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APPENDIX   A

EDS Logistics Action Checklist

I - Initial Actions

Activation

Upon notification of EDS activation, the following actions will be taken by the Logistics Section Chief or other designated person(s).

	Step 1
	Communicate with the Incident Commander, the Operations Section Chief, the Planning Section Chief, and the Finance and Administration Chief for the purpose of coordinating actions.


1) Notification

	Step 2
	Activate the EDS Logistics Personnel Activation Checklist (Appendix B)

	NOTE
	Begin with the personnel that will be assigned as transportation drivers and loaders. Give the workers the assembly time and place.


2) Organization/Assembly of resources
Facilities:

	Step 3
	Arrange for the EDS site usage and access to the building. (See Facilities Contact List for names and contact information- Appendix C)
Arrange for the following areas: entranceways and exits, sign-in area for those to be vaccinated, hallways, waiting areas, inoculation centers (indoors and drive-by), parking areas, Handicap entrance area, and dining facilities


Transportation vehicles, drivers and loaders for equipment and supplies:

	Step 4
	After key personnel have been notified, begin to organize and assemble the transportation vehicles, drivers and loaders that will be used to collect and transport the equipment that will be necessary to run the EDS site.  (See Appendix D for the list of possible transportation vehicles.)


Supplies and Equipment:

	Step 5
	Review and implement the collection of Supplies and Equipment. (Use the Supplies & Equipment List - Appendix E)

Where required, If equipment is owned by a third party, contact the third party to arrange for the equipment and access to it.
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Other Instructions regarding the movement of supplies and equipment:

	Step 6
	Determine which vehicle will pick up the selected supplies, if more than one vehicle is available. Determine the order in which supplies and equipment will be collected and transported (ie: tables and chairs first). 

As the workers arrive, have them sign in on the Sign-In Form (Make a copy from Appendix F). Assign a driver and loader to each vehicle. Give each driver and loader an ID badge and record the number on the ID Badge Form (Make a copy from Appendix G) .

Give each driver the “Supplies and Equipment List” (Make copies from Appendix E.) . This checklist is a list of items to be collected. Circle each item that the driver is going to pick up. Instruct the driver to check off each item as it is collected on the list. Give each driver a radio and a call sign. Give each driver a copy of the EDS Site Setup Plan & Diagram (Make copies from Appendix H).


Deployment

	Step 7
	After transportation assets have been activated/organized, begin the collection and transportation process. Deploy the selected drivers and loaders to the vehicles and give them their instructions


Collection:

	Step 8
	Each driver will report by radio or cell phone to the Logistics Section Chief when each collection site is reached, any problems with collection, any shortfalls in equipment, and when leaving the collection site. 

As the drivers report in at the collection sites, begin to send the other site setup personnel to the EDS site to await arrival of the EDS equipment. 

Upon arrival at the EDS site, the driver will notify the Logistics Section Chief and unload the supplies and equipment. The supplies and equipment will be set up at the EDS site according to the diagram in the Site Setup Plan. Other available personnel will help with this phase.


Arrangement of transportation for those to be vaccinated from the Town Holding Areas to the EDS site and return, when required

	Step 9
(if required)
	Arrange with public transportation to transport people to and from the EDS site


3) Communications:

	Step 1

	Collect equipment for Base Station
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4) Food Service for Volunteers:

TO BE DETERMINED

	Step 10
	Alert the American Red Cross and ask for assistance
Alert the Salvation Army and ask for assistance


5) Child Care:
TO BE DETERMINED

6) Facilities:

See above


7) Float Staff:

See Operations Section Chief Plan

8) Video:

N/A 

9) Supply:

	NOTE
	Purchased as needed
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II - Site Setup

	Step 1
	Set up the Site according to the Site Setup Plan diagram and plan
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Sign In

	Step 1
	The LSC or other person will post a sign-in monitor for volunteers at the entrance. Have paper and pen available for sign in.


Communications:

General:

	Step 2
	The Base Station personnel will make a list of the cell phone numbers of all volunteers within the communications function


Base Station:

	Step 3
	The Base Station personnel will set up radio station IAW Base Station Setup Procedures

The LSC or other person will assign a base station radio operator
The LSC or other person instruct base station radio operator on duties


Emergency Communications:

AGENCY TO BE DETERMINED

	Step 4
	The Base Station Operator will establish all possible communication links (radio, cell phone, landline, email) with Emergency Communication agency.


Floor Monitors:

	Step 5
	The Base Station Operator will monitor the Floor Monitor frequency


Hallways:
	Step 6
	The LSC or other person will:

Assign hallway safety monitor personnel to hallways

Distribute radios and instructions to hallway monitors

Obtain cell phone numbers for hallway monitors


Parking Lot:

	Step 7
	The LSC or other person will:

Distribute radios to parking lot monitors

Obtain cell phone numbers for parking lot monitors

Post entranceway signs, if required


.
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Town Holding Areas:

	 Step 8
	The LSC or other person will:

Distribute radios to holding area monitors, if required
Collect contact information (telephone, email, etc) from town holding area monitors


OPERATIONS WILL BRIEF TOWN HOLDING AREA MONITORS

Buses:

	Step 9 
(if
required)
	The LSC or other person will:

Assign bus monitor personnel to buses, if required

Distribute radios to bus monitors.

Obtain cell phone numbers for bus monitors
Send bus monitors to Operations Section Chief for briefing


Communications Checks for radio:

Radio:

	Step 10
	The base station will perform a radio check with the Incident Commander

The base station will perform a radio check with the Safety Officer

The base station will perform a radio check with each Section Chief 

The base station will perform a radio check with each Board of Health agent, if not assigned duty

The base station will perform a radio check with the agency assigned emergency communications

The base station will perform a radio check with each hallway monitor

The base station will perform a radio check with each parking lot monitor
The base station will perform a radio check with the on-scene EMS duty chief

The base station will perform a radio check with each Town Holding Area monitor

The base station will perform a radio check with each bus monitor, if required


Communications Checks for Cell phone, landline, email, etc,:


(as applicable)
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	Step 11
	The base station will perform a cell phone check with the Incident Commander

The base station will perform a cell phone check with the Safety Officer

The base station will perform a cell phone check with each Section Chief 
The base station will perform a cell phone check with each Board of Health agent, if not assigned duty

The base station will perform a cell phone check with the agency assigned emergency communications

The base station will perform a cell phone check with each hallway monitor

The base station will perform a cell phone check with each parking lot monitor
The base station will perform a cell phone check with the on-scene EMS duty chief

The base station will perform a cell phone, landline, email, etc. check with each Town Holding Area monitor, if required

The base station will perform a cell phone check with each bus monitor, if required


Food Service



	Step 12
	Assign a volunteer to set up a dining facility adjacent to the EDS site


Child Care:

TO BE DETERMINED

Facilities: 

	Step 1
	Coordinate with site owner for janitorial assistance



Float Staff:


See Operations Section Chief Plan

Video:

N/A 

Supply:

	NOTE
	Local Purchase as needed
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IV – Operational Phase
1) COMMUNICATIONS:


Base station will perform the following actions:

	1
	Base station will monitor all communications

	2
	Base station will respond to all calls for assistance and relay the messages to the appropriate section or individual

	3
	Base will communicate any emergencies to the agency performing emergency communications

	4
	Base will monitor Floor Monitor frequencies for problems and messages

	5
	Base will monitor Hallway Monitor frequencies for problems and messages

	6
	Base will monitor Parking Lot Monitor frequencies for problems and messages

	7
	Base station will perform radio check with all monitors and the Emergency Communications agency hourly

	When required, Base station will perform the following additional actions:

	1
	Base station will call or radio the Town Holding Areas with traffic sequencing 

	2
	Base will monitor Town Holding Area frequencies for problems and messages

	3
	Base will monitor Bus Monitor frequencies for problems and messages

	4
	Base station will perform radio checks with all bus monitors and all Town Holding Areas hourly


Emergency Communications Agency will perform the following actions:

	1
	Emergency Communications Agency will monitor all frequencies used by base station

	2
	Emergency Communications Agency will coordinate any emergencies actions with the base station

	3
	Emergency Communications Agency will perform a radio check with base hourly


Floor Monitors will perform the following actions:

	1
	Floor Monitors will monitor floor monitor frequencies for problems

	2
	Floor Monitors will coordinate any emergency actions with the base station

	3
	Floor Monitors will relay messages as needed

	4
	Floor Monitors will perform a radio check with base hourly


Hallway Monitors will perform the following actions:
	1
	Hallway Monitors will monitor Hallway monitor frequencies for problems

	2
	Hallway Monitors will coordinate any emergency actions with the base station

	3
	Hallway Monitors will relay messages as needed

	4
	Hallway Monitors will perform a radio check with base hourly
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Parking Lot Monitors will perform the following actions:


	1
	Parking Lot Monitors will monitor Parking Lot monitor frequencies for problems

	2
	Parking Lot Monitors will coordinate any emergency actions with the base station

	3
	Parking lot Monitors will report any issues to Base

	4
	Parking Lot Monitors will relay messages as needed

	5
	Parking Lot Monitors will perform a radio check with base hourly


= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =

WHEN REQUIRED:
Town Holding Areas will perform the following actions:
OPERATIONS WILL SEQUENCE TRAFFIC AND RELAY REQUESTS TO BASE

	1
	Town Holding Areas will coordinate traffic sequencing with Base by landline, cell phone or radio with traffic sequence


Buses Monitors will perform the following actions:


	1
	Bus Monitors will monitor Bus monitor frequencies for problems and/or messages

	2
	Bus Monitors will monitor Town Holding Area frequencies for problem and/or messages

	3
	Bus Monitors will coordinate any emergency actions with the base station

	4
	Bus Monitors will report any issues to Base

	5
	Bus Monitors will relay messages as needed

	6
	Bus Monitors will perform a radio check with base hourly


2) FOOD SERVICE

	1
	Volunteer will monitor dining facility and supplies

	2
	Volunteer will communicate any problems to base


3) CHILD CARE:

TO BE DETERMINED

4) FACILITIES:

	1
	Logistics Section Chief will coordinate with site owner for janitorial assistance, when needed



5) FLOAT STAFF:

See Operations Section Plan

6) VIDEO:

N/A 

7) SUPPLY:













Local Purchase as needed


USE THIS PAGE FOR NOTES
