operate within a unified command structure.  When activated, the HMAC will staff according to this structure (see Attachment E: HMAC Operations Structure)
A. HMAC Staffing

1. Command Staff:

a. HMAC Manager: responsible to coordinate agencies within the HMAC.    
b. Liaison/Information Officer: responsible for collecting information 

and disseminating communications.
2. Operations: responsible for coordinating information about all health and medical
 operations in support of an incident response.
3. Planning: responsible for collecting and evaluating data and plan development to support regional partners. Planning is also responsible for creating/collecting situational reports and maintaining all HMAC documentation.

4. Logistics: responsible for receiving and facilitating the fulfillment of resource requests, including services, personnel, equipment, and materials.
Job Action Sheets for each position are located in ATTACHMENT G: HMAC Job Action Sheets.
5. Partner agencies may be asked upon activation to provide staff to play a role (either physically or virtually) in the HMAC.  Request would be made physically using the most efficient method available at the time – phone, email, MNTrac coordination room, etc. If additional resources are needed, a request coming from appropriate personnel such as the RHPC or PHPC, will be requested and the local EOC (if activated) will also be notified. Methods would include means as identified in communications plan.
B. HMAC Communications
1. The HMAC will utilize MNTrac as the primary communication tool. Additional communication methods will include telephone, cellular phone, email, fax, Microsoft Teams, WebEx and 800 MHz radio.
2. When the HMAC is activated, the initial communication to regional partners and MDH will include HMAC contact information (including but not limited to the phone number and email address
3. The HMAC will use a pre-designed Survey Monkey survey or Microsoft Forms to gather a Situation Report from Coalition members.  If this cannot be completed by Survey Monkey or Microsoft Forms, the information will be gathered by phone or email.  
See Chapter 2: CMHPC Communications Plan and Appendix G: Essential Elements of Information.
VII. Demobilization Considerations
As the response comes to an end, the HMAC, in collaboration with supported organizations, and MDH, if activated, will determine the need to demobilize the HMAC.  Demobilization may occur in a tiered fashion as certain functions/organizations return to normal operations or all at once.  Intentions to demobilize should be communicated to all applicable stakeholders.

The HMAC Manager, in collaboration with partners, should consider the following criteria when determining the need to demobilize the HMAC:
A. Projected end of an outbreak

B. Ability to provide inpatient care without surge activities

C. Ability to provide emergency services without surge activities

D. Resumption of normal operations is imminent/completed

E. Ability to provide emergency services without mutual aid (EMS)

F. Resumption of normal operations is imminent/completed

An after-action review will be conducted to identify what went well and opportunities for improvement.

Attachment A:  HMAC Operating Levels
	Operating Level
	Threat Level
	RHPC/PHPC Activities

	Awareness / Alert
	Incident potential exists 

· flood watch/warning

· tornado watch/warning

· increased incident of a disease, CDC/WHO Pandemic Status
	· RHPC notifies the Coalition of the potential activation of the HMAC through MNTrac or other methods.  

	Monitoring
	· An incident that can be managed at the organizational level or local level occurs; 

· An incident that has the POTENTIAL for needing HMAC support 
	· RHPC/PHPC is notified of an event by affected Coalition member or partner.   

· RHPC or PHPC will conference call with the affected organization.

· The RHPC or PHPC will contact the Central Region RHPC/PHPC, Regional EMS, Regional EM.  

· RHPC in collaboration with other Regional Partners will determine if HMAC needs to be activated (see the next level) and/or if there is a need for information sharing.   

· The RHPC and PHPC will determine if a MNTrac Alert should be sent to Coalition members or if MNTrac Coordination Room should be established. 
· The RHPC will notify healthcare and PHPC will notify LPH as needed.  

	Activation and Operations 
	· A request to activate the HMAC is made for an incident that is acute in nature and impacts EMS, hospital or long term care facility operations. (e.g., MCI)
	· The RHPC will notify Coalition members, other RHPCs, MN State Duty Officer, and MDH the HMAC has been activated.

· The PHPC will notify local public health and the PH Liaison/Supervisor at MDH.  

· RHPC sends a MNTrac Alert to Coalition members.  Determine if a MNTrac Coordination Room should be established.

· HMAC will support information management, situational awareness, resource requests, and patient transfer requests in accordance with operational agreements and regional guidelines.

	Deactivation
	· Post event; organizations/ communities no longer require the HMAC assistance.
	· RHPC notifies Coalition partners, other RHPCs and MDH of HMAC deactivation.

· The PHPC will notify local public health and the PH Liaison/Supervisor at MDH.

· Finalize documentation and initiate after action review process.


Attachment B:  HMAC Procedures
Each HMAC position will implement the following procedures to fulfill their functions:

Briefings:

· Identify where and when briefings are held (phone or in person).
· Gather information and provide current situation update, probable future situation report.  See Appendix G: Essential Elements of Information.
· Describe current issues.
· Introduce new issues.
· Address questions and offer clarification.
Decisions:

· Review criteria to establish priorities.

· Prioritize incidents, if necessary.

· Allocate Central and West Central Region resources, if necessary.

· Assure representation of involved agencies and facilities at Joint Information Center, if one is opened in the region.

· Consider implementation strategies.

· Identify and determine operational period.

HMAC Documentation:

· Develop Incident Action Plan for each operational period.

· Decisions/priorities determined and communicated to affected parties.

· Plan for implementation identified.

· Meeting notes and decisions will be recorded and communicated to appropriate staff and external partners.

· Decisions requiring financial commitments (including staff time) will be recorded.

· Situational reports compiled as requested.

· The following ICS Forms will be used as needed: (see links below)
	HICS Form
	Title
	Purpose

	
	The Planning P
	The Planning Process

	
	IAP Quick Start Guide
	IAP Quick Start Guide 

	
	HICS Forms
	HICS Forms 

	HICS 201
	Incident Briefing
	Provides establishment of current ICS organization; map of area affected; resources identified, ordered and assigned, and summary of current actions.

HICS 201 

	HICS 202
	Incident Objectives
	Provides establishment of incident objectives for operational period.

HICS 202 

	HICS 203
	Organization Assignment List
	Provides establishment of staff assigned to various positions within the ICS for the incident. 

HICS 203 

	HICS 205
	Communication Plan
	Provides information on all radio frequency or trunked radio system talk group assignments for each operational period.

HICS 205A 

	HICS 213
	General Message
	Provides a standard template to be used for communication between ICS staff at various locations.

HICS 213 

	HICS 214
	Activity Log
	Provides a record of personnel roster and activities undertaken during the operational period.

HICS 214 

	HICS 221
	Demobilization Checkout
	Provides an official record of section and unit personnel demobilized.

HICS 221 


The Planning P
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ATTACHMENT C:  HMAC Activation Flow Chart 
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ATTACHMENT D: HMAC PLANNING STRUCTURE
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ATTACHMENT E: HMAC Operations Structure 
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ATTACHMENT F: HMAC MEMBER ACTIVATION FLOWCHART
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ATTACHMENT G: HMAC JOB ACTION SHEETS
1. HMAC Manager
2. Liaison
3. Information Officer
4. Operations
5. Planning
6. Logistics
7. Scribe

8. Incoming Communication Monitor
HMAC Manager
Job Action Sheet

Responsibilities:

1. Coordination of agencies within the HMAC to ensure that all other HMAC representatives are provided with situation and resource status information from each discipline’s prospective. 

2. Coordinate and identify future health-related resource requirements.

3. Coordinate and resolve differing health-related policy issues that may exist between agencies or facilities within a region or between regions.

4. Work within unified command to provide strategic coordination of health-related resources.

5. Coordinate with hospital staff and MN Responds volunteers (jointly with unified command). 

6. Coordinate and support Minnesota Mobile Medical Teams (MMMT).

7. Communication with local, regional, and state agencies as to the overall operations of the region.

	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time
	Initial

	Determine appropriate level of HMAC activation based on the situation as known
	
	

	Assess available healthcare assets/obtain hospital Essential Elements of Information.
	
	

	Assess impact to PH and determine impact to healthcare with (with PHPC)
	
	

	Determine if the HMAC is to be virtual or require a specific site location.

· Send MNTrac alert with conference call info and/or MNTrac coordination room. 

· If in person is needed:

· Send MNTrac alert with the location of the HMAC.

· Ensure that telephone, internet and/or radio communications with EOC’s, other HMAC’s, MDH, hospitals, clinics, EMS and other partners is established and functioning. 
	
	

	Notify MDH and all partners (county EOC, LPH, hospitals, clinics, EMS, Red Cross, etc.) that a HMAC is being activated and for what event.   This can be done via email, MNTrac alert or telephone.
	
	

	Determine staffing requirements and mobilize appropriate personnel.  
	
	

	Establish check-in procedure.  
	
	

	Fill in and post HMAC organization chart.  
	
	

	Schedule the initial briefing and a briefing schedule.  

Briefing agenda:

· Situation Report 

· Health & Medical Status

· Current needs – patient, staff, stuff

· Barriers, and EEIs; should at least include affected organization status)

· Other Coalition Member/Partner Status (as applicable)

· Public Information Status

· Safety & Security Status

· Logistics Status

· Personnel Status

· Identify Operational Concerns

· Q&A

· Next Brief: ___________________


	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Monitor general activities to ensure that all appropriate actions are being taken
	
	

	Maintain situational awareness of healthcare status
	
	

	Assess and coordinate available supplies and resources. Facilitate deployment of regional cache if needed.  
	
	

	Conduct periodic briefings to ensure strategic objectives are current and appropriate
	
	

	Support common operating picture by providing healthcare system situation/status, bed availability, and patient tracking status to hospitals, local Emergency Operations Center(s) and MDH as appropriate
	
	

	Brief your relief at shift change, ensuring that ongoing activities are identified and follow-up requirements are known
	
	

	Ensure that all required documentation is complete
	
	


	Demobilization Phase
	Time 
	Initial 

	All agencies previously notified of the opening of the HMAC will be notified of the HMAC closure.
	
	

	The HMAC Logs, sign-in roster and other materials are collected
	
	

	Advise County EOC’s, MDH and other community partners that HMAC is being deactivated.
	
	

	Equipment is cleaned and returned to appropriate storage area.
	
	

	Facilitate a debriefing/hotwash to gather information for the AAR/IP
	
	


Liaison Officer
Job Action Sheet

Responsibilities:

1. Function as the incident contact person in the HMAC for representatives from other agencies.
	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time 
	Initial 

	Receive appointment and briefing from the HMAC Manager.
	
	

	Read this entire Job Action Sheet and review incident management response chart (HICS Form 207).  Put on position identification.
	
	

	Establish contact with local, county and/or state emergency organization agencies to ascertain current status, appropriate contacts and message routing.  
	
	

	Communicate information obtained and coordinate with Information Officer.
	
	

	Establish communication with other hospitals, local Emergency Operations Center (EOC), and/or local response agencies (e.g., public health).  
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  
	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Attend all command briefings and Incident Action Planning meetings to gather and share incident and hospital/facility information.  Contribute inter-hospital information and community response activities and provide Liaison goals to the Incident Action Plan.
	
	

	Request assistance and information as needed through the inter-hospital emergency communication network or from the local and/or regional EOC.
	
	

	Communicate with Logistics Section Chief on status of supplies, equipment and other resources that could be mobilized to other facilities, if needed or requested.  
	
	


	Demobilization Phase 
	Time 
	Initial 

	Upon deactivation of your position, brief the HMAC Manager on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, submit Operational Logs (HICS Form 214) and all completed documentation to the Planning Section Chief.
	
	

	Participate in after-action debriefings and document observations and recommendations for improvements for possible inclusion in the After-Action Report.  Topics include:

· Accomplishments and issues

· Review of pertinent position descriptions and operational checklists

· Recommendations for procedure changes

	
	


Information Officer
Job Action Sheet
Responsibilities:

1. Serve as the conduit for information to and from external partners.

2. Work with the Incoming Communications Monitor to disseminate information to the appropriate department or individual.
3. The HMAC Information Officer does not create messages or communicate with the media. That is the responsibility of the affected agencies.
	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time 
	Initial 

	Receive appointment and briefing from the HMAC Manager
	
	

	Read this entire Job Action Sheet and review incident management team chart (HICS Form 207).  
	
	

	Attend all command briefings and incident action planning meetings to gather and share incident and hospital information.
	
	

	Coordinate the roles and responsibilities of the Incoming Communications Monitor.
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  Provide a copy of the Incident Message Form to the Documentation Unit.
	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Continue to attend all Command briefings and incident action planning meetings to gather and share incident and hospital information.  Contribute media and public information activities and goals to the Incident Action Plan.
	
	

	Determine whether a local, regional or State Joint Information Center (JIC) is activated, provide support as needed, and coordinate information dissemination
	
	

	Continue to document all actions and observations on the Operational Log (HICS Form 214) on a continual basis
	
	


	Demobilization Phase
	Time 
	Initial 

	Prepare and maintain records and reports as indicated or requested
	
	

	Upon deactivation of your position, submit Operational Logs (HICS Form 214) and all completed documentation to the Planning Section Chief.
	
	

	Participate in after-action debriefings and document observations and recommendations for improvements for possible inclusion in the After-Action Report.  Topics include:

· Accomplishments and issues

· Review of pertinent position descriptions and operational checklists 
· Recommendations for procedure changes
	
	


Operations
Job Action Sheet

Responsibilities:

1. Develop and implement strategy and tactics to carry out the objectives established by the HMAC Manager. 
2. Organize, assign, and supervise staff assigned to bed data/availability, patient tracking/data, identification of needs of coalition partners, and staffing.
	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time 
	Initial 

	Receive appointment and briefing from the HMAC Manager
	
	

	Read this entire Job Action Sheet and review incident management team chart (HICS Form 207).  
	
	

	Determine need to appoint staff to assist with bed data/availability, patient tracking/data, identification of needs of coalition partners, and staffing.  Complete the Branch Assignment List (HICS Form 204).
	
	

	Brief Operations staff on current situation and incident objectives; develop response strategy and tactics; outline Section action plan and designate time for next briefing.
	
	

	Participate in Incident Action Plan preparation, briefings, and meetings as needed; assist in identifying strategies; determine tactics, work assignments, and resource requirements.
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213). 
	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Communicate regularly with the HMAC Manager, Information Officer and Liaison Officer; brief regularly on the status of the Operations Section.
	
	

	Designate time(s) for briefings and updates with Operations staff to develop or update the Section action plan.
	
	

	Ensure the following are being addressed:

· Patient tracking

· Bed tracking

· Facility Situational report summarization

· Interfacility transfers (into and from facility)

· Fatality management

· Information sharing with local EOC, public health, and law enforcement in coordination with the Liaison Officer

· Staffing needs and requests of regional partners
· Documentation
	
	

	Initiate the Resource Accounting Record (HICS Form 257) to track equipment used.
	
	


	Demobilization Phase 
	Time 
	Initial 

	Debrief staff on lessons learned and procedural/equipment changes needed.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs (HICS Form 214) are completed
	
	

	Submit comments to the Incident Commander for discussion and possible inclusion in an after-action report; topics include:

· Review of pertinent position descriptions and operational checklists

· Recommendations for procedure changes

· Section accomplishments and issues
	
	


Planning

Job Action Sheet

Responsibilities:

1. Oversee all incident-related data gathering and analysis regarding incident operations and assigned resources, develop alternatives for operations, and conduct planning meetings.
2. Prepare the Incident Action Plan (IAP) for each operational period.
	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time 
	Initial 

	Receive appointment and briefing from the HMAC Manager
	
	

	Read this entire Job Action Sheet and review incident management team chart (HICS Form 207).  
	
	

	Determine need to appoint staff to assist with documentation, situational awareness and planning for needs of the coalition.
Complete the Branch Assignment List (HICS Form 204).
	
	

	Distribute the Section Personnel Time Sheet (HICS Form 252) to Planning Section personnel and ensure time is recorded appropriately
	
	

	In consultation with the HMAC Manager, establish the incident objectives and operational period. Initiate the Incident Objectives Form (HICS Form 202) and distribute to all activated HCC positions.
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Facilitate and conduct incident action planning meetings with Command Staff, Section Chiefs and other key positions to plan for the next operational period.  Coordinate preparation and documentation of the Incident Action Plan and distribute copies to the HMAC Manager and all Section Chiefs
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  
	
	

	Meet regularly with the HMAC Manager to brief on the status of the Planning Section and the Incident Action Plan.
	
	

	Initiate the Resource Accounting Record (HICS Form 257) to track equipment used during the response
	
	

	Attend command briefings and meetings.  
	
	

	Conduct regular situation briefings with Planning Section.
	
	


	Demobilization Phase 
	Time 
	Initial 

	Ensure collection of all HCC documentation and Operational logs from Command and Sections as positions are deactivated and sections demobilized.  
	
	

	Upon deactivation, brief the Incident Commander on current problems, outstanding issues, and follow-up requirements.
	
	

	Submit comments to the Incident Commander for discussion and possible inclusion in an after-action report; topics include:

· Review of pertinent position descriptions and operational checklists

· Recommendations for procedure changes
· Section accomplishments and issues
	
	


Logistics

Job Action Sheet

Responsibilities:

1. Organize and direct those operations associated with maintenance of the physical environment and with the provision of human resources, materiel, and services to support the incident activities.  
2. Participate in Incident Action Planning.
	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time 
	Initial 

	Receive appointment and briefing from the HMAC Manager
	
	

	Read this entire Job Action Sheet and review incident management team chart (HICS Form 207).  
	
	

	Determine need to appoint staff to assist with HMAC Support, materiel assignment and allocations according to the regional resource allocation plan.
Complete the Branch Assignment List (HICS Form 204).
	
	

	Participate in Incident Action Plan preparation, briefings, and meetings as needed; assist in identifying strategies; determine tactics, work assignments, and resource requirements.
	
	

	Ensure resource ordering procedures are communicated to appropriate Sections and requests are timely and accurately processed.  
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  Provide a copy of the Incident Message Form to the Documentation Unit.
	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Meet regularly with the HMAC Manager, Command Staff and other Section Chiefs to update status of the response and relay important information to Logistics Section’s Staff.  
	
	

	Ensure the following are being addressed:

· Communications

· Information technology/information services

· Provision of food and water for staff

· Provision of supplies

· Facility maintenance 

· Transportation services

· Establishment of Labor Pool

· Credentialing of staff and volunteers
· Documentation
	
	

	Initiate the Resource Accounting Record (HICS Form 257) to track equipment used during the response.
	
	

	Obtain needed materiel and fulfill resource requests with the assistance of the Liaison Officer.
	
	

	Continue to document actions and decisions on an Operational Log (HICS Form 214) and on an Incident Message Form (HICS Form 213).  
	
	


	Demobilization Phase 
	Time 
	Initial 

	Coordinate return of all assigned equipment to appropriate locations and restock HCC supplies.
	
	

	Ensure return/retrieval of equipment and supplies and return all assigned incident command equipment.
	
	

	Coordinate replacement of broken or misplaced items.
	
	

	Debrief Section staff on lessons learned and procedural/equipment changes needed.
	
	

	Upon deactivation of your position, brief the HMAC Manager on current problems, outstanding issues, and follow-up requirements.
	
	

	Submit comments to the Planning Section Chief for discussion and possible inclusion in an after-action report; topics include:

· Review of pertinent position descriptions and operational checklists

· Recommendations for procedure changes

· Section accomplishments and issues
	
	


Scribe

Job Action Sheet

Responsibilities:

1. Maintain and record all activity occurring within the section assigned under the direction of the section leader.
	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time 
	Initial 

	Receive appointment and briefing from the Planning section. This will include assignment to specific section to be assisting.
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis
	
	

	Maintain a notepad with chronological documentation of activities.
	
	

	When available, utilize the white boards, paper boards to share pertinent information under the direction of your section leader.
	
	

	Maintain the organizational chart – ensuring that any changes are recorded both on the chart and in the chronological documentation of activities.
	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis
	
	

	Maintain a notepad with chronological documentation of activities.
	
	

	When available, utilize the white boards, paper boards to share pertinent information under the direction of your section leader.
	
	

	Maintain the organizational chart – ensuring that any changes are recorded both on the chart and in the chronological documentation of activities.
	
	


	Demobilization Phase 
	Time 
	Initial 

	Compile all data and turn into the planning section chief
	
	


Incoming Communications Monitor

Job Action Sheet
Responsibilities:

1. Monitor incoming communication from assigned phone bank.
2. Monitor incoming communication from assigned email.
3. Monitor incoming communication from 800 MHz radio if applicable.
4. Maintain situational awareness.
5. Share incoming messages with the appropriate HMAC personnel.
	Position Assigned to:
	Date:       /          /
	Start: ____:____ hrs.

	Signature:
	Initials:
	End:  ____:____ hrs.


	Position Contact Information:  Phone:                                                        Radio Channel: 

	


	Activation Phase (0-2 hours)
	Time 
	Initial 

	Receive appointment and briefing from the Information officer
	
	

	Document all key activities, actions, and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Initiate the Incident Communications Log (HICS Form 205) and distribute to all HCC positions.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  
	
	

	Monitor assigned email and telephones.
	
	


	Operational Phase (2-12 hours)
	Time 
	Initial 

	Document all key activities, actions and decisions in an Operational Log (HICS Form 214) on a continual basis.
	
	

	Initiate the Incident Communications Log (HICS Form 205) and distribute to all HCC positions.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  
	
	

	Monitor assigned email and telephones.
	
	


	Demobilization Phase 
	Time 
	Initial 

	Compile all forms and organize in chronological order and submit to the Information Officer.
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EVENT
- incident or outbreak
- will need resources?
-SNS needed
- Evacuation
- Rural incident
- MnMMT needed 
- Decon event
Coalition Member Reference for HMAC Activation
Agency HCC Activated
RHPC notified
(320-654-2720 or 888-387-2862)
What do you need from HMAC?
HMAC Assistance needed (information, resources, coordination, etc.)
Nothing, just an FYI
HMAC will send out alerts and Survey Monkey situation report
HMAC will send “heads up” Notification to Coalition
Request Resources:
1) Vendors/MOUs
2) Local EM
3) HMAC
AAR
Coordinate your response with the local EM, PH, and HMAC as needed
You must contact HMAC again for additional needs or if situation changes
When you talk to RHPC, provide them with information about the situation
Demobilization
Script When You Call:
“I am [NAME] from [FACILITY].  I need to get ahold of our Regional Healthcare Coordinator.  Their name is [NAME OF RHPC].
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RHPC/PHPC notified  by: 
- Coalition Member
- Coalition Partner 
- Local Public Health
- MDH
-Local EOC 
-Local EM
RHPC/PHPC gather more info
HMAC needed?
Resource coordination?
Coordination of PH and Medical facilities?  
Need for communication?
Virtual or In-Person?
YES
NO
In-Person.  Choose location
Virtual. Conf call info
Notifications
- MNTrac Alert (to Coalition)
- Partners (MDH, LDH, etc)
Info Sharing needed?
Activate MNTrac Coordination Rooms (RHPC and PHPC)
Conduct HMAC Briefing
Discuss HMAC Staffing 
(see Org Chart)
Manage the incident
- Allocate Resources
- Share Information
- Coordinate with partners
- Repeat query for information and Survey Monkey as needed
Demobilization
No further action
Provide info as needed
NO
YES
AAR
EVENT 
That impacts healthcare or public health.
Central MN Region 
Healthcare Multi-Agency Coordination (HMAC) Activation Process

Contact HMAC Partners (RHPC, PHPC, Regional EMS, Regional EM, and SME as needed)
Rev. 6/2016
Send Coalition Notification (MNTrac, email, Survey Monkey)
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