E-018 Tracking of Resident and Staff on Duty
Emergency Preparedness

The facility has developed a system to track the location of on-duty staff and sheltered patients in the care during an emergency. If on-duty staff and sheltered patients are relocated during the emergency, the facility will document the specific name and location of the receiving facility or other location.

Procedure:

1. The Command Center will identify a key staff person(s) to track and maintain log of residents while sheltering in place or who have been relocated to another facility. 


2. The Tracking staff will maintain a log (see attached) and provide copies to Command Center. 

3. Staff assignments will be noted on tracking log with place and communication mechanism (cell phone, extension, walkie talkie.) 

4. Residents leaving area of sheltering for any reason will be noted on tracking log with forwarding receiving place and time of movement. 























Staff Assigned: __________________________
Area of Assignment: ______________________
Communication Device: ____________________


Resident Name				Notes				Tracking if Left
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