 SEQ CHAPTER \h \r 1Comprehensive Emergency Management Plan (CEMP)

Formatting Suggestions

Follow the cross-walk applicable for your facility type to describe and explain the big picture of your comprehensive emergency management plan.  These documents are available for download at:

http://volusia.org/emergency/cemp.htm
Create a Section for Agreements:
Agreements with Hosting Facilities – evacuating to
Consider placing maps and directions behind each agreement (secondary route to be completely different from the primary route).
Agreements with Receiving Facilities – sheltering another facility
Agreements with Vendors
Food, water, pharmacy, generator, supplies, linen, pharmacy, etc.

Agreements with Transportation Providers

Facility-Owned Vehicles

Staff’s Personal Vehicles

Commercial Buses

Rental (U-Haul)

Other (taxi, volunteers)

Create a Section for Evacuating Procedures:
Describe the roles and responsibilities for all staff members:

Assisting residents

Residents’ records/medications

Supplies (food, water, bedding, linen, etc.)

Coordinating with hosting facilities

Coordinating transportation

Tracking residents and their belongings

Communicating with family members, AHCA, local Emergency Management

Communicating while at the host facility (administrator, staff, resident’s family member)

Returning home (inspecting the facility, notifying staff and resident’s family members when the facility will open)

Create a Section for Receiving Procedures:
Describe the roles and responsibilities for staff members as applicable:

Preparation prior to receiving residents and staff from another facility

Logging arrival and departure of residents and staff

Orienting residents and staff to the facility

Review policies and procedures with receiving staff

Coordinate use of facility (meals, showering, activities, etc.)

Identify area for sleeping

Identify area for storing records, med carts and daily paperwork

Create a Section for Hazard Procedures:
List each hazard (fire, tornado, missing resident, etc.)

Identify the policy, procedures and specific roles by position (if applicable)

Create a Section for Fire Safety Plan:
The fire safety plan is a separate document to be included in your CEMP.  Annually, the local fire department needs to review and approve your fire safety plan.
Create a Telephone Directory for:
Staff

Emergency Service Providers (911, hospital, Red Cross, utility companies, etc.)

Agreements with Facility and Transportation Providers

Vendors (food, water, pharmacy, supply companies, etc.)

History & Lessons Learned:

Describe the emergency event that required you to implement your plan and what was learned.  If you did not have an event, write a statement, including the year (such as 2010) stating this fact.   This information needs to be updated every year and consider putting it in chronological order.
Training Schedule & Exercises:
Provide a training schedule (for the next 12-month period) for all employees (indicate the month and what type of training for staff).  Examples of training:  review all staff's emergency roles, review policies and procedures for the various hazards (such as elopement, fire, power outage).
Provide a drill/exercise schedule (for the next 12-month period) for exercising all or portion of the plan.  Drills should identify the portion of the plan exercised, the goal, what was substantially accomplished, and any deficiencies.

Practice - Practice – Practice Your Plan 
Miscellaneous:
Generator – instructions how to use, maintenance, what does it power (lights, refrigerator/freezer, AC/Heat).
Insure the plan is accessible for all staff to easily obtain and user friendly.
Have back-up plans in all areas (what ifs) - modify the plan as your needs change.
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