
Michigan Department of Human Services

Local Office Emergency Contact List
	
	Responsibilities:
	Name:
	Telephone/Cell:
	Email address:



	County(ies):
	
	
	Telephone:


	

	Work site address:
	
	
	Telephone:


	

	Alternate operations site address:
	
	
	Telephone:
	

	Local police contact:
	Coordination of local emergency operations.
	
	Telephone:
Cell:

	

	Local shelter agency/site:
	
	
	Telephone:
Cell:

	

	Local health department contact:
	
	
	Telephone:

Cell:


	

	Business Service Center contact:
	Assists local offices to fulfill their responsibilities in emergencies and keep them apprised of changes in laws, policies, procedures and resources. Ensures DHS local offices participate in state and local emergency management activities and assures consistent implementation. 

	
	Telephone:
Cell:

	

	State Emergency Management Coordinator:
	Coordinates inter-agency state emergency management and mobilizes people and resources to maintain DHS operations. Liaison to county offices for emergency management services.

	Richard Thelen, DHS Organizational Services
	Telephone: 
(517) 373-7621

Cell: (517) 204-0661
	Thelenr4@michigan.gov

	Local Emergency Management Coordinator (DHS director or designee):
	Implements human service programs during a disaster in coordination with local governments, agencies and organizations. If the county/local Emergency Operations Center is activated, the local coordinator may report there to identify and coordinate with agencies and organizations. Coordinates and distributes an updated list of foster care placements for each child under the supervision of the local office.

	
	Telephone:

Cell:

	

	Local Emergency Management Coordinator Backup:

	
	
	Telephone:

Cell:

	

	Local Communication Coordinator:
	Coordinates a plan for communicating with staff to ascertain their safety and ability to assist in emergency operations and regular work duties. Responsible for contacting PAFC agencies caring for foster children and informing them of emergency status and procedures. 

 
	
	Telephone:

Cell:

	

	Local Communication Coordinator Backup:
	
	
	Telephone:

Cell:

	

	Client Communication Coordinator:
	Coordinates a plan for communicating with child welfare clients regarding the safety/whereabouts of their children, evacuation information on foster children and service continuation. 
	
	Telephone:

Cell:

	

	Client Communication Coordinator Backup:
	
	
	Telephone:

Cell:

	

	Local licensing certification worker:
	Responsible for collecting and distributing on an annual basis a list of local resources for food, shelter, clothing and other necessary items and services. 
	
	Telephone:
Cell:


	


Required attachments: 

1. Local emergency resource list – a listing of local facilities suitable for temporary lodging and local resources for emergency supplies, clothing and food (updated annually at a minimum). This list should be made available to clients seeking help during an emergency, as well as all local DHS staff on a regular basis.

2. A hard copy listing of current foster care placements for each child under the supervision of the local DHS office. This list should include address, phone number(s), email addresses and alternative contacts for each foster care placement. 

Emergency coordination plan:

Each local office will designate an individual to coordinate information from the area affected by an emergency and communicate it to the Business Service Center. The plan should include instructions that all staff in the affected area will call in to a locally designated communication center. The plan shall include an alternative communication plan in case telephone lines are inoperable. 

The local emergency plan shall include:

1. The expectation that all staff not directly affected by an emergency shall report for work unless excused. 

2. The necessary information to be communicated during emergencies, including the nature of the emergency, instructions for evacuation or sheltering in place and any necessary precautionary steps. 

3. The method of monitoring the situation and the local person responsible. 

4. Procedures to follow in case of voluntary or involuntary closure of facilities. 

5. A plan for safeguarding client records (both hard copies and electronic).

6. Any additional information required by the local office. 
