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Introductions
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Course Introduction

Objectives:
• Identify the importance of an EOP

• Learn about the Incident Command System (ICS)

• Identify the most common types of EOP

• Identifying the strengths and weaknesses of different 
types of EOPs

• Identify required policies and procedures required by 
the CMS Emergency Preparedness Rule
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Course Objective

Upon completion of this course, 
students will demonstrate 
through exercises and discussion 
a basic understanding of how to 
construct an Emergency 
Operations Plan.
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Course Design

• The course is scheduled for 6 hours
• We plan to break for 5-10 minutes every 

hour
• There will be a 1 hour break for lunch.

• There will be some group activities 
throughout the course

• You will leave with materials to assist you in 
constructing an Emergency Operations Plan 
for your facility
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What is an Emergency?

A serious, unexpected, and often dangerous 
situation requiring immediate action.

Emergencies don’t always involve natural or 
man-made disasters (ran out of food, 
employees are on strike, scandal, etc.)
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What is an Emergency?

For this class, an emergency falls into three 
categories:

1. Natural Hazard (Tornado, Flood, Winter 
Storm, Flu)

2. Human Caused (Active Shooter, Terrorism, 
Cyber)

3. Technological (Train derailment, Chemical 
Spill, Utility Failure)

A serious, unexpected, and often dangerous 
situation requiring immediate action.
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Why Are We Here Today?

1992

Copyright 2018 Midwest Hazard Solutions, Co



EOP Workshop 9

Why Are We Here Today?

1994
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Why Are We Here Today?

2001
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Why Are We Here Today?

2005
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Why Are We Here Today?

2005
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Action vs. Inaction

In Both Scenarios, the outcome is the same.
I’m Dead.
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Do we remember this the same way we remember the 
deaths in Katrina?
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Why Are We Here Today?

2011

Mercy Hospital- Joplin, MO
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Why Are We Here Today?

2013
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Why Are We Here Today?

2013
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Why Are We Here Today?

2017
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Can This Happen Here?
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Can This Happen Here?
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Can This Happen Here?

September 21, 2018- Less than two months ago
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Why Are We Here Today?
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Why Are We Here Today?
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The #1 Key to Good Emergency Planning is

Believing the Plan will be Used
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Why Are We Here Today?

• When faced with emergency situations, medical 
facilities have proven ill prepared to respond.

• Emergency planning is an ethical and responsible 
practice.

• Failing to prepare is preparing to fail.

• We can do better.

• The CMS requirements are not going away.
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The CMS Requirements

“We believe that, 
currently, in the event of a 
disaster, healthcare 
facilities across the nation 
will not have the 
necessary emergency 
planning and preparation 
in place to adequately 
protect the health and 
safety of their patients.”

Federal Register- Published 9/16/16.  
Implementation 11/15/17
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The CMS Requirements

• The CMS is responding to what it sees as the complexities 
of actual emergencies and the inconsistencies of 
preparedness among providers.

• CMS states that the previous requirements were 
“insufficient” and the new requirements are 
“comprehensive.”
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What is an all-hazards approach?

When planning, you shouldn’t focus 
on just one hazard or threat.  The 
probability of one hazard or threat 
impacting your facility is difficult to 
determine.

Your plan should focus on all 
hazards that are possible in your 
area.
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The CMS Requirements

HAZARD SPECIFIC PROCEDURES

The results of your 
Hazard Vulnerability 
Assessment should 
identify the most 

relevant threats to your 
facility.  These threats 
should have their own 

specific procedures 
within your EOP.

Types of Threats

Bomb Threat

Evacuation

Extreme Cold

Extreme Heat

Fire

Flood

Missing Resident

Shelter in Place

Tornado

Utility Failure
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Example of a Policy: Shelter-in-Place

The biggest decision by our Incident 
Commander (or designee) may be whether 
to stay or go in response to a threatened or 
actual emergency.  These criteria should be 
met when deciding…

This decision is always based on the best 
interests of the residents; shelter-in-place is 
often the preferred method over facility 
evacuation due to the stress to residents 
associated with evacuation to another 
facility or alternate care site.
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Example of a Procedures: Shelter-in-Place

Once the Incident Commander makes 
the decision to shelter in place, the 
following activities occur:

✓ Action Item #1
✓ Action Item #2

What are typical procedures for Shelter in 
Place?
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The CMS Requirements

Our Recommendation: 
QUICK REFERENCE GUIDES
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Continuity of Operations

Continuity of Operations (COOP) is a means to 
ensure that Primary Mission Essential 
Functions continue to be performed during a 
wide range of emergencies.

What are some of the Mission Essential 
Functions of your organization?
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Continuity of Operations

Some essential elements to identify for a viable Continuity of 
Operations Plan

• Essential Functions
• Orders of Succession
• Delegations of Authority
• Continuity Facilities
• Continuity Communications
• Vital Records Management
• Devolution of Control and Direction
• Reconstitution
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Continuity of Operations

Four Phases of Continuity of Operations Activation

Phase 1- Readiness and Preparation

Phase 2- Activation & Relocation: plans, procedures, schedules to 
transfer activities, personnel, records, and equipment to alternate 
facilities are activated.

Phase 3- Continuity of Operations: full execution of essential operations 
at alternate operating facilities is commenced.

Phase 4- Reconstitution: operations at alternate facility are terminated 
and normal operations resume.
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Your Resource List
• We (Midwest Hazard Solutions) suggest every facility 

create and maintain a Resource List of organizations & 
businesses you can contact to provide supplies in an 
emergency.

Discussion
• What are some Resources your facility may depend on in 

an emergency?

Food Water Shelter Blankets Fuel Wheelchairs

Medication Counselors Generators Buses Flashlights Beds

Your Resource List will help you get these items faster
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Example of a Resource List
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Your Resource List

• With every resource, try to go Three Deep if 
you can
• Have three sources for food, water, 

generators, etc.  

TIP: Maintain three physical copies, a 
digital copy AND…

Ensure three members of your staff 
(preferably Logistics members) have 
these contacts in their cell phones!!
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Go Kits

Have Pre-packaged, easily mobile resources to 
take with you if you evacuate!
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Discussion- Supplies

1. How many days of meds does your 
facility have?

2. How about Food & Water?

3. What about Fuel for your Generator(s)?

4. Where would you get more?

5. What is your procedure if you were 
running out of any of the above?
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When to Use a Search Engine

• To find existing plans you may be able to 
examine or modify to fit your needs.

• To find relevant data about your location, 
such as Census Data.
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When to Use a Search Engine

• To find information on hazards or threats in 
your area.
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Break
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What is an 
Emergency Operations Plan?

An emergency operations plan (EOP) is a document 
which outlines how a facility will respond to an 
emergency.  The EOP sets guidelines to manage a 
disaster in an effective, efficient, and timely manner.  

The EOP typically calls for the establishment of the 
Incident Command System (ICS).  An emergency 
operations plan is activated on an as-needed basis and 
is designed to be used for all types of emergencies.
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What is the 
Incident Command System (ICS)?

• A management structure for command, 
control and coordination in chaotic events

• Needed when incidents require a 
coordinated effort to ensure an effective 
response and for the efficient, safe use of 
resources
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What is the 
Incident Command System (ICS)?

• Standardized, on-scene, all hazard incident 
management concept.

• Integrated organizational structure to match 
the complexities of incidents or events.
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What is the 
Incident Command System (ICS)?

• ICS uses principles that have proven 
efficiency and effectiveness in a business 
setting and applies principles to emergency 
and disaster response.

• ICS structure is the standard for emergency 
and disaster response.
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Span of Control

Copyright 2018 Midwest Hazard Solutions, Co



11/14/2018EOP Workshop 49

• The 5 Primary Functions of ICS are:

• Incident Commander (the Leader)
• Operations (the Doers)
• Planning  (the Planners)
• Logistics  (the Getters)
• Finance and Administration (Supporters)
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Incident Commander
• The Leader

• Activates and directs the response
• Establishes priorities and objectives
• Determines the size of the Incident 

Management Team and assigns roles
• Coordinates with other response 

partners
• EMS, fire, law enforcement, public health
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Command Staff
• As needed, the Incident Commander 

may appoint:
• Liaison/Public Information Officer 

(PIO)
• Safety Officer
• Medical Director/Specialist

• This group is collectively called the 
“Command Staff.”

INCIDENT COMMANDER
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The Liaison/PIO:

• Communicates with external partners
• Provides information to residents, staff 

and family/guardians
• Develops public information/messages

LIAISON/PUBLIC 
INFORMATION OFFICER
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• The Safety Officer:
• Ensures the safety of residents, 

staff, and family/guardians
• Identifies risks to the facility
• Advises IMT staff about any 

unsafe conditions and 
recommends corrective action.
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• The Medical Director/Specialist
• Oversees medical services
• Assists with the medical management 

of residents and injured staff
• Advises the Incident Commander and 

staff regarding medical, 
biological/infectious, ethics, or 
hazmat implications due to the 
incident.
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Incident Command System (ICS)?

General Staff

• General staff include the:
• Operations Section Chief
• Planning Section Chief
• Logistics Section Chief
• Finance and Administration Section Chief
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Incident Command System (ICS)?

Operations

• The “Doers”:
• Coordinate tactical activities and implement 

actions consistent with the objectives identified 
by the Incident Commander
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Incident Command System (ICS)?

Residential Services Branch

• Functions managed by the Residential Services 
Branch under Operations:

• Admission/Transfer and Discharge
• Nursing
• Medical Records
• Psychosocial
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Incident Command System (ICS)?

Infrastructure Branch

• Functions managed by the Infrastructure Branch 
under Operations:

• Dietary
• Physical Plan
• Environmental
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Incident Command System (ICS)?

Planning

• The “Planners”:
• Collect and report status information
• Prepare the Incident Action Plan (IAP) and other 

necessary forms and reports
• Support incident objectives established by the 

Incident Commander
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Incident Command System (ICS)?

Logistics

• The “Getters”:
• Acquire necessary staff, stuff and space
• Support IMT operations
• Ensure preservation of essential services and 

maintain facility supplies, equipment, 
transportation, and labor pool
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Incident Command System (ICS)?

Finance and Administration

• The “Supporters”:
• Track response costs and expenditures
• Purchase supplies and equipment
• Maintain detailed records
• Prepare payroll
• Perform clerical tasks
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Incident Command System (ICS)

ICS Flexibility & IMT Size

• The size of the IMT is influenced by certain factors 
including the:

• Type of incident
• Magnitude of impact to your facility
• Span of control

• No IMT member should supervise more 
than 3 to 7 people (average is 5)
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Incident Action Planning

• The six essential steps of Incident Action Planning 
are:

1. Understand the facilities policies and direction
2. Assess the situation
3. Establish incident objectives
4. Determine appropriate strategies to achieve 

objectives
5. Give tactical direction and ensure that it is 

followed
6. Provide necessary back-up when tactical 

direction is initiated
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Management by Objectives

• The Incident Commander sets the overall objectives
for response and recovery

• Once the Incident Commander has established 
the overall objectives, the IMT staff will develop 
strategies for each section.

• As the response evolves, needs and priorities may 
change, leading to revisions of the objectives and 
strategies.
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Incident Action Planning
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Questions

1. Who would likely be the Incident Commander at your 
facility?

2. What is the difference between an Incident Commander 
and a Section Chief?

3. Does your facility currently have a similar structure for 
emergency response?

4. Does your facility have a PIO (Public Information 
Officer)?
1. Is there a plan to communicate with loved 

ones/family members during a crisis?
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Making your 

Emergency Operations Plan
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Six Steps in the Emergency Planning 
Process

1. Make a Planning Team

2. Understand the Situation (i.e.- Know your hazards and 
threats)

3. Determine Goals and Objectives

4. Develop the Plan

5. Prepare, Review, and Approve the Plan

6. Implement and Maintain the Plan
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Step 1: Creating your Planning Team

Your planning team should include a diverse sub-set of your 
organization.

1. DO NOT plan with one person
2. DO NOT only include people who work the day shift
3. DO NOT fill your team with only the leaders of your 

organization.

4. DO include people from all shifts
5. DO include people from all occupations (cooks, 

maintenance, housekeeping, accounting, facility owner)
6. DO make sure at least one person from each shift is 

represented 
7. DO consider having the person who has worked at your 

organization the longest on your team.
8. DO meet frequently and be open to all input
9. DO form a partnership with local first responders and 

neighboring businesses.
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Why Should You Use a TEAM 
Approach to Planning?
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What Should the Planning Team Do First?

Step 2: Understand the Situation
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Hazard Vulnerability Assessment

Emergency Operations Plan

Policies and Procedures

Tabletop Exercise

Full-Scale 
Exercise
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The CMS Requirements

Hazard Vulnerability Assessment (HVA)

Create your 
Planning Team

Research your 
community’s 

hazards

Analyze & score 
your specific 

hazards

Analyze critical 
systems related to 

your top 3-5 
hazards

Prioritize staff’s 
training needs

Implement 
mitigation 
procedures
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How to Identify Threats and Hazards

1. Make a Map
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See Page 8 in your EOP Workbook
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How to Identify Threats and Hazards

2. Find Your County Hazard Mitigation Plan

• Search for Lincoln County Minnesota Hazard Mitigation 
Plan

• Risk Assessment is always Chapter 4 in a Hazard
Mitigation Plan.
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How to Identify Threats and Hazards

3. Ask your long-term employees, or even your residents

People who have lived through a disaster generally recall it in 
great detail.

Employees who may have worked in your facility at the time 
may possibly recall the impact to the facility.
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How to Identify Threats and Hazards

4. Google is your friend; look for resources which may show 
hazards that have occurred in similar facilities.

Some Google Search Terms

Nursing Home Evacuated
Hospital Evacuated

Hospital Shelter in Place
Nursing Home Shelter in Place

Missing Patient

Look in “News” section of Google
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Step 3: Develop Goals and Objectives

Once your planning team has identified your threats and hazards, 
the team should begin developing goals and objectives for each 
highly ranked threat.

Goals are broad, general statements that indicate the desired 
outcome in response to the threats and hazards identified by the 
planning team in the previous step.  

Goals and objectives will help you identify when major activities 
are complete and what defines a successful outcome.
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Step 3: Develop Goals and Objectives

The planning team should develop at least three goals for addressing 
each threat.  Those goals should indicate the desired outcome for:

• Before
• During
• And After each threat or hazard.  

Example Goals for a Fire:
1. (Before) Prevent a fire from occurring within the facility
2. (During) Protect all persons from injury and limit property damage by 

the fire.
3. (After) Provide necessary medical attention to all in need.
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Step 3: Develop Goals and Objectives

Objectives are specific, measurable actions that are necessary to 
achieve the goals.  You may need to identify multiple objectives in 
support of a single goal.  Let’s assign objectives to the first of the 
goals we made for a Fire:

Goal 1: (before) Prevent a fire from occurring within the facility.

Objective 1: Provide fire prevention training to all staff who 
use combustible materials or equipment.

Objective 2: Store combustible materials in fireproof 
containers or rooms.
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Step 4: Plan Development

Identify Courses of Action

• Courses of action include criteria for determining how and when 
each response will be implemented under a variety of 
circumstances.

• Subsequently, the planning team develops response protocols and 
procedure to support these efforts.

Possible courses of action are typically developed 
using the following steps:

• Depict the scenario
• Determine the amount of time available to respond
• Identify decision points
• Develop courses of action
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Step 4: Plan Development

Select Courses of Action

• After developing courses of action, planners compare the costs and benefits of 
each proposed course of action against the goals and objectives.
• Example: PRO- We can shelter-in-place in a center room of the building, 

CON- but we may not be able to maintain heating/cooling and we won’t 
have a place for patients to sleep comfortably.

• Based on this comparison, planners select the preferred course or courses of 
action to move forward in the planning process.

After selecting courses of action
• The planning team identifies resources necessary to accomplish each course of 

action without regard to resource availability.

• Once the planning team identifies all of the requirements, it begins matching 
available resources to requirements.
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Step 5: Plan Preparation, Review, & Approval

Format the Plan
• An effective Emergency Operations Plan is presented in a way that makes it easy 

for users to find the information they need quickly and is compatible with all 
CMS requirements.

Write the Plan
• As the planning team works through the draft, members should add necessary 

tables, charts, maps, forms, and other supporting graphics.

Review the Plan
• Planners should check the written plan for CMS compliance as well as for its 

usefulness in practice.

Approve and Share the Plan
• After finalizing the plan, the planning team should present it to the appropriate 

leadership and obtain official approval of the plan.
• The team should then share the plan with its staff and any community partners 

who have a responsibility or are mentioned in the plan.
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Step 5: Plan Preparation, Review, & Approval

Format the Plan

• There currently is no mandate on the particular 
format of an EOP by the CMS.  

• An EOP’s format is “good” if the EOP users 
understand it, are comfortable with it, and can 
use it to extract the information they need.
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Step 5: Plan Preparation, Review, & Approval

Format the Plan

• In designing a format for your EOP, the planning 
team should consider:

• Organization.  Does the EOP deliver the information one needs, or 
do users have to sift through irrelevant information?

• Progression.  In any one section of the EOP, does each element 
seem to follow the previous one, or are some items strikingly out 
of place?

• Consistency.  Does each section of the EOP use the same logical 
progression of elements, or must the reader reorient themselves in 
each section?
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Step 5: Plan Preparation, Review, & Approval

Format the Plan

• In designing a format for your EOP, the planning 
team should consider:

• Adaptability.  Is information in the EOP organized so that the EOP 
may be used in unanticipated situations?

• Compatibility.  Does the EOP format promote or hinder 
coordination with other facilities, agencies, or responders?  
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Step 5: Plan Preparation, Review, & Approval

Formatting Suggestion

Emergency 
Operations Plan

Basic Plan Functional Annexes
Threat and Hazard 
Specific Annexes
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Step 5: Plan Preparation, Review, & Approval

Basic 
Plan

Introductory Material

Purpose and Situation Overview

Concept of Operations

Organization and Assignment of Responsibilities

Direction, Control, and Coordination

Information Collection, Analysis, and 
Dissemination

Training and Exercises

Administration, Finance, and Logistics

Plan Development and Maintenance

Authorities and References
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Step 5: Plan Preparation, Review, & Approval
Introductory MaterialBasic Plan

Cover Page
The cover page includes the title of the plan, a date, and the facilities 
covered by the plan.
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Step 5: Plan Preparation, Review, & Approval
Introductory MaterialBasic Plan

Promulgation Statement/Signature Page
This area contains a signed statement formally recognizing and adopting your EOP.  It 
gives both the authority and the responsibility to facility staff to perform their tasks 
before, during, or after an incident.  It should be signed by the administrator or 
another authorized official.

Copyright 2018 Midwest Hazard Solutions, Co



EOP Workshop 92

Step 5: Plan Preparation, Review, & Approval
Introductory MaterialBasic Plan

Approval and Implementation Page
The approval and implementation page introduces the plan and outlines it 
applicability, and indicates that it supersedes all previous plans.  It includes a 
delegation of authority for specific modifications that can be made to the plan 
and by whom they can be made without the administrator’s signature.  It also 
includes a date and should be signed by the authorized administrator.
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Step 5: Plan Preparation, Review, & Approval
Introductory MaterialBasic Plan

Record of Revisions
Each update or change to the plan should be tracked.  The record of changes, 
usually in a table, contains a change number, date of the change, the name of the 
person who made the change, and a summary of the change.
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Step 5: Plan Preparation, Review, & Approval
Introductory MaterialBasic Plan

Record of Distribution
The record of distribution indicates the title(s) and the name(s) of the 
people receiving the plan, the agency to which the recipient belongs, 
the date of delivery, and the number of copies delivered.
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Step 5: Plan Preparation, Review, & Approval
Introductory MaterialBasic Plan

Table of Contents
The table of contents is a logically ordered, clearly identified layout of 
the major sections and subsections of the plan that will make finding 
information within the plan easier.
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Step 5: Plan Preparation, Review, & Approval
Introductory MaterialBasic Plan

All Hazards Approach
Note that this plan does not list specific hazards; just specific 
FUNCTIONS.  (ESF= Emergency Support Functions)
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Purpose and Situation Overview

Purpose
The purpose sets the foundation for the rest of the EOP.  The Basic Plan’s 
purpose is a general statement of what the EOP is meant to do.  The 
statement should be supported by a brief synopsis of the Basic Plan and 
annexes.
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Purpose and Situation Overview

Situation Overview
The situation overview explains why the EOP is needed.  The situation 
section covers areas such as:

• Threats and hazards that pose risk to your facility and 
would result in a need to use the plan

• Dependencies on parties outside your facility for critical 
resources (fire department, fuel company, food vendors, etc.)
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Concept of Operations

The Concept of Operations section explains in broad terms the facility’s intent in 
regard to an operation.  This section is designed to give an overall picture of how 
the facility will protect patients, staff and visitors.  It should include:

• Identify those with authority to activate the plan (administrator, charge nurse, 
emergency preparedness director, etc.)

• Describe how plans take into account your facility’s structure, patient needs, 
and communication methods of individuals with disabilities & others with 
access and functional needs.

• Identify other response and support agency plans that support the 
implementation of your plan (county EOP, MDH EOP, etc.)

• Explain the primary purpose of actions taken before an emergency is to 
prevent, protect from, and mitigate the impact on life or property.

• Explain that the primary purpose of actions taken during an emergency is to 
respond to the emergency and minimize its impact on life or property

• Explain that the primary purpose of actions taken after an emergency is to 
recover from its impact on life or property.
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Concept of Operations
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Organization and Assignment of Responsibilities

Provide an overview of the roles and responsibilities of staff and 
community partners (first responders, counselors, etc.), and of 
organizational functions during all emergencies.

• Individuals the planning team may wish to include in this section of the plan 
are firefighters, administrators, nurses, cooks/dietary, bus drivers, social 
workers, support personnel, housekeeping, counselors, maintenance staff, etc.

• The following is an example of the type of information that would be included 
in the plan to describe the broad roles and responsibilities of nurses during all 
emergencies.

✓ Direct patients and staff to shelter-in-place or to proceed to the evacuation 
area.

✓ Track all patients and staff throughout the emergency.
✓ Report missing patients or staff to the Incident Commander.
✓ Provide medical treatment for injured patients and staff members
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Organization and Assignment of Responsibilities
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Direction, Control, and Coordination

Plan the framework for all direction, control, and coordination 
activities.  Explains the following:

• The ICS structure used by the facility
• Which positions will fill each ICS role

• Example: The charge nurse will take on the role of Incident 
Commander

• The lead medical tech will take on the role of Logistics 
Section Chief

• Show the relationship between your EOP and the broader 
community’s emergency management system.

• Identify in your facility who has control of the equipment, 
resources, and supplies needed to support your EOP.
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Direction, Control, and Coordination
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Step 5: Plan Preparation, Review, & Approval
Basic Plan

Information Collection, Analysis, and 
Dissemination

This section addresses the role of information in the successful 
implementation of the activities that occur before, during, and after an 
emergency.

Types of information that may be helpful in the successful implementation 
of response activities before, during and after an emergency include:
• Before and during: weather reports, law enforcement notices, crime reports, 

outdoor warning sirens, traffic cameras, local news
• After: Mental health agency websites & hotlines, emergency management 

websites or call centers assisting in all aspects of recovery.

For each of the identified types of information, provide answers to the 
following questions
• What is the source of the information?
• Who analyzes and uses the information?
• How is the information collected and shared?
• What is the format for providing the information to those who will use it?
• When should the information be collected and shared?
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Training and Exercises

This section describes the critical training and exercise 
activities the facility will use in support of the plan.  This 
includes core training objectives and frequency to ensure 
staff, volunteers, and community representatives understand 
roles, responsibilities, and expectations.

This section also establishes the expected frequency of 
exercises to be conducted by the facility.  Content may be 
influenced based on specific requirements by CMS.  Exercises 
should range from basic fire drills and shelter-in-place drills 
to full-scale community wide exercises that realistically 
portray a crisis and show the role the facility may take within 
the community.
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Training and Exercises
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Administration, Finance, and Logistics

This section covers general support requirements and the availability of services 
and support for all types of emergencies, as well as general policies for 
managing resources.  It should identify and reference policies and procedures 
that exist outside the plan.  This section should:

• Identify administrative controls (e.g.- overtime authority, budget and 
acquisition policies and procedures) and requirements that will be used to 
provide resource and expenditure accountability

• Briefly describe how the facility will maintain accurate logs/documentation 
of activities during an emergency.

• Briefly describe how vital records will be preserved and transferred (this 
may be contained in a COOP Annex)

• Identify general policies for keeping financial records, tracking resource 
needs, tracking the source and use of resources, acquiring ownership of 
resources, and compensating the owners of privately-owned resources (like 
buses or rental equipment).
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Plan Development and Maintenance

This section describes the overall approach to planning and the 
assignment of plan development and maintenance responsibilities.  
This section should:

• Describe the planning process, participants on the planning team, 
and how development and revision of different sections of the EOP 
are coordinated before an emergency.

• Assigns responsibility for the overall planning and coordination to a 
specific position or person

• Provides for the regular cycle of training, evaluating, reviewing, and 
updating of the EOP
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Authorities and References

This section provides the legal basis for emergency operations 
and activities, and includes 

• List of laws, statutes, ordinances, executive orders, regulations 
and formal agreements to emergencies. 
• For your facilities, many of these will be the CMS or NFPA 

requirements.

• Provisions for the succession of decision-making authority and 
operational control to ensure that critical emergency functions 
can be performed throughout the disaster.
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Step 5: Plan Preparation, Review, & Approval
Basic Plan Authorities and References

Copyright 2018 Midwest Hazard Solutions, Co



112

Functional Annexes

Functional annexes focus on critical operational functions and the 
courses of action developed to carry them out.  Your functional 
annexes should be based on the needs of your facility, and as 
situations or threats evolve, you may need to prepare additional 
or different annexes.

While each function should be described separately, it is 
important that many functions will occur consecutively.  For 
example, you may implement a shelter-in-place annex while also 
issuing a missing resident annex.

Functions may build upon one another and overlap; it is not 
necessary to repeat a course of action in one functional annex if it 
appears in a second functional annex.  For example, if an 
evacuation occurs and you have a Tracking Patients/Residents 
annex, you do not have to include the Tracking Patients/Residents 
in your evacuation annex.

EOP Workshop
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Functional 
Annexes

Evacuation Annex

Plan your course of action to evacuate the facility

The planning team should consider the following when developing 
goals, objectives, and courses of action:

• How to safely move residents, staff, and visitors to designated 
assembly areas from outside areas, the dining area, and from 
individual rooms.

• How to evacuate when your primary evacuation route is 
unusable.

• How to evacuate residents who have access & functional needs.

• What medications, equipment, and records need to evacuate 
with you.

EOP Workshop
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Functional 
Annexes

Lockdown/Security Annex

Plan your course of action to secure the facility and grounds during 
incidents that pose an immediate threat of violence in or around the facility.  
The primary objective of a lockdown is to quickly ensure all 
patients/residents, staff, and visitors are secured in rooms away from 
immediate danger.

The planning team should consider the following when developing goals, 
objectives, and courses of action:

• How to lock all exterior doors, and when to do so.
• How particular building characteristics (windows) may impact possible 

lockdown courses of action.
• What to do if the threat materializes within the facility.
• When to use different variations of a lockdown (outside activities are 

cancelled, doors are locked, visitors are limited or monitored closely) but 
all other operations continue as normal.

EOP Workshop
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Functional 
Annexes

Shelter-In-Place Annex

Plan your course of action for when residents/patients, visitors, and staff 
are required to stay indoors, perhaps for an extended period of time, 
because it is safer inside the building than it is outside.  The threat or 
hazard may dictate how you shelter in place (i.e.- chemical hazard may 
require rooms that can be sealed or without windows; or a weather shelter 
in the event of a tornado.

The planning team should consider the following when developing goals, 
objectives, and courses of action:
• What supplies will be needed to seal the room and to provide for the 

needs of the residents and staff 
• How a shelter-in-place may affect individuals with access and functional 

needs, such as patients who require regular administration of 
medication.

• How to move residents when the primary route is unusable.

EOP Workshop
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Functional 
Annexes

Accounting for All Persons Annex

Plan your course of action for accounting for the whereabouts and well-
being of residents/patients, staff, and visitors, and identify those who may 
be missing.

The planning team should consider the following when developing goals, 
objectives, and courses of action:

• How staff will determine who is in attendance if an assembly/staging 
area is needed.

• What to do if a resident/patient, staff member, or visitor cannot be 
located.

• How staff will report to the assembly/staging supervisor.
• How and when residents/patients will be released from the 

assembly/staging area.

EOP Workshop
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Functional 
Annexes

Communications Annex

Regardless of the emergency, you will need to 
communicate with:

• Staff
• Patients/Residents
• Visitors
• First Responders
• Media
• Loved Ones/Family Members

Your communications annex provides a guideline 
for how you will handle such communications.

EOP Workshop
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Functional 
Annexes

Communications Annex

EOP Workshop

Different forms of communication
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Functional 
Annexes

Communications Annex

How will you communicate with staff during an 
emergency?

How about residents/patients?  How will you 
ensure they continually get the information they 
need?

If the media shows up or calls, who can talk to 
them and what can they say?

EOP Workshop
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Functional 
Annexes

Transportation Annex

This annex details how you will transport your 
patients/residents if needed.

This annex will have information on where your 
keys are stored if you have vehicles, or how to 
contact buses or other means of transportation in 
an emergency.

You should also detail where the buses/vehicles 
should arrive, how they will be loaded, and where 
you expect they may go (and how to get there).

EOP Workshop
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Thinking Outside the Box

Seldom will your emergencies align 100% with your plan.  You 
need to learn to think on your feet in order to find contingencies 
when things are not going your way.

For instance:

1. What would you do if you need buses, and you are unable to 
obtain them?

2. How can you keep your residents/patients cool if you are 
unable to restore Air Conditioning on a hot day?

3. How can you quickly reach loved ones/family members if 
the phones are not working?

4. How can you ensure your facility gets food if your shelter-
in-place lasts for a week?
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Emergency Support Functions
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Emergency Actions

Often, when preparing goals and objectives, you will begin to 
realize there are only really two key actions your facility takes 
during an emergency.

Evacuate

Fire

Building Damage

Long-term Utility Failure

Flood (Internal)

HVAC Failure

Internal HazMat Exposure

Gas Leak

Shelter-In-Place

Tornado

Severe Thunderstorm

Blizzard

Ice Storm

Temperature Extremes

Epidemic

Communications Failure

Active Shooter

Every Facility Should Master Their Evacuation & Shelter-In-Place Processes!!

Copyright 2018 Midwest Hazard Solutions, Co



EOP Workshop 124

Emergency Actions

Another word for Key Actions is FUNCTIONS.  Functions are 
actions you may utilize for various types of emergencies.

Evacuate

Fire

Building Damage

Long-term Utility Failure

Flood (Internal)

HVAC Failure

Internal HazMat Exposure

Gas Leak

Shelter-In-Place

Tornado

Severe Thunderstorm

Blizzard

Ice Storm

Temperature Extremes

Epidemic

Communications Failure

Active Shooter

Other common functions include the sharing of public information, obtaining 
resources, or restoring utilities.
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Emergency Support Functions

Copyright 2018 Midwest Hazard Solutions, Co

Hazard Based Plans Functional Based Plans

Tornado Transportation

Hail Communications

Winter Storm ICS (Incident Command)

Active Shooter Shelter In Place

Flood Resource Support

Fire Health and Medical Care

Missing Person Missing Person

Hazardous Material Evacuation

HVAC Failure Facility Management

High Winds Security

Bomb Threat Recovery

Mass Casualty Public Affairs (Media)

Hostage Situation Mitigation

Extreme Heat Volunteers & Donations

See page 
14 & 15 in 
your EOP 
Workbook
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Evaluating your 

Emergency Operations Plan
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Evaluating Your EOP

• Evaluation of your plan should be an ongoing 
process

• Your plan should be evaluated when:

• You have conducted an exercise
• Your facility has gone through a real-

world event
• When new threats or hazards emerge
• At least annually to ensure information in 

the plan remains current
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Evaluating Your EOP

• Evaluate your plan after taking part in any 
exercise

• Part of the exercise process is evaluating the 
strengths & weaknesses in your plan

• After the exercise, conduct a hotwash of 
participants to gather feedback on 
strengths and weaknesses

• Update your plan based on lessons 
learned in your exercise.
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Evaluating Your EOP

• Evaluate your plan when your facility has 
gone through a real-world event

• The best test of your plan will be when it is 
utilized in a real event.

• Like an exercise, perform a hotwash once 
the situation has resolved itself.

• Identify what went right and what went 
wrong, and update your plan accordingly.
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Evaluating Your EOP

Conducting a Hotwash

Following an exercise or real-world event, gather 
those who played key roles in the event to provide 
feedback.

The Hotwash should be facilitated by a moderator, 
often someone who was not involved in the event.

The moderator will ask questions regarding the 
emergency, starting with what occurred before the 
emergency, the response during the emergency, and 
the recovery of the emergency.
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Evaluating Your EOP

• Evaluate your plan after new threats or 
hazards emerge.

• There are always new threats, examples 
would be:

• Cybersecurity

• A new manufacturing facility being 
erected near your facility.

• An emerging outbreak, such as Ebola or 
H1N1

When you recognize a new threat, re-evaluate your 
plan to ensure you can deal with the threat(s) 
accordingly.
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Evaluating Your EOP

• Evaluate your plan at least once a year to 
ensure the plan is current.

• Utilize crosswalks to ensure your plan has all 
of the CMS requirements met.
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Evaluating Your EOP

Love Thy Neighbor

Have neighboring or similar facilities review 
your plan and give you feedback.

Do the same type of review for them.

This is called a PEER Review.
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Recovery Planning

An often overlooked but very vital role in your EOP 
is planning for Recovery.

Your plan should include how to return your 
facility to normal operations.

Include an Emergency Support Function for 
Recovery.
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Recovery Planning

Your Recovery Plan should include:

• Who will inspect the facility and give the OK to 
return.

• Who will coordinate the return of your 
residents/patients?

• Who makes the decision when to return?
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Online EOP Resources

https://asprtracie.hhs.gov/

A collection of online resources for disaster 
planning, including:

• One-on-one support from Technical 
Assistance Specialists

• A collection of preparedness material

• Links to exercise/evaluation resources
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Online EOP Resources

https://preptoolkit.fema.gov/web/hseep-resources

Homeland Security Exercise & Evaluation Program 
(HSEEP) Toolkit

Online toolkit to assist with 
development, documentation, and 

delivering emergency exercises.
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Online EOP Resources

https://www.dhs.wisconsin.gov/preparedness/toolkits.htm

CMS Emergency Preparedness Rule Toolkits

Facility Specific Planning Templates
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Online EOP Resources

CAHF Disaster Preparedness Program

Templates for:
• Plans
• Exercises
• Procedures

https://www.cahfdisasterprep.com/
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Online EOP Resources

Florida Health Care Association Emergency Preparedness

https://www.ltcprepare.org/
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Online EOP Resources

Emergency Preparedness Rule
Go straight to the source for templates & checklists

https://www.cms.gov/Medicare/Provider-Enrollment-and-
Certification/SurveyCertEmergPrep/Emergency-Prep-Rule.html/

Templates
FAQ’s

Trainings
Guidance

UPDATES
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Online EOP Resources

Missouri Hospital Association Emergency Preparedness

https://web.mhanet.com/emergency-preparedness.aspx

Packed with information

Includes on-demand education on the CMS 
preparedness rule, hazard-specific resources, 

and links to online training sites.
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Online EOP Resources

Kansas Hospital Association
Hospital Emergency Preparedness Program

http://www.kha-
net.org/criticalissues/hospitalpreparednessprogram/

CMS Info
Links to Crosswalk

Link to Emergency Preparedness Resources
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Contact Midwest Hazard Solutions with questions and/or 
concerns regarding your EOP and we’ll do our best to 

answer them.

Please e-mail and allow up to 72 hours for a response.

rholbeck@midwesthazardsolutions.com
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Feedback Forms
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