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 Personal Preparedness Job Action Sheet

	TOPIC

	Pre-Season Phase:

Once a year, review your emergency personal preparations.

Suggest reviewing the list at least once per year.

	
	Family Protection

	
	Do you have plans of where you will move your family in the event your home becomes threatened by the inclement weather?  For example, if your neighborhood is expected to flood.

	
	Do you have an emergency communication plan for your family?  

· If you are separated from your family during the disaster, do you have a plan for how to get back together?  Pick two places.  A location outside your home and a place away from your neighborhood in case you cannot get home.

· Have you identified a “family check in contact” outside the area, which would be a person for your family to call, if your family is in separate locations at the time for a weather emergency?  It is suggested that you have this plan as many times, you can get long distance telephone lines, but the local lines are overloaded with calls.

	
	Do you have the identification that is required to re-enter a community should there be a required evacuation?  For example, some communities require windshield stickers for re-entry.

	
	Emergency Equipment and Supplies

	
	· Prepare Emergency Evacuation Kits for home, work, pets and your vehicles.  Refer to the Resource Section for the lists of recommended items.

	
	Determine alternatives for heating your home in the event utilities are disrupted in the winter. Be mindful that you must operate such devices per the manufacturers recommendation.  Alternatives include:

· Fireplace with ample supply of wood 

· Small, well-vented, wood, coal, or camp stove with fuel 

· Portable space heaters or kerosene heaters.  Check with your local fire department on the legality of using kerosene heaters in your community.

	
	Protect Your Investments

	
	Do you have the correct and adequate home insurance policies?

· Remember that homeowners insurance does not cover flooding and/or wind damage of your home. 

· Do you have coverage for specialty items, such as artwork?

· If you have completed renovations to your home, have you adjusted the insurance?

· It is recommended that you videotape and/or photograph every room in your home. 

· Make an inventory of all the items of value; write down the model and serial numbers of major items, such as TV’s and stereos.

· Have you identified the valuable items that you would take with you if there ever were a mandatory evacuation of your community?

· Make copies of important documents, such as your insurance policies marriage and divorce papers, birth certificates, and passports.  Secure the originals in a safe place.

· Make copies and keep the lists and documents in a safe location.  Keep a copy of valuable papers in your evacuation kit.
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	Pre-Season Phase:



	
	Protect Your Home From Damage

	
	Inspect the outside of your home.

· Remove dead branches and trees that lean more than 45 degrees.  Also, remove branches that are near the roof of your home.  Do not work around utility lines.  Remember to call the utility companies to remove any tree/shrub growth around utility lines.

· Check the gutters of your home; do they need to be cleaned?

· If there is drainage ditches on your property, are they clean of debris?

	
	Make sure that you have a fire extinguisher (ABC).  

	
	Check to make sure that your smoke detector that is working properly.

	
	If you have a personal generator, test it to make sure that it is operational.  Review the manufacturer’s instructions for safe use and maintenance.

	
	If there are any pipes that are unprotected from freezing weather, consider pipe insulation.

	
	Consider installing a carbon monoxide alarm in your home.

	
	Locate and know how to shut off water valves gas and electricity to your home.

	
	Vehicle Safety

	
	Keep your vehicle and tires in good repair.  Conduct a preventative maintenance inspection.

	
	Be a Good Neighbor

	
	Provide direction and assistance to neighbors.

	
	Work Preparedness

	
	Talk with you supervisor and discuss the Inclement Weather Response Plan for the department.

	
	Find out your assignment/responsibilities if there is inclement weather.  Staff will be divided into Active or Reserve Teams.  If you are assigned to the Active Team (Team A), it is very important that you report to work as assigned.  If you are on the Reserve Team (Team R), you may be called to work if your help is needed.

	
	If you are on the Active Team A, prepare a Work Personal Kit.  Refer to the Resource Section of this plan for details.

	
	Make sure that your supervisor has the right contact information to reach you.  This includes your home telephone number, pager, and cellular telephone (if you have one).

	
	Let your supervisor know if you have a four-wheel drive vehicle.

Let your supervisor know if you are willing drive your vehicle to transport other employees by joining the Employee Transport Service.

Note:  The hospital will rent vehicles to perform the primary transportation.  However, if the number of employees who need transportation overwhelms this pool, employees may be asked to voluntarily join the Employee Transport Service.  Please understand that because of the
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Every spring, review your emergency personal preparations.

Suggest completing the list when the time changes each year

	
	way the law is written, if you have an accident with your vehicle, your personal car insurance provides the primary coverage.

	
	Public Relations will distribute information on a regular basis about the WakeMed preparations for the event.  Please talk to your supervisor to get this information.  This includes information about safety, transportation, sleeping arrangements, Human Resource policies, and childcare.

	
	The department will make one of its telephone numbers, the Disaster Department Communication telephone number.  This number will be used to relay messages to you that are specific to your department during the watch, warning, storm and recovery phases of the event.  Please write the number down so you can get information from your supervisor.

	
	WakeMed has a system-wide Employee Alert Line 350-5050 that will give you general information about the weather and the changes in hospital operations that have to be made because of the weather.  The information on this line will be updated on a regular basis.  

	
	Let your supervisor know if you have concerns, questions, or ideas about the department and/or personal plans.

	Watch / Warning

	The WakeMed Hospital Emergency Operations Center will open and will be there to assist departments in maintaining operations.

	
	Review the preseason Job Action Sheet and make sure that you have finalized all the steps in your plan.

	
	Review the applicable safety guidelines and your family emergency plans.

	
	Talk with you supervisor and make sure that you understand your work assignment.

	
	Team A Members:  Make your transportation arrangements for to and from work.  Let your supervisor know your arrangements.

	
	Team A Members:  Register and arrange for childcare (if applicable).

	
	Team A members:  Arrange sleeping accommodations through your supervisor (if applicable).

	
	Review where to obtain information about the weather conditions and WakeMed’s plans.  Remember to get your department’s Disaster Communication Line number.

	
	Fuel your vehicle.

	
	Check your emergency supplies.

	
	Secure items outside, such as patio furniture, plants.

	
	Turn the refrigerator and freezer to the coldest settings.  Open only when necessary.

	
	If there is the threat of loss of water, store drinking water in containers and the bathtub.  Be mindful of safety measures that must be taken to protect small children from harm, e.g. drowning if you fill the tub.
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	Event / Recovery

	
	Monitor your NOAA Weather Radio or keep a local radio and/or TV station on for information and emergency instructions.

	
	Call the WakeMed Employee Alert Line at 350-5050 and the Department Disaster Communication Line to get information about the WakeMed operations and your assignments.

	
	Stay inside, if possible.  Stay away from windows, skylights and glass doors if there is the threat of high winds and/or a tornado.

	
	If you go outside for any reason, dress for the season and expected conditions.

· For warm weather, wear light clothing.

· For cold weather, wear several layers of loose-fitting, lightweight warm clothing rather than one layer of heavy clothing.  Outer garments should be tightly woven and water-repellent.  Mittens are warmer than gloves.  Wear a hat.  Cover your mouth with a scarf to protect your lungs from extremely cold air.  Wear sturdy, waterproof boots in snow.

	
	Avoid travel if possible.  If you must travel, try to do so during daylight.  Don’t travel alone.  Stay on main roads, and keep others informed of your schedule.  Depending on the type of event:  Avoid flooded roads and watch for washed out roadways and/or bridges.

	
	The event may result in the loss of electricity, which in turn will result in the loss of air conditioning and or heat, the importance of which is dependent on the season.

· In the winter, it is recommended that you not use a kerosene heater.  However, if there are no other options, follow the manufacturer’s instructions.  Keep your kerosene heater at least three (3) feet away from furniture and other flammable objects.  Maintain ventilation to avoid build-up of toxic fumes.  Use only the correct fuel for your unit and follow the manufacturer’s instructions.  Refuel kerosene heaters outside and only when the unit is cool.

	
	If you use a personal generator, please do not have it in the house.  Follow the manufacturer’s instructions.

	Termination of Event and Evaluation

(Complete the following when hospital operations have returned to normal.)

	
	It is important to get our feedback.  If you have ideas about how to make the plan better, please give your ideas to your supervisor.


Section D

Personal Preparedness Resource Information

Emergency Evacuation Disaster Supply Kit for Home

Put together an Emergency Evacuation Disaster Supply Kit.  Plan for 5 days.  Suggestions for items in the kit include:


	
	First-aid kit



	
	Medications



	
	Extra pair of eye glasses or contact lenses, if needed



	
	Battery operated radio (Consider using a NOAA weather radio.)



	
	Battery operated clock



	
	Flashlight and extra batteries



	
	Canned food and a manual can opener



	
	Nonperishable foods that do not require cooking 



	
	Bottled water (at least one gallon of water per person and per pet per day)



	
	Several sets of clothing, appropriate for the season for all members of the household.

Change of shoes, including a sturdy, safe shoe for walking outside.

For winter, make sure that each member of your household has a warm coat, gloves or mittens and a hat.



	
	Waterproof shoes or boots for each member of the family



	
	Specialty items for infants, elderly, or disabled household members



	
	Candles and matches



	
	Emergency telephone numbers (Include telephone company and other utility company numbers in your list.)



	
	Cellular telephone and cellular telephone car charger



	
	Cash and credit card



	
	Copies of valuable papers and photos of valuables, including photos of pets. 




Personal Preparedness Resource Information

Emergency Evacuation Disaster Supply Kit for Pets

Put together an Emergency Evacuation Disaster Supply Kit for your pets in the event that you have to evacuate your home with your pet(s).

Plan for 5 days.  Suggested items for the kit include:


	
	Needed medications



	
	Pet food



	
	Pet dish



	
	Water for five days



	
	Favorite snacks



	
	Leash, if applicable



	
	Pet carrier



	
	Copies of pet immunization records and pet photos



	
	Pet pillows, when applicable



	
	Pet clothing, if applicable (particularly if the evacuation occurs in cold weather)




Personal Preparedness Resource Information

Emergency Supply Kit for Work

Put together an Emergency Disaster Supply Kit for Work 

When inclement weather threatens road conditions, WakeMed administration arranges to accommodate employees to sleep in designated hotels.  Transportation is provided between these hotels and WakeMed.  As you may not be able to return home between shifts, plan for 3 days of supplies.  Suggested items for the work kit include:


	
	Needed medications



	
	Extra pair of eye glasses or contact lenses, if needed



	
	Battery operated clock



	
	Flashlight and extra batteries



	
	Favorite snacks



	
	Several sets of uniforms and/or clothing that is professional and appropriate for your job assignment.



	
	Casual clothing for off duty and for sleeping.



	
	Cellular telephone and cellular telephone car charger



	
	Cash for meals



	
	Personal hygiene products



	
	All efforts are made to accommodate employee sleeping in hotels.  However, when there are extremely hazardous road conditions, you may need to sleep on site at WakeMed.  Therefore, it is recommended that you have bedding – including sheets, pillow, blanket or sleeping bag and padding, such as an air mattress in the event that you need to sleep on the floor.


	
	Quiet entertainment (books, cards, games)




Additional Notes:

Personal Preparedness Resource Information

Emergency Evacuation Disaster Supply Vehicle Safety Kit

Put together a Vehicle Emergency Safety Kit for all your vehicles. Suggested items include:

	
	Booster cables, consider battery jump start kit



	
	De-icer



	
	Emergency and Assistance Banners



	
	First aid kit, including gloves for personal protective equipment.  If you know CPR, consider a mask to mouth mask.



	
	Flares, Flashing Reflectors and/or GloSticks



	
	Flashlight and extra batteries



	
	Shovel



	
	Pocket knife



	
	Tool Kit (pliers, wrench, screwdriver)



	
	Small sack of sand for generating traction under tires (alternative: a bag of kitty litter)



	
	Windshield ice scraper and small broom for ice and snow removal



	
	Tire air pump and/or can of tire-flat 



	
	Blanket



	
	Work Gloves



	
	Consider “pocket warmers” (packet is chemically activated to produce warmth)



	
	Extra-warm clothing, including wool cap, scarf, socks and mittens



	
	Rain gear



	
	Waterproof shoes or boots



	
	Baby wipes



	
	Bottled drinking water



	
	Nonperishable snacks (include high energy "munchies")



	
	Canned fruit and nuts 

Manual can opener


Important Contact Information and Resources

WakeMed Resources 

	Department
	Description
	Number

	WakeMed Employee Alert Line


	Provides general weather information and general information about WakeMed operations.
	919-350-5050

www.wakemed.org


	Department Disaster Communication Line
	Provides information that is specific to a department’s operations.  Provides specific staff instructions.
	The individual department will assign number.



	Hospital Emergency Operations Center (HEOC)

Raleigh campus
	Provides the leadership for the WakeMed response to the inclement weather.

Coordinates operations, such as transportation, sleeping accommodations and staff communications.
The HEOC is to be contacted by supervisors for those issues that cannot be resolved through normal operations.
	Raleigh Campus:


919-350-8055

E-mail:  HEOC_Raleigh_Campus

Cary Campus:

919-350-2600

E-mail:  HEOC_Cary_Hospital

North Healthplex and other sites:

Contact the Raleigh Campus



	Environmental Health and Safety
	Serves as a resource for WakeMed plans.
	919-350-5678

	Kidworks


	Child Care Services
	919-350-4141


Media and Internet Resources

	Local Media Weather Information
	TV Stations

Radio

Internet

Telephone:  National Weather Service-Raleigh
	NBC-17

News 14 Carolina

WB 22

WRAL

WRAZ (Fox 50)

WTVD-11

WPTF-AM 680

WCHL-AM 1360

http://www.weather.com
http://www.noaa.gov
http://www.WRAL.com
919-515-8225

	Safety Guideline Sources
	Internet


	www.nws.noaa.gov/om/brouchures.shtml
www.redcross.org/pubs/dspubs/cde.html 

www.fema.gov
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