Emergency Preparedness Program Compliance Calendar
FACILITY NAME / DATE

	EMERGENCY PREPARDNESS PROGRAM & PLANNING SCHEDULE 

	Tasks
	Responsible
	Frequency
	Date
	Comments

	Annual Hazard Vulnerability Analysis 
	* Person (or team)  designated responsible for the EPP
	Annually 
	January
	· Multidisciplinary Team will complete the internal HVA
· Present & discuss with local Emergency Management

	Annual Mitigation Plans 
	* Person (or team)  designated responsible for the EPP
	Annually 
	January 
	· Based on HVA, determine higher relative risks and consider mitigation plans to reduce risk 

	Annual Compliance Calendar
Includes: EPP Program & Planning, Training and Testing Schedules 
	* Person (or team)  designated responsible for the EPP
	Annually
	February 
	· Create calendar to effectively manage program compliance

· Develop overall plans and review with Facility Leadership and EM Stakeholders (Facility and Community) 

	*  Quarterly EPP Team Meetings (OPTIONAL) : Although designating one person responsible for the overall EP Program, using a “Team” approach and having a standing team meeting to develop and maintain the program is a suggested best practice.
	* Person (or team)  designated responsible for the EPP
	Quarterly Meetings
	March

June

September

December
	· Review any recent events

· Review and approve EPP Annual Reviews  (see below) 
· Review and plan training or exercises

· Review and provide action on the Mitigation Plan and any Improvement Plans from Exercises or Real Event

	Initial compliance review and updates may take a more robust approach & will require work to operationalize the plans
	EPP Annual Review: 

· Plan Activation process

· Communications Plan Incident Command System


	* Person (or team)  designated responsible for the EPP
	Annually 
	April 

May 
	· Review plans and update communications lists, phone numbers, etc. 

	
	EPP Annual Review: 

· Emergency Procedures (specific events)

· Full Building Evacuation Plans

· Surge & Influx Plans

· Fire Procedures
	* Person (or team)  designated responsible for the EPP
	Annually 
	July

August 
	· Review and compare to HVA high relative risks

· Update plans as required 

	
	EPP Annual Review: 

· Emergency Resources & Assets
· Emergency List Updates 
	* Person (or team)  designated responsible for the EPP
	Annually
	October

November  
	· Review all emergency lists to ensure quantity, phone numbers, contacts, etc. are up to date.  The lists should be sent to the respective departments for review.  

· Update any Mutual Aid Plans, or Healthcare Coalition groups that facility participates with.

	
	EPP Annual Review: 

· Continuity of Operations Plans (COOP)
	* Person (or team)  designated responsible for the EPP
	Annually
	October 

November  
	· Annually to have all departments review their compliance

· Key departments may have more detailed plans requiring review (e.g., IT, Facilities, etc.)


	TRAINING SCHEDULE

	Tasks
	Responsible 
	Frequency
	Date
	Comments

	Emergency Management Training (General): 

Refresher Training For All Employees 

Including Physicians  (LIPs and non-LIPs) 
	Education Coordinator 
	Annual
	Ongoing Annual training for all staff 
	· Document and demonstrate “knowledge”

· Presented to all employees:

· New Employees (upon orientation)

· All Employees (Annual*) 

* This could be accomplished through online education, department heads on unit-specific issues, or some other  general training

	Information Sharing with Residents and their Families / Representative
From the emergency plan that the facility has determined as appropriate 
	Care Coordinator 
	Annual 

(Suggested) 
	January
	· Could include in family orientation and/or a newsletter

· No frequency requirement by CMS, but annual suggested

	Incident Command System (ICS) Training: Provide to Facility Leadership / IMT
	Education Coordinator 
	Semi-Annually
	May
September 
	· Provide initial training to all Facility Staff who are likely to fill and maintain a Command & General staff position within ICS.

· Provided training in preparation for scheduled / required exercises 

· Consider the “Nursing Home Incident Command System” as developed by the American Health Care Association

· Consider National Incident Management Training courses: 100, 200, 300 or others, as appropriate and as developed by FEMA 

	Vertical and Horizontal Evacuation Training (e.g., use of Stair-Chairs, Med-Sleds, etc.) 
	Education Coordinator 
	Annually
	September
	· Support staff should be trained on where equipment is located and techniques for vertical evacuation using available resources.

· Nurses trained patient preparation/packaging in equipment

	Building and Campus Lock Down Plan Training  
	Security or Facility Staff as per plan 
	Annually
	October 
	· Appropriate staff should be trained in these plans, per EOP. 

	TESTING SCHEDULE  

	Tasks
	Responsible 
	Frequency
	Date
	Comments

	Disaster Exercise (Full Scale Exercise) (Community): Participate in a full-scale exercise that is community-based or when a community-based exercise is not accessible, an individual, facility-based.
	* Person (or team)  designated responsible for the EPP
	Annual
	June
	· Exercise selected from Hazard Vulnerability Analysis high risk exposure
· If the LTC facility experiences an actual natural or man-made emergency that requires activation of the emergency plan, the LTC facility is exempt from engaging in a community-based or individual, facility-based full-scale exercise for 1 year following the onset of the actual event.

	Disaster Exercise (Internal): Conduct an additional exercise that may include, but is not limited to the following:

· A second full-scale exercise that is community-based or individual, facility based.

· A tabletop exercise that includes a group discussion led by a facilitator, using a narrated, clinically- relevant emergency scenario, and a set of problem statements, directed messages, or prepared questions designed to challenge an emergency plan.
	* Person (or team)  designated responsible for the EPP
	Annual
	September
	· Additional Exercise should be a full-scale or tabletop as described in the standards
· Other options; however, include exercises such as a Functional Exercise, Drill or other type of exercises defined within the Homeland Security Exercise and Evaluation Program (HSEEP).



	Disaster Exercises (Offsites): Conduct, or include all Off site (Business Occupancies) in the practice of your EPP.
	* Person (or team)  designated responsible for the EPP
	Annual
	TBD 
	· Conduct at each, or include in annual at Main Facility. 

· Document appropriately 

	After Action Reporting (AARs) for Exercises and Actual Events: Analyze the LTC facility’s response to and maintain documentation of all drills, table top exercises, and emergency events, and revise the LTC facility’s emergency plan, as needed.
	* Person (or team)  designated responsible for the EPP
	Annual
	As Necessary 
	· After Action Reporting must be completed for all real events, drills and exercises

· Process is not prescriptive, but a good resource is the Homeland Security Exercise and Evaluation Program (HSEEP) 

· Conduct an “immediate debrief” (aka “Hot Wash”) immediately following an event, exercise or drill

· Document what happened, and review for strengths and areas for improvement
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