A. Section I:  Notifications of Natural or Property Disaster at Residential Sites (ATP/CR/or site where ACT consumers residence)
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A. Section II (a):  Notifications of Natural or Property Disaster (at the Main Office)
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A. Section II (b):  Notifications of Natural or Property Disaster (at the ACT office)
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A. Section III:  Notifications of Potential Legal Situation
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*All further notification and actions will be at the discretion of the Executive Director and Associate Director. 


(When a legal situation occurs it may also be classified as an incident and staff must reference the Incident Management Policy)
A.  Section IV:  Notifications of Death of a consumer or staff member (on duty or a suicide attempt resulting in medical condition
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(When a death or suicide occurs it may also be classified as an incident and staff must reference the Incident Management Policy)
Site Supervisor 


Shelter Sites/Temporary Housing Resources 


Land Lord of Site  (if applicable )





2. On-Call Supervisor Contacts:














Emergency Services i.e., 911, Fire Department


On-Call Supervisor 


Executive Director and Associate Director





1. Staff on Duty Contacts: 














 All other Housing Program Directors 


Site Supervisor





4. Program Director Contacts 


(PD Responsible for site acts as Site Coordinator)











Site Staff 


Family Members of consumers


All Service Providers 





5. Site Supervisor Contacts  








Senior  Staff/ PD responsible for site


Attorney (if appropriate)


BOD President


First Person on telephone chain BOD


Additional Management (Facilities/QA/HR)





3. Executive Director or 


Associate Director Contacts: 








Regulatory Agencies: CQCAPD, NCDMH, OMH (QA Division and Field Rep)








6. QA/Compliance Officer 


Contacts 








Appropriate insurance companies 


All Utilities and Vendors (as needed)


Restoration Company 


Contractor/Architect/ Landlord (as needed)





7. Facilities Director Contacts: 











Appropriate insurance companies 


All Utilities and Vendors (as needed)


Restoration Company 


Contractor/Architect/ Landlord (as needed)


i.e., 911, Fire Department


On-Call Supervisor 


Executive Director and Associate Director





Emergency Services, i.e., 911


Senior  Management/ Additional Management 


Attorney (if appropriate)


BOD President


First Person on telephone chain BOD








Additional Management (Facilities/QA/HR





All Departmental Supervisors 


* In the event that the PS of the involved site is on leave, the appropriate SC/SCC will be notified





8. Program Directors Contact:








1. Executive Director or 


Associate Director Contacts








B. Duties and Responsibilities of SAIL Staff during a Natural or Property Disaster at Residential Sites (ATP/CR/or site where ACT consumers residence)





1. ED and AD 


Contact Media


Contact Emergency Personnel 


Deal with legal matters 


Contact On-call Supervisor with Shelter/Temp Housing Resources 





2. PD (as Site Coordinator) 


Oversee all activities at involved site 


Assures consumers’ and staffs’ mental and physical health needs are addressed 


Assists ED and AD as requested 


Liaison to On-Call 


Assist QA 


Supervise Site Supervisor





3.  On-Supervisor 


Assist ED and AD as requested and service as liaison to 


Site coordinator 


QA


4.  Site Supervisor 


Assesses consumers’ and staffs’ mental and physical health needs are addressed


Assist PD as requested 


Supervise program staff 





5. Facilities Manager 


Supervises clean up crew


Secures agency  and residents belongings w/ program staff (see complete plan for details) 


Assesses property damage (see complete plan for details)


Ensures inventory list of salvageable items is created 


Oversees Restoration Company (see complete plan for details)


Liaison to Site Supervisor 


Sorts through and delivers donated items 


Liasion to Architect and/or contractor





6. Purchasing Coordinator 


Orders all replacement items 


7.  Director of QA


Investigates incidents 


Obtains witness reports and prepares incident reports





*The following staff must report to the involved site when there is a natural and/or property disaster;


ED and/or AD


PD of site 


Site Supervisor 


Facilities Director and Clean up crew


On-Call Supervisor (if indicated by PD)


* If there is a possibility that a staff member’s safety would be compromised by reporting to a site then they should speak with their supervisor for further directives. 





Program Staff





9. All Program Supervisors Contact: 








4. Facilities Director Contacts: 


: 








All Supervisors 


* In the event that the PS of the involved site is on leave, the appropriate SC/SCC will be notified








2. Program Directors  Contacts: 














Their own Program Staff 





5. Program Supervisors Contacts: 











Regulatory Agencies: CQCAPD, NCDMH, OMH (QA Division and Field Rep).








3. QA/ Compliance Officer Contacts: 








Emergency Services, i.e., 911


ED or AD 














B. Duties and Responsibilities of SAIL Staff during a Natural or Property Disaster at the Main Office





1. ED and AD 


Contact Media


Contact Emergency Personnel 


Deal with legal matters 


2. HR/PD/PS


Assures consumer’s and staff”s mental and physical health needs 


Assist ED and AD as requested


Assist QA 


3. Facilities Manager 


Supervises clean up crew & packing and labeling of agency belongings  


Assesses property damage & ensures inventory list of salvageable items  


Ensures Restoration Company retrieves and restores all site property 


Act as liasion to Architect and/or contractor


4. Purchasing Coordinator 


Orders all replacement items


5. QA


Investigates incidents 


Obtains witness reports


Prepares Incident Reports 














1. ACT Team Leader or Program Assistant Contacts:











Regulatory Agencies: CQCAPD, NCDMH, OMH (QA Division and Field Rep.








4. QA/ Compliance Officer Contacts: 








Emergency Services, i.e., 911


Senior  Management/ Additional Management 


Attorney (if appropriate)


BOD President


First Person on telephone chain BOD








Additional Management (Facilities/QA/HR





2. Executive Director or 


Associate Director Contacts








All Supervisors 


* In the event that the PS of the involved site is on leave, the appropriate SC/SCC will be notified








3. Program Directors  Contacts: 











Appropriate insurance companies 


All Utilities and Vendors (as needed)


Restoration Company 


Contractor/Architect/ Landlord (as needed)


i.e., 911, Fire Department


On-Call Supervisor 


Executive Director and Associate Director





5. Facilities Director Contacts: 


: 











Appropriate insurance companies 


All Utilities and Vendors (as needed)


Restoration Company 


Contractor/Architect/ Landlord (as needed)


i.e., 911, Fire Department


On-Call Supervisor 


Executive Director and Associate Director





6. Facilities Director Contacts: 


: 








*B. Duties and Responsibilities of SAIL Staff during a Natural or Property Disaster at the ACT Office (Same as Above) 








Attorney 


Program Director Responsible for Site





2. Executive Director or 


Associate Director Contacts: 














Emergency Services i.e., 911, Fire Department


Executive Director and Associate Director





1. Staff on Duty Contacts: 








Emergency Services i.e., 911


Executive Director and Associate Director


Program Director 


On-Call Supervisor 








1. Staff on Duty Contacts: 








Attorney 


QA


General Accounting Manager (insurance)


Facilities 


HR





2. Executive Director or 


Associate Director Contacts: 








All Program Directors (not responsible for site)


Family Members of the deceased 





3. Program Directors  Contacts: 








Site Supervisor 


All Service Providers (by preparing info to be faxed)


Support/Office Staff  





4. On-Call Supervisor Contacts:








Appropriate Insurance Companies as indicated  





5. General Accounts Manager 


Contacts 	








Consumers of involved site 


Staff of involved site 


Treatment Team(s)  





6. Site Supervisor Contacts:











Regulatory Agencies: CQCAPD, NCDMH, OMH (QA Division and Field Rep).


***Only in the event of the death of a resident***








7. QA/ Compliance Officer Contacts: 








All Departmental Supervisors 


* In the event that the PS of the involved site is on leave, the appropriate SC/SCC will be notified








8. Program Directors  Contacts: 








Their program staff and consumers 








9. All Supervisors Contacts: 


	








