	DSHS MEDICAL SPECIAL NEEDS EVACUATION, RECEPTION, SHELTERING AND RE-ENTRY  PLANNING CHECKLIST

	The purpose of this checklist is to assist local Medical Special Needs (MSN) shelter planning efforts, assess readiness and to identify areas where further planning may be needed.   Optimally, this checklist should be completed with the input and cooperation of the local jurisdiction, the Local Health Department and the Health Service Region.  This checklist may not address all MSN planning activities.  Jurisdictions should develop their plans based on the specific capacities and capabilities existing at the local level.  The end goal is a plan for addressing the evacuation, receiving, sheltering and re-entry of individuals with medical special needs in a timely, well coordinated and safe manner.  This checklist contains references to materials that can be incorporated into planning efforts in the event that the local jurisdiction has not already addressed an issue.  

	Part A -  Identification of Locality and Representative  (Point Of Contact)

	Locality (City or County)
	

	Name of Representative
	

	Title and/or Position
	
	Address
	

	Phone Number
	Work
	
	Fax
	
	
	

	LHD Representative
	

	HSR Representative
	

	Part B – Planning Checklist

	
	Activities
	Yes
	No
	Resources

	1
	EVACUATION

	A
	Is your jurisdiction a point-to-point evacuation/sheltering community?  If NO, proceed to question c.
	
	
	►For information on point-to-point, go to the following website: www.txdps.state.tx.us/dem/pages/downloadableforms.htm#hurrevac. Go to Attachment 5 of the Hurricane Evacuation & Sheltering Plan

	
	Local Jurisdiction Notes/Comments:


	B
	Has your jurisdiction undertaken planning activities to coordinate the evacuation of individuals with medical special needs with the receiving jurisdiction?
	
	
	►Point-to-point evacuation cities should coordinate planning issues/needs with the State Mass Care Coordinator.

	
	Local Jurisdiction Notes/Comments:


	C
	Does your jurisdiction have a written plan to address the evacuation of individuals with medical special needs?
	
	
	

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	1
	EVACUATION

	D
	Does your jurisdiction have a process in place to identify individuals with medical special needs prior to evacuation?
	
	
	►Tab A for a sample “Community MSN Assessment”. 
►Also consider coordinating with your local 211.  

	
	Local Jurisdiction Notes/Comments:


	E
	Does your jurisdiction have a process in place to mobilize transportation assets to assist with the evacuation of individuals with medical special needs?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	F
	Is your jurisdiction familiar with the process for requesting assistance and coordinating state provided transportation assets?
	
	
	►See Tab B  - “Request for Assistance Process” 

	
	Local Jurisdiction Notes/Comments:


	G
	Does your jurisdiction have a centralized location (embarkation site) for evacuees to gather?
	
	
	►See Tab C for “Embarkation Site and Reception Center Planning Considerations.” 

	
	Local Jurisdiction Notes/Comments:


	H
	Does your jurisdiction have security procedures in place at the embarkation site?
	
	
	► Coordinate with your local law enforcement officials.

	
	Local Jurisdiction Notes/Comments:


	I
	Does your jurisdiction have a process in place to assess individuals with medical special needs at the embarkation site?
	
	
	►See Tab D for a sample “MSN Assessment”

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	1
	EVACUATION
	
	
	

	J
	Has your jurisdiction assessed the capacity to recruit volunteers to assist with the assessment and loading of transportation assets?
	
	
	►See Tab E – “MSN Volunteer Application”

	
	Local Jurisdiction Notes/Comments:


	K
	Does your jurisdiction have a process in place to notify and recall volunteers?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	L
	Has your jurisdiction provided training to volunteers that are expected to work at an embarkation site?
	
	
	►Training to volunteers should be geared towards local jurisdiction plans and reflect specific processes and systems to be used.

	
	Local Jurisdiction Notes/Comments:


	M
	Does your jurisdiction have a process in place to assign medical special needs evacuees to buses?
	
	
	►See Tab F – Evacuation Transportation Guidelines

	
	Local Jurisdiction Notes/Comments:


	N
	Does your jurisdiction have a process in place to track evacuees and develop a manifest?
	
	
	► See Tab G- Sample MSN Manifest.  

► Also, if evacuated using State assets, the “Special Needs Evacuation Tracking System (SNETS)” will be used. 

►See Tab H – “Special Needs Evacuation Tracking System (SNETS): Evacuation Community Participation Overview”

	
	Local Jurisdiction Notes/Comments:


	O
	Does your jurisdiction have a process in place to ensure that a copy of the manifest for each bus is sent with the bus?
	
	
	►Paper copies of manifests should be available in the event technical difficulties prevent access to electronic versions.

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	1
	EVACUATION
	
	
	

	P
	Has your jurisdiction assessed the capacity to recruit medical volunteers (nurses/CNAs/LVNs/etc.) to assist and monitor individuals with medical special needs during the evacuation bus ride?
	
	
	►See Tab E – “MSN Volunteer Application”

	
	Local Jurisdiction Notes/Comments:


	Q
	Does your jurisdiction have a process in place to notify and recall the medical volunteers?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	R
	Has your jurisdiction provided training to volunteers that are expected to assist and monitor individuals with medical special needs during the evacuation bus ride?
	
	
	►Training for volunteers should be geared towards local jurisdiction plans and reflect specific processes and systems to be used.

	
	Local Jurisdiction Notes/Comments:


	S
	Do the identified medical volunteers have equipment/kits available to them during the bus trip?
	
	
	►See Tab I “Sample Medical Equipment Kit for Buses”.

	
	Local Jurisdiction Notes/Comments:


	T
	Does your jurisdiction have a process for the medical volunteers to do a more in-depth assessment during the evacuation to identify medical conditions that would impact shelter placement at the receiving jurisdiction?
	
	
	►See Tab D for a sample “MSN Assessment”

	
	Local Jurisdiction Notes/Comments:


	U
	Has your jurisdiction arranged for snacks and water to be available to medical special needs evacuees during the bus ride?
	
	
	

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	1
	EVACUATION
	
	
	

	V
	Does your jurisdiction have a process in place to ensure medications are available during the evacuation process?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	W
	Does your jurisdiction have a process in place to identify and label personal equipment (wheelchairs, oxygen tanks, etc.)?
	
	
	► Equipment can be tracked on the MSN manifest. Also, the SNETS will track equipment that belongs to the evacuee.

	
	Local Jurisdiction Notes/Comments:


	X
	Has your jurisdiction coordinated a process for tracking the location and expected arrival time of transportation assets with the receiving jurisdiction?
	
	
	►Evacuating and receiving jurisdictions should coordinate departure and arrival times.

	
	Local Jurisdiction Notes/Comments:


	Y
	Does your jurisdiction have a process in place to address the transportation of pets during evacuation?
	
	
	► Pets can be tracked on the MSN manifest. Also, the SNETS will track pets that belong to the evacuee.

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	2
	RECEPTION
	
	
	

	A
	Is your jurisdiction a point-to-point evacuation/sheltering community?  If NO, proceed to question c.
	
	
	►For information on point-to-point, go to the following website: www.txdps.state.tx.us/dem/pages/downloadableforms.htm#hurrevac. Go to Attachment 5 of the Hurricane Evacuation & Sheltering Plan

	
	Local Jurisdiction Notes/Comments:


	B
	Has your jurisdiction undertaken planning activities to coordinate the receiving of individuals with medical special needs with the sending jurisdiction?
	
	
	►Point-to-point evacuation cities should coordinate planning issues/needs with the State Mass Care Coordinator.

	C
	Does your jurisdiction have a written plan to address the reception of individuals with medical special needs?
	
	
	► MSN evacuees may be arriving with wristband. 

►See Tab H “SNETS: Evacuation Community Participation Overview”  

►See Tab J “SNETS Sheltering Community Overview”.  

	
	Local Jurisdiction Notes/Comments:


	D
	Does your jurisdiction have a centralized location (reception center) for buses to arrive at?
	
	
	►See Tab C for “Embarkation Site and Reception Center Planning Considerations.”

	
	Local Jurisdiction Notes/Comments:


	E
	Does your jurisdiction have security procedures in place at the reception center?
	
	
	►Coordinate with your local law enforcement officials.

	
	Local Jurisdiction Notes/Comments:


	F
	Does your jurisdiction have a process in place to assess individuals with medical special needs at the reception center?
	
	
	►See Tab D for a sample “MSN Assessment”

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	2
	RECEPTION
	
	
	

	G
	Has your jurisdiction assessed the capacity to recruit sufficient volunteers to assist with the assessment of individuals with medical special needs at the reception center?
	
	
	►See Tab E – “MSN Volunteer Application”

	
	Local Jurisdiction Notes/Comments:


	H
	Does your jurisdiction have a process in place to notify and recall volunteers?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	I
	Has your jurisdiction provided training to volunteers that are expected to work at the reception center?
	
	
	►Training to volunteers should be geared towards local jurisdiction plans and reflect specific processes and systems to be used.

	
	Local Jurisdiction Notes/Comments:


	J
	Does your jurisdiction have designated medical special needs shelters identified?
	
	
	


	
	Local Jurisdiction Notes/Comments:


	K
	Does your jurisdiction have a process in place to assign medical special needs evacuees to appropriate shelters?
	
	
	►See Tab K (Guidelines for Initial Assessment of Shelter Level) and Sheltering Recommendations by Condition”

	
	Local Jurisdiction Notes/Comments:


	L
	Does your jurisdiction have a process in place to assign and link medical special needs clients with their caregiver/family members should they be placed in different shelters?
	
	
	

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	2
	RECEPTION
	
	
	

	M
	Does your jurisdiction have a process in place to ensure the availability of emergency medical services at the reception center?
	
	
	►Coordinate with your local EMS

	
	Local Jurisdiction Notes/Comments:


	N
	Does your jurisdiction have a process in place to accept manifests from the buses and track evacuees?
	
	
	► See Tab G- Sample MSN Manifest 

	
	Local Jurisdiction Notes/Comments:


	O
	Has your jurisdiction identified alternate transportation assets to move medical special needs patients, if necessary?
	
	
	►Assets could include buses, wheelchair accessible vehicles, church vans, etc.  

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	3
	SHELTERING
	
	
	

	A
	Does your jurisdiction have a shelter manual/protocols in place for operation of the medical special needs shelter?
	
	
	► See Tab L “American With disabilities (ADA) Guidance”



	
	Local Jurisdiction Notes/Comments:


	B
	Does your jurisdiction have protocols (Standing Delegation Orders, Operating Guidelines, etc.) in place for the care of medical special needs populations?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	C
	Does your jurisdiction have a medical director assigned to each shelter?
	
	
	►Coordinate with a local hospital, clinic or other medical facility

	
	Local Jurisdiction Notes/Comments:


	D
	Does your jurisdiction have security procedures in place at the shelter?
	
	
	► Coordinate with your local law enforcement officials.

	
	Local Jurisdiction Notes/Comments:


	E
	Does your jurisdiction have a process in place to report daily medical special needs shelter census data to DSHS? 
	
	
	►WebEOC is a useful tool, coordinate with Local Health Dept or Health Service Region

	
	Local Jurisdiction Notes/Comments:


	F
	Does your jurisdiction have a process in place to monitor and report medical special needs shelter illness/outbreak information to public health?
	
	
	►See Tab M “Shelter Surveillance Form”.

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	3
	SHELTERING
	
	
	

	G
	Does your jurisdiction have a process in place to register medical special needs patients at the shelter?
	
	
	►Some evacuees may be arriving with wristbands.

►See Tab J “SNETS Sheltering Community Overview”.  

►See Tab N for a “Sample MSN Shelter Registration”. 

	
	Local Jurisdiction Notes/Comments:


	H
	Does your jurisdiction have a process in place to do expanded assessment of medical special needs patients at the shelter?
	
	
	►See Tab D for a sample “MSN Assessment”

	
	Local Jurisdiction Notes/Comments:


	I
	Does your jurisdiction have a medical record form to be used in the shelter?
	
	
	► See Tab O for a “Sample Medical Record” 

	
	Local Jurisdiction Notes/Comments:


	J
	Does your jurisdiction have a process in place to track medical special needs patients if they are moved to a nursing home, hospital or leave the shelter for other reasons?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	L
	Does your jurisdiction have the supplies necessary to stand up and operate the medical special needs shelter for a minimum of 3 days?
	
	
	►See Tab P for “Suggested Supply Cache” 

	
	Local Jurisdiction Notes/Comments:


	M
	Are the medical special needs shelters aware of the procedures for requesting assistance with volunteers, supplies, equipment, etc.?
	
	
	►See Tab B  - Request for Assistance Process

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	3
	SHELTERING
	
	
	

	N
	Does your jurisdiction have arrangements made for support services (laboratory, x-ray, respiratory therapy, dialysis, social services, laundry, waste disposal, etc) for the shelter?
	
	
	►Coordinate this with a local medical facility

	
	Local Jurisdiction Notes/Comments:


	O
	Does your jurisdiction have a process in place to feed medical special needs patients at the shelter?
	
	
	► Coordinate with your local hospital’s dietician

	
	Local Jurisdiction Notes/Comments:


	P
	Does your shelter have a process in place to address mental health and substance abuse issues? 
	
	
	►Mental Health: coordinate with local mental health authority.

►Substance Abuse: coordinate with local Outreach, Screening, Assessment and Referral Provider

	
	Local Jurisdiction Notes/Comments:


	Q
	Does your jurisdiction have adequate volunteers to operate your medical special needs shelters for a minimum of 3 days (24 hours a day)?
	
	
	►See Tab Q for “Recommended MSN Shelter Staffing”

	
	Local Jurisdiction Notes/Comments:


	R
	Does your jurisdiction have a process in place to notify and recall volunteers?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	S
	Has your jurisdiction provided training to volunteers that are expected to work in medical special needs shelters?
	
	
	►Training to volunteers should be geared towards local jurisdiction plans and reflect specific processes and systems to be used.

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	3
	SHELTERING
	
	
	

	T
	Does the medical special needs shelter have a back-up power source?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	U
	Has your jurisdiction ensured that redundant communications processes have been established so that MSN Shelters can communicate with support systems?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	V
	Have your jurisdiction’s planning efforts included collaboration with local organizations for assistance in MSN sheltering? (For example, American Red Cross, Salvation Army, faith based volunteer organizations, hospitals, nursing homes, pharmacies, county medical society, etc.)
	
	
	

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	4
	RE-ENTRY
	
	
	

	A
	Is your jurisdiction a point-to-point evacuation/sheltering community?  If NO, proceed to question c.
	
	
	►For information on point-to-point, go to the following website: www.txdps.state.tx.us/dem/pages/downloadableforms.htm#hurrevac. Go to Attachment 5 of the Hurricane Evacuation & Sheltering Plan

	
	Local Jurisdiction Notes/Comments:


	B
	Does your jurisdiction have a process in place to ensure coordination with the evacuated jurisdiction during re-entry?
	
	
	►Point-to-point evacuation cities should coordinate planning issues/needs with the State Mass Care Coordinator.

	
	Local Jurisdiction Notes/Comments:


	C
	Does your jurisdiction have a process in place to assess the condition of the medical special needs evacuees to ensure that they are medically stable for travel and to determine the appropriate mode of transportation?
	
	
	►See Tab D for a sample “MSN Assessment”

►See Tab F – Evacuation Transportation Guidelines 



	
	Local Jurisdiction Notes/Comments:


	D
	Does your jurisdiction have a process in place to ensure the evacuated jurisdiction has the necessary critical infrastructure (power, water, emergency medical services) available? 
	
	
	►See Tab D for a sample “MSN Assessment”

	
	Local Jurisdiction Notes/Comments:


	E
	Does your jurisdiction have a process in place to ensure that medical special needs evacuee’s residences are acceptable for habitation?
	
	
	►See Tab D for a sample “MSN Assessment”



	
	Local Jurisdiction Notes/Comments:


	F
	Is your jurisdiction familiar with the process for requesting assistance and coordinating state provided transportation assets?
	
	
	►See Tab B  - Request for Assistance Process

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	4
	RE-ENTRY
	
	
	

	G
	Does your jurisdiction have a process in place to compile and coordinate manifests?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	H
	Does your jurisdiction have a process in place to ensure that personal equipment, luggage, etc. are loaded with the medical special needs evacuee?
	
	
	► Equipment can be tracked on the manifest. Also, the SNETS will track equipment that belongs to the evacuee.

	
	Local Jurisdiction Notes/Comments:


	I
	Does your jurisdiction have a process in place to ensure that water and snacks are available to medical special needs evacuees during the return trip?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	J
	Has your jurisdiction assessed the capacity to recruit sufficient volunteers to assist with the assessment and loading of transportation assets?
	
	
	►See Tab E – “MSN Volunteer Application”

	
	Local Jurisdiction Notes/Comments:


	K
	Does your jurisdiction have a process in place to notify and recall volunteers?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	L
	Has your jurisdiction provided training to volunteers that are expected to assist with the assessment and loading of transportation assets?
	
	
	►Training to volunteers should be geared towards local jurisdiction plans and reflect specific processes and systems to be used.

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	4
	RE-ENTRY
	
	
	

	M
	Has your jurisdiction assessed the capacity to recruit medical volunteers (nurses/CNAs/LVNs/etc.) to assist and monitor individuals with medical special needs during the evacuation bus ride?
	
	
	►See Tab E – “MSN Volunteer Application”

	
	Local Jurisdiction Notes/Comments:


	N
	Has your jurisdiction provided training to volunteers that are expected to assist and monitor individuals with medical special needs during the re-entry bus ride?
	
	
	►Training to volunteers should be geared towards local jurisdiction plans and reflect specific processes and systems to be used.

	
	Local Jurisdiction Notes/Comments:


	O
	Do the identified medical volunteers have equipment/kits available to them during the bus trip?
	
	
	►See Tab I “Sample Medical Equipment Kit for Buses”.

	
	Local Jurisdiction Notes/Comments:


	P
	Has your jurisdiction arranged for snacks and water to be available to medical special needs evacuees during the bus ride?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	Q
	Does your jurisdiction have a process in place to ensure medications are available during the evacuation process?
	
	
	

	
	Local Jurisdiction Notes/Comments:


	R
	Does your jurisdiction have a process in place to identify and label personal equipment (wheelchairs, oxygen tanks, etc.)?
	
	
	► Equipment can be tracked on the manifest. Also, the SNETS will track equipment that belongs to the evacuee.

	
	Local Jurisdiction Notes/Comments:



	
	Activities
	Yes
	No
	Resources

	4
	RE-ENTRY
	
	
	

	
	
	
	
	

	
	

	S
	Has your jurisdiction coordinated a process for tracking the location and expected arrival time of transportation assets with the receiving jurisdiction?
	
	
	►Sheltering and receiving jurisdictions should coordinate departure and arrival times.

	
	Local Jurisdiction Notes/Comments:


	T
	Does your jurisdiction have a process in place to address the transportation of pets during re-entry?
	
	
	► Pets can be tracked on the manifest. Also, the SNETS will track pets that belong to the evacuee.

	
	Local Jurisdiction Notes/Comments:


	U
	Does your jurisdiction have a process in place to coordinate the re-entry of medical special needs evacuees with family members that may be housed in other shelters?
	
	
	

	
	Local Jurisdiction Notes/Comments:
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