 SEQ CHAPTER \h \r 1INSTRUCTIONS FOR

COMPREHENSIVE EMERGENCY MANAGEMENT PLAN
REVIEW PROCESS
FOR HEALTHCARE FACILITIES

Annual Review - Updates
When submitting annual updates, please complete the 2-page form titled: Updates for Annual Comprehensive Emergency Management Plan Review and attach the updates.  Please thoroughly review your plan to insure all the information is current, changes have been clearly identified (highlighted, italicized, etc.) and typewritten.
New Plan or Completely Rewritten
When submitting a completely new or rewritten plan, please complete the appropriate cross-walk document and attach the plan:
Assisted Living & Nursing Homes will use the following cross-walk:

· Development/Review of CEMP (Assisted Living and Nursing Homes Facilities) – Rev. 12/20/10
Adult Day Care Centers, Ambulatory Surgical Centers & Hospitals will use the following cross-walk:

· AHCA’s Emergency Management Planning Criteria established for that particular facility type
All facilities are to provide two (2) drills within the past 12 months exercising all or a portion of your disaster plan.  Drills should identify the portion of the plan exercised, the goal, what was substantially accomplished, and any deficiencies.
On the cross-walk, please indicate by each criterion (page number, paragraph, etc.) where the information can be found in your plan.  The Development/Review document provides detailed guidelines and illustrations.  These examples should not to be construed as detailed and complete procedures.  
General Information for Submitting Updates or Complete Plan
Submit a copy of your information to: 


Volusia County Emergency Management Division 


49 Keyton Drive, Daytona Beach, Florida 32124


Attention:  Gina Klimas
As a reminder:

· annual updates must be received 45-60 days prior to the expiration of your approval certificate;

· insure pages are numbered correctly and all references (attachments, annexes, appendices, etc.) are correctly identified; 

· insure procedures are detailed and clearly stated.

Operational and support roles for all facility staff - Insure the SOP (standard operating procedures) describes what each staff member would do when your facility would:  (1) evacuate to another facility and (2) receives residents from another facility (if #2 is applicable).  Each staff member has their daily responsibilities and duties to perform.  During an emergency, their responsibilities and duties would most likely change.  The SOP must identify the roles for all staff – and not just key management.  The SOP is not the staff’s day-to-day job description.
Types of agreements to be submitted, but not be limited to, to fulfill the requirements of the plan:
· Sheltering (Host or Receiving a facility)

· Transportation (commercial, facility owned vehicle, staff, other facilities vehicles, etc.)

· Vendors (rental companies, contractors, water, food, pharmacy, fuel, generator, supplies, contractors, etc.)
The following documents are available for download at:  http://volusia.org/emergency/cemp.htm
1. Instructions for CEMP Review Process (annual updates, new plans, rewritten plans)
2. Form - Updates for Annual Comprehensive Emergency Management Plan Review  
3. Cross-Walk for ALF & NH - Development/Review of CEMP

4. Formatting Suggestions

5. State’s Criteria for each type of facility (ADC, ASC and hospitals will use these cross-walks)
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