DHS Local Office Emergency Plan

	County(ies): 
	Local emergency management coordinator: 
	Local coordinator telephone:

	Alternate operations site:



	Required attachments: 

· 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 DHS staff on a regular basis. 

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



	Staff communication plan

During an emergency, the local office will mobilize a plan to communicate with staff to ascertain their safety and ability to come to the work site or an alternative site to perform emergency and routine duties. The plan should include the person staff may contact for information locally during an emergency during normal work hours as well as after hours. Include a plan for ongoing communication in case the emergency is prolonged. Also include a plan for notifying local agencies when an emergency has occurred.
1. Name of staff communications coordinator/backup: 

2. Staff communication plan:



	Caregiver communication plan

The local office will develop an emergency plan that includes whom clients may contact for information locally during an emergency when normal communication channels are down. If the emergency involves evacuation, either voluntary or mandatory, all caregivers should inform DHS of their foster children’s whereabouts and status using telephone service, cellular phones or email as a method of informing DHS of this information. The plan should include the DHS staff designated to contact the legal parents of children in foster care to inform them of their child’s status, condition and whereabouts, if appropriate (may be each child’s primary caseworker). The plan should also include the minimum frequency that all caregivers shall communicate with the designated communication site during emergencies or natural disasters. 

1. Name of client communications coordinator/backup:

2. Caregiver communication plan:



	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. 

Local emergency coordination plan:



	Signature local DHS director:

	Date:


	Signature local emergency management coordinator:

	Date:

	Signature staff emergency communications coordinator:

	Date:

	Signature client emergency communications coordinator:
	Date:


	Signature Business Service Center:
	Date:




