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1.0 Purpose

2.0

3.0

4.0

To provide clear direction and instruction for all staff in responding to a situation in which a person
requires immediate medical assistance anywhere on hospital property outside of a Code Blue.

Background
A Code One is the initial response code for a medical emergency on NH premises attended by NH staff

that may include a patient not on a unit, visitor, volunteer, student, physician or staff member who may
have been injured.

Scope

Applies to all employees, persons with practicing privileges (physicians, dentists, midwives and RNs in
the Extended Class), volunteers, students/learners, independent and external contract workers) at each
hospital site within Niagara Health.

Policy

41  Any member of staff can initiate a Code 1 response when they come across any person anywhere
on hospital property that is in need of immediate medical assistance (e.g. slips, trips, falls,
seizures).
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4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.11

412

If a staff member is alone with no means of communication available to them with a person
requiring immediate medical attention and they require additional help, they will inform the person
they are going to get additional help and return to the person as soon as possible to provide care,
consistent with the staff member’s knowledge and skills, and to also extend reassurance. The
person must return to the individual as soon as possible after alerting others to the need for help.

All Code 1 responses will be triggered by calling “55555” and switchboard will manage all
overhead paging, and tracking of calls.

If the Code 1 Team believes there is a need to escalate the call, the Team will contact
Switchboard. Switchboard will then notify the Clinical Manager/On Call Clinical Manager.
Switchboard will maintain a record of Code 1 calls that logs, date, time, location and name of
person calling.

Staff members, inclusive of Security, in the vicinity of a Code1 will respond and provide assistance
within their level of knowledge and skill and will remain with the patient to provide reassurance and
care until the Code 1 Team arrives on site. Once appropriate medical personnel are on scene, all
unnecessary personnel will return to their duties. Security will provide “crowd control” and ensure
the dignity of the individual is maintained through allowing as few people as possible near the
scene.

Paging of the Emergency or Urgent Care Physician to the site will be on the direction of the Code 1
Team Leader.

Only the Emergency or Urgent Care Physician has the authority to request 911 EMS services if
skilled extrication is needed to safely immobilize, stabilize, and transport the person to Emergency
or the Urgent Care Centre. If the Emergency or Urgent Care Physician is not immediately available,
the Code 1 Leader will use his or her best judgment in calling 911.

If the person’s clinical status changes or the situation changes, staff will initiate the most
appropriate code to ensure the right level of response is dispatched to the scene (i.e. Code, White,
Code Blue, Code Pink, etc.)

An IRS report is required to be completed by the Team Leader once the scene has been cleared.
Support from the Code 1 Team will ensure that the person who discovered/observed the incident
provides information to the Team Leader.

In all cases, all persons will be offered the opportunity to be triaged and assessed in the
Emergency or Urgent Care areas. In the event a person chooses not to attend Emergency or
Urgent Care, the IRS report document the person’s choice.

For Code 1 incidents involving staff, Physicians or volunteers; the IRS reports will be forwarded to
Occupational Health and Safety for follow up to determine if a WSIB report is required.

As part of the IRS response, the appropriate Manager or Site HPD team will conduct a debriefing
session to review the efficiency and efficacy of the Code 1 response.

Procedure

5.1

Authority to Activate a Code 1

Any staff member, Security Officer, professional staff or volunteer has the ability to call a Code 1 in

the event there is a situation.

a) Dial “565555” and request a Code 1 be paged.

b) On hearing an overhead announcement for “Code 1” Staff members in the vicinity will
respond, security is to respond immediately (if available) and the Code Team will respond.
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5.2 Responsibilities at all NH Sites
In accordance to their role, staff are to follow the established processes as set out in the Job Action
Sheets attached as appendices and/or in Atlas, which is accessible through SourceNet or on a
mobile phone.

Responsibilities at all NH Sites Refer to

First Responders Appendix A

Switchboard Appendix C

Code Team with ED Appendix F and Appendix M
Code Team with UCC Appendix F and Appendix L or Appendix N
Staff Appendix D

Security Appendix E

Department Lead Appendix G

Manager On-Call Appendix H

Director On-Call Appendix |

Vice President Appendix J

Executive Leadership Appendix K

5.3 Deactivation of Code 1
a) The Team Leader will deactivate the code when they feel the situation is satisfactorily defused
and will notify switchboard that the Code 1 is Clear.
b) When a situation is stabilized, the Emergency Department staff are first to be released from the
scene.

5.4 If a person refuses to be assessed in the Emergency Department, document the refusal in the IRS
report.

Definitions
Code 1 - This term is used to initiate a response to a person who is in immediate need of assistance at all
NHS Sites when an existing code (i.e. Blue, Pink, White) does not apply.

Code 1 Team Leader is the first assigned Registered Health Care Provider on scene.

Extrication - To free or remove a person from a dangerous situation (entanglement and/or unsafe,
difficult space/location).

First Responder — The first NH Staff member, Physician, volunteer, student or Security Officer who
happens upon the scene.

Person — Can refer to a visitor, volunteer, staff member and/or physician, etc.

Professional Staff means those Medical Staff, Dental staff, Midwifery Staff and non-employed members
of the Extended Class Nursing Staff that are appointed by the Board and who are granted specific
Privileges to practice medicine, dentistry, midwifery or extended class nursing respectively.

Site specific Code 1 Team membership is defined in Appendix A.

Education/Communications
7.1 All staff will be required to participate and review the Code 1 Policy as a part of the global
emergency management “Code of the Month” program.

7.2 Any changes to this document will be communicated to all staff by internal media forums. Any
changes to individual response team members will be communicated to those team members by
the Emergency Management Committee.
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8.0 Appendices
Appendix A — Code One Initial Assessment Checklist
Appendix B — Job Action Sheet Summary (All Roles)
Appendix C — Switchboard / Resource Centre Job Action Sheet and Checklist
Appendix D — Staff Job Action Sheet and Checklist
Appendix E — Security Job Action Sheet and Checklist
Appendix F — Code Team Job Action Sheet and Checklist
Appendix G — Department Lead Job Action Sheet and Checklist
Appendix H — Manager On-Call Job Action Sheet and Checklist
Appendix | — Director On-Call Job Action Sheet and Checklist
Appendix J — Vice President Job Action Sheet and Checklist
Appendix K — Executive Leadership Job Action Sheet and Checklist
Appendix L — Algorithm for NH Sites with a 24-hour Urgent Care Centre
Appendix M — Algorithm for NH Sites with an Emergency Department
Appendix N — Algorithm for NH Sites with no Urgent Care Centre or closed Urgent Care Centre

9.0 Related Documents
N/A

10.0 Related Forms
N/A

11.0 References
N/A
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Appendix A
Code One Initial Assessment Checklist and Code Team

Code One is the response code for a medical emergency on NH premises

Initial Discovery and Immediate Actions by any staff member

Determine the chief complaint and assist as able

Call out to nearby Staff

Notify Dept. Lead immediately

Call the Resource Centre Ext. 55555 to report the Code

O o000

Report to the Code Team upon arrival as required

Code

SCS

NFS

Team Membership
= 1ED-RN
= Security

| WS

«- 1-ED-RN
+ 1-ICU-RN

PCS/FES

« 1—Urgent Care Centre - RN
+ 1 - Complex Care - Nurse

There is no Stage 1, GO TO Stage 2 or 3

Assessment Criteria for Code One - Stage 2 Major

Patient is responsive and inside the facility and requires medical assistance (if unresponsive GO TO

a .
Code Blue/Pink
O | Patient is responsive or unresponsive outside the facility on hospital premises and requires medical
assistance
O | If answered yes to any of the questions in Stage 2, and none of the Stage 3 questions, it is a Stage 2
0 | Contact Resource Centre ext. 55555: Code ONE Stage 2 Site - Location

Assessment Criteria for Code One - Stage 3 Critical

O | Multiple Code ONE patients
O | If answered "yes" to the question in Stage 3, it is a Stage 3
O | Contact Resource Centre ext. 55555: Code ONE Stage 3 - Site - Location

If the Patient is or at anytime becomes unresponsive call the Resource Centre Ext 55555 to report a
Code Blue - Stage 2
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Appendix B
Job Action Sheet Summary (All Roles)
This summary page provides a quick reference of the key points with the various JAS for each Role.
Group Stage 1

Stage 2 Stage 3

Chain of Command

Executive
Leadership No Stage
Team (ELT)/ 9 No action required No action required
VP
On-Call
EOC / No St
Director ° 1 49€  No action required No action required
On-Call
Staff:
- Assist patient as required Staff: Assist patient ired
- Provide patient information / assist SSISt palient as requires )
Code Team as required - Provide patient information / assist
Code Team as required
Dept. Lead/Manager On-Call:
« Assume role of Incident Commander Dept. L:adlManalgerf(l)n-galltC q
« Update arriving Code Team Uszurtne role o CnCId eq_ ommander
« Advise Resource Centre of Code pdate SN e LT
Tea el » Advise Resource Centre of Code
: . Team arrival
Assist and support as required o pecls e SuRTER Es R e
Incident Security: Security:
nciden A :
No Stage « Ensure safety of Code Team; direct to ) o
Command 1 9 Code location as required Ensure saffety of Code_Team, direct to
Post (ICP) o EeElEn e el e Code location as required

perimeter - may be required to
hold the scene in the event of a
critical injury

Code Team:

» Respond to Code location with two
staff/ Security; do not respond
alone

- Consider calling EMS for assistance

« Assist person or transport to ED/UCC

- Dismiss extra staff as required

- If the patient is a Niagara Health staff
or affiliate, contact Resource Centre

- If patient sustained a critical injury,
contact Resource Centre

« Issue the All Clear

Establish and maintain perimeter -
may be required to hold the scene
in the event of a critical injury as
required

Code Team:

Respond to Code location with two staff/
Security; do not respond alone

Consider calling EMS for assistance
Assist person or transport to ED/UCC
Dismiss extra staff as required

If the patient is a Niagara Health staff or
affiliate, contact Resource Centre

If patient sustained a critical injury, contact
Resource Centre

Issue the All Clear
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Appendix C — Switchboard / Resource Centre Job Action Sheet

Code One — Stage 2 — Switchboard / Resource Centre Job Action Sheet

Definition

Any conscious person inside the facility; or any conscious or unconscious person
outside the facility on hospital premises requiring assistance

1. SENDING ALERTS

PA Announcement (3times)

Code ONE — Stage 2 - [location]

Phone/Contact Responders

« Security phone

Send Group Emails

Email distribution groups:

NHS Emergency Management

Subject Line (cut and paste,
update site)

Code Alert: Code One — Stage 2 — [Site]

Email Body (cut and paste,
update location)

There is a Code One in [location].

2. ADDITIONAL DUTIES AS REQUIRED

Emergency Responders

- Call 9-1-1 EMS as directed

If victim is an employee or
affiliate:

+ Email Occupational Health and Safety “NH OHS Code One”

If the victim has sustained a

- Contact Manager of Risk or designate (0830-1630 hours Monday through

Critical Injury: Friday), or Risk On-Call (After Hours) to advise of Critical Injury
3. ALL CLEAR

Authority to give the “All Code Team

Clear”

PA Announcement (once) N/A

Group Emails N/A

4. POST INCIDENT PROCEDURES

Record | Code Log

Stage 2 Checklist

Q PA Announcement sent

a Phone/Contact Responders

a Receive Call from Dept. Lead when the Code Team arrives

a Receive notification from the Code Team that the victim is a Niagara Health Employee or Affiliate. Notify

Occupational Health and Safety via email distribution group — “NHOHSCodeOne”

a

Receive notification from the code team regarding a critical injury occurred. Notify Manager of Risk or Risk
On-Call. (patient is/was unconscious, sustained a fracture, excessive bleeding, head injury)

Sending Stage All Clear Notification

Q Receive call from Code Team when the Code has been resolved

Q No action required for Code

a Complete Code Log
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Code One — Stage 3 Critical — Switchboard / Resource Centre Job Action Sheet

Definition

Multiple conscious persons inside the facility; or any multiple conscious or
unconscious persons outside the facility on hospital premises requiring assistance

1. SENDING ALERTS

PA Announcement x 3

Code ONE - Stage 3 - [location]

Phone/Contact Responders

- Security phone

Send Group Emails

Email distribution groups: NHS Emergency Management

Code Alert: Code One — Stage 3 —

Subject Line (cut and paste, update site) [Site]

Email Body (cut and paste, update location) | There is a Code One in [location].

2. ADDITIONAL DUTIES AS REQUIRED

Emergency Responders

« Call 9-1-1 EMS as directed

If victim is an employee or
affiliate:

+ Email Occupational Health and Safety “NHOHSCodeOne”

If the victim has sustained a
Critical Injury:

- Contact Manager of Risk or designate (0830-1630 hours Monday through
Friday), or Risk On-Call (After Hours) to advise of Critical Injury

3.ALL CLEAR

Authority to give the “All Code Team
Clear”

PA Announcement (once) N/A

Group Emails N/A

4. POST INCIDENT PROCEDURES

Record

| Code Log

Sending Stage Alerts - Stage 3 Checklist

0 PA Announcement sent

Q | Phone/Contact Responders

QO | Receive Call from Dept. Lead when the Code Team arrives

Q | Receive notification from the Code Team that the victim is a Niagara Health Employee or Affiliate. Notify
Occupational Health and Safety via email distribution group “NHOHSCodeOne”

Receive notification from the code team regarding a critical injury occurred. Notify Manager of Risk or Risk On-
Q| cal. (patient is/was unconscious, sustained a fracture, excessive bleeding, head injury)

Sending Stage All Clear Notification

Receive call from Code Team when the Code has been resolved

No action required for Code

Q | Complete Code Log
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Appendix D — Staff Job Action Sheet and Checklist

Code One - Stage 2 (There is no Stage 1)

Step 1 — Activate and Notify

Notify people in the area of Code ONE

Contact Dept. Lead to advise of the code

Ensure Resource Centre is advised if victim is a Niagara Health Employee or Affiliate

O
O
O | Call Resource Centre at Ext. 55555 to advise of Code ONE
O
O

Ensure Resource Centre is advised if victim has sustained a Critical Injury

Step 2 — Action Plan

O | Assist patient as required

O | Provide information on the patient as required

O | Assist Code ONE Team as required

Step 3 - All Clear

O | Code ONE Team will advise of the All Clear

Step 4 — Post Incident

O | Assist as required

Code One - Stage 3

Step 1 — Activate and Notify

Notify people in the area of Code ONE

Contact Dept. Lead to advise of the code

Call Resource Centre at Ext. 55555 to advise of Code ONE

Ensure Resource Centre is advised if victim is a Niagara Health Employee or Affiliate

O |O|0o|oo

Ensure Resource Centre is advised if victim has sustained a Critical Injury (e.g. Victim is/was unconscious,
sustained a fracture, excessive bleeding, head injury)

Step 2 — Action Plan

O | Assist patient as required

O | Update the Code ONE Team upon arrival

O | Assist Code ONE Team as required

Step 3 — All Clear

O ‘ Code ONE Team will advise of the All Clear

Step 4 — Post Incident

O | Assist as required
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Appendix E — Security Job Action Sheet and Checklist

Code One - Stage 2 (There is no Stage 1)

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action Plan

Respond to Code location with two staff (do not respond alone)

Respond with Security at SCS, NFS, WS, and with portable radios at PCS and FES

Advise Resource Centre upon arrival

Receive update from Dept. Lead / staff

Assess patient, if patient is unresponsive escalate to CODE BLUE or CODE PINK

If the patient is outside and not able to brought inside quickly, escalate and call the Resource Centre Ext.
55555 to call for 911 - EMS

Assist person or transport patient to ED or UCC

Dismiss extra Staff as required

Ensure Security has set up a perimeter and cordon to prevent entry into the area

O|o|joo| o |ojo|o|o|(a

Update the Dept Lead as required

Step 3 — All Clear

O | Confirm with Code Team that the Code has ended; remove perimeter coverage

O | Advise Security Command the Code has been resolved

Step 4 — Post Incident

O | Assist as required

O | Complete any documentation as per Security requirements

Code One - Stage 3

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action Plan

Respond to Code location

Advise Security Command upon arrival

Receive update from Dept. Lead(s) / staff

Ensure the safety of the Code Team and direct to Code location as required

Establish and maintain a perimeter as required

Contact and update Security Command via radio

Step 3 — All Clear

O | Confirm with Code Team that the Code has ended; remove perimeter coverage

O | Advise Security Command the Code has been resolved

Step 4 — Post Incident

O | Assist as required

O | Complete any documentation as per Security requirements
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Appendix F — Code ONE Team Job Action Sheet and Checklist

Code One - Stage 2 (There is no Stage 1)

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action Plan

Respond to Code location with two staff (do not respond alone)

Respond with Security at SCS, NFS, WS, and with portable radios at PCS and FES

Advise Resource Centre upon arrival

Receive update from Dept. Lead / staff

Assess patient, if patient is unresponsive escalate to CODE BLUE or CODE PINK

If the patient is outside and not able to be brought inside quickly, escalate and call the Resource Centre
Ext. 55555 to call for 911 — EMS

Assist person or transport patient to ED or UCC

Dismiss extra Staff as required

Ensure Security has set up a perimeter and cordon to prevent entry into the area

Ensure Resource Centre is advised if victim is a Niagara Health Employee or Affiliate

Ensure Resource Centre is advised if victim has sustained a Critical Injury (e.g. Victim is/was unconscious,
sustained a fracture, excessive bleeding, head injury)

oo |0ojo0|jojo| o |ojo|jo|o|a

Update the Dept. Lead as required

(7]
=3
D

p 3 - All Clear

|

Advise Resource Centre Ext. 55555 when Code is resolved

(7]
—-
(1]

p 4 — Post Incident

U | Complete IRS

Code One - Stage 3

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action Plan

Respond to Code location with two staff (do not respond alone)

Respond with Security at SCS, NFS, WS, and with portable radios at PCS and FES

Advise Resource Centre upon arrival

Receive update from Dept. Lead / staff

Assess patient, escalate to Code Blue or Code Pink if needed

If the patient is outside and not able to be brought inside quickly, escalate and call the Resource Centre
Ext. 55555 to call for 9-1-1 EMS

Assist person or transport patient to ED or UCC

Dismiss extra Staff as required

Ensure Security has set up a perimeter and cordon to prevent entry into the area

Ensure Resource Centre is advised if victim is a Niagara Health Employee or Affiliate

Ensure Resource Centre is advised if victim has sustained a Critical Injury (e.g. Victim is/was unconscious,
sustained a fracture, excessive bleeding, head injury)

Ol o |o|jojo|jo} o (ooo|jo|d

Update the Dept Lead if any patient is critical
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Step 3 — All Clear

O | Advise Resource Centre Ext. 55555 when Code is resolved

Step 4 — Post Incident

O | Complete IRS
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Appendix G — Department Lead Job Action Sheet and Checklist

Code One - Stage 2 (There is no Stage 1)

Ste

p 1 — Activate and Notify

O | Receive notification from Staff that a Code has occurred

O | Call Resource Centre at Ext. 55555 and advise of a Code ONE - Stage 2 - Location

O | Receive Code Alert

Step 2 — Action Plan

O | Establish Incident Command Post location and assume role of Incident Commander, don the IC Vest
0 | Direct Staff to provide patient care until the Code ONE Team arrives

O | Give an update to the arriving Code ONE Team / Security

0 | Contact Resource Centre to report the Code Team arrival

O | Update the Manager On-Call if patient is critical, or is an Employee or Affiliate (as required)
O | Assist the Code Team

O | Ensure Code ONE Team has all the resources required

Step 3 - All Clear

u ‘ Be advised by the Code ONE Team the Code has been resolved

Ste

p 4 — Post Incident

u ‘ Assist as required

Code One - Stage 3

Step 1 — Activate and Notify

O | Receive notification from Staff that a Code has occurred

O | Call the Resource Centre Ext. 55555 and advise of a Code ONE - Site — Location

U | Receive Code Alert

Step 2 — Action Plan

O | Establish Incident Command Post location and assume role of Incident Commander, don the IC Vest
U | Give an update to the arriving Code ONE Team

O | Update the Manager On-Call if any patient(s) are critical, or are Employee(s) or Affiliate(s) (as required)
0 | Assist the Code ONE Team

Step 3 - All Clear

0 | Receive the update from the Code Team when the Code has been resolved

O | Notify the Manager On-Call of the All Clear

U | Receive Code Alert: All Clear

Step 4 — Post Incident

U | Assist as required
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Appendix H — Manager On-Call Job Action Sheet and Checklist

Code One - Stage 2 (There is no Stage 1)

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

O | If a critical injury is suspected, request the Resource Centre contact Risk on-call

0 If the victim is an Employee or Affiliate, request the Resource Centre contact Occupational Health and

Safety
Step 3 — All Clear
O | NA

Step 4 — Post Incident

O | Assist as required

0 In the event of a critical injury, support the investigation with Risk on-call for notification to Ministry of
Labour

Code One - Stage 3

Step 1 — Activate and Notify

O | Receive Code Alert

O | Call the Resource Centre Ext. 55555 and advise of a Code ONE - Site - Location

O | Receive Code Alert

Step 2 — Action Plan

O | Receive update from Dept. Lead as required

O | If a critical injury is suspected, request the Resource Centre contact Risk on-call

0 If the victim is an Employee or Affiliate, request the Resource Centre contact Occupational Health and
Safety

Step 3 - All Clear

O | N/A

Step 4 — Post Incident

Ll | Assist as required

0 | Inthe event of a critical injury, support the investigation with Risk on-call for notification to Ministry of
Labour
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Appendix | — Director On-Call Job Action Sheet and Checklist

Code One - Stage 2 (There is no Stage 1)

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action Plan

O | If a critical injury is suspected, ensure that Risk on-call has been notified

O | If the victim is an Employee or Affiliate, ensure that Occupational Health and Safety has been notified

Step 3 - All Clear

O | N/A

Step 4 — Post Incident

O | Assist as required

0 In the event of a critical injury, support the investigation with the manager and Risk on-call for notification
to Ministry of Labour

Code One - Stage 3

Step 1 — Activate and Notify

O | Receive Code Alert

O | Call the Resource Centre Ext. 55555 and advise of a Code ONE - Site - Location

O | Receive Code Alert

Step 2 — Action Plan

O | Receive update from Dept. Lead as required

O | If a critical injury is suspected, ensure Risk on-call has been notified

O | If the victim is an Employee or Affiliate, ensure that Occupational Health and Safety has been notified

Step 3 - All Clear

0 | NA

Step 4 — Post Incident

Ul | Assist as required

0 | Inthe event of a critical injury, support the investigation with the manager and Risk on-call for notification
to Ministry of Labour
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Appendix J — Vice President On-Call Job Action Sheet and Checklist
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Code One - Stage 2 (There is no Stage 1)

Step 1 — Activate and Notify

O ‘ Receive Code Alert

Step 2 — Action Plan

O ‘ No action required

Step 3 - All Clear

O | NA

Step 4 — Post Incident

o ‘ Assist as required

Code One - Stage 3

Step 1 — Activate and Notify

O ‘ Receive Code Alert

Step 2 — Action Plan

O ‘ No action required

Step 3 - All Clear

O | N/A

Step 4 — Post Incident

O | Assist as required
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Appendix K — Executive Leadership Team Job Action Sheet and Checklist

Code One - Stage 2 (There is no Stage 1)

Step 1 — Activate and Notify

O ‘ Receive Code Alert

Step 2 — Action Plan

O ‘ No action required

Step 3 - All Clear

O | NA

Step 4 — Post Incident

o ‘ No action required

Code One - Stage 3

Step 1 — Activate and Notify

O ‘ Receive Code Alert

Step 2 — Action Plan

O ‘ No action required

Step 3 - All Clear

O | N/A

Step 4 — Post Incident

O | No action required
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Appendix L
Code 1 Response at NH Sites with 24 hour Urgent Care Centre

All Clinical units will respond to Code 1
Staff members are made awdre or Emergencies within their own department
come upon a non-cardiac medical ’
emergency situation that has
occurred on NH property Clinical units will call Code 1 for extra
‘ help only when needed

L 2

Activate by contacting Switchboard "55555" and calling Code 1 - provide location

4

Retum fo scene

The first available regulated HCP on the scene will take the lead
until the Code Team armrives and provides support as required

2

Sitle Code 1 team responds

Secunty |

ensures stalf

safety and Nursing and security meet at the location that was paged overhead
assumes

crowd confrol '

Perform an environmental scan assessment. (e.qg. Fire,
Safe ‘I Electrical wire, gas, violent person(s), efc.) Are there Not Safe fo
environmental hazards that will jeopardize your safety? proceed

Complete a patient assessment and
reassurance and provide care as
required

. 4

No . Does the situation require specialized extrication to »
move the patient? Yes

A 4 4

Move patient to UCC for care if the
patient requires freatment

Contact Emergency Services
to stabilize the scene

Page the UCC Physician for
direction/assistance

) 4 ¥

If the patient sustained a crilical injury (loss of consciousness, fracture, loss
of excessive blood), inform Resource Centre who will inform Risk

Once scene has been cleared complete an IRS
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Appendix M
Code 1 Response at NH Sites with an Emergency Department
All Clinical units will respond to Code 1
Staff members are made aware or Emergencies within their own department
come upon a non-cardiac medical '
emergency situation that has
occurred on NH property Clinical units will call Code 1 for extra
' help only when needed

R 2

Activate by contacting Switchboard "55555" and calling Code 1 - provide location

) 4

Return to scene

The first available regulated HCP on the scene will take the lead
until the Code Team arrives and provides support as required

b4

1ICU Nurse and 1 ED Nurse (NFS& WS) will respond to Code 11
ED Nurse and Security (SCS) will respond to Code 1Calls

Security *

ensures staff

safety and Nursing and security meet at the location that was paged overhead
assumes

crowd control '

Perform an environmental scan assessment. (e.g. Fire,
Safe .I Electrical wire, gas, violent person(s), etc.) Are there Not Safe to
environmental hazards that will jeopardize your safety? proceed

Complete a patient assessment and
reassurance and provide care as
required

) 2

No . Does the situation require specialized extrication to »
' move the patient?

Contact Emergency Services
to stabilize the scene

Yes

A 4

Contact/page the ED Physician for
direction/assistance

4 S 2

If the patient sustained a critical injury (loss of consciousness, fracture, loss
of excessive blood), inform Resource Centre who will inform Risk

Once scene has been cleared complete an IRS

DISCLAIMER: This is a CONTROLLED document for internal use only. A printed copy of this document may not reflect the current, electronic
version on the Policy and Procedure site. Only documents viewed through the Policy and Procedure site are considered official.
Permission is required from Practice and Education prior to sharing outside NH.

Move patient to ED for care if the
patient requires treatment
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Appendix N
Code 1 Response at NH Sites with no Urgent Care Centre or closed UCC

Staff members are made aware or come upon a non-cardiac medical emergency
situation that has occurred on NH property

L 2

Activate by contacting Switchboard "55555" and cdlling Code 1 - provide location

¥

The first available regulated HCP on the scene will take the lead
uniil the Code Team amves and provides support as required

¥

Site Code 1 team responds

Nursing and security (where available) meet at the location that was paged overhead

¥

Perform an environmental scan assessment. [e.g. Fire,
Safe ‘ Hectrical wire, gas. violent person(s), etc.) Are there ‘ Not Safe to
environmental hazards that will jeopardize your safety? proceed

Complete a patient assessment and
reassurance and provide care as
required

) 4

If patient requires freatment in an Bnergency Department, contact 55555 and
ask for EMS services

L 2

Attend to patient until fransportation amves to fake patient for further medical
assessment

¥

if the patient sustained a critical injury (loss of consciousness, fracture, loss of
excessive blood), inform Resource Centre who will inform Risk

Once scene has been cleared complete an IRS

DISCLAIMER: This is a CONTROLLED document for internal use only. A printed copy of this document may not reflect the current, electronic
version on the Policy and Procedure site. Only documents viewed through the Policy and Procedure site are considered official.
Permission is required from Practice and Education prior to sharing outside NH.

Contact Emergency Services
to stabilize the scene
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1.0 Purpose

2.0

3.0

4.0

To provide overall guidance and instruction for a controlled and coordinated response in the early
notification for assistance from hospital staff and police to locate a child victim under the age of 18 years
of age, who is believed to have been abducted and is in danger of serious bodily harm or death. This also
includes suspected actions that could result in the abduction of an infant or a child. Code Amber also
provides instruction to staff in the event of a withessed or suspect event.

Background

A code amber provides early notification for hospital staff to locate a child victim under the age of 18 who
is believed to have been abducted and is in danger of serious bodily harm or death. This is also inclusive
of suspected actions that could result in the abduction of an infant or a child.

Scope

Applies to all employees, persons with practicing privileges (physicians, dentists, midwives and RNs in the
Extended Class), volunteers, students/learners, independent and external contract workers at each site
within Niagara Health.

Policy
41 A Code Amber may be initiated by any staff member who discovers, or is advised of, an infant or
child missing without family permission/consent or discharge.

4.2  All staff must follow the steps outlined in the Job Action Sheets found within Atlas or as appendices
to this policy. A Code Amber may be deactivated by the Vice President of Patient
Services/Designate (i.e. Program Director) or Charge Nurse following consultation with Niagara
Regional Police and/or if the incident has been resolved.
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Procedure

5.1

Initial Discovery - Inmediate Actions

a) Notify Dept. Lead

b) Call the Resource Centre at Ext. 55555 to advise of the Code Amber

¢) Immediately begin a search of the Department starting with the last known location (do not
spend longer than 1 min on this cursory search)

5.2 Code Amber Activation (Stage 2 or Stage 3)
a) Upon activation of a Code Amber, all staff will follow tasks outlined in the Job Action Sheets

(Appendices or Atlas) according to their role.

5.3 Communication Guidelines
a) Allinquiries, including those from the press should be referred to Corporate Communications.
b) All communications with the public media must be cleared by the Police and will be made
through the President and Chief Executive Officer/Designate and Corporate Communications.
5.4 Code Amber Deactivation
a) Vice-President Patient Services/Designate (Program Director)

i) In consultation with Niagara Regional Police the Chief Executive Officer/Designate will
determine whether the crisis has been concluded and that it is safe to return to normal
operations.

i)  Once this decision is made the Vice-President Patient Services/Designate shall notify
Switchboard to announce the “All Clear”.

b) Switchboard Responsibilities

Upon notification by the Vice-President Patient Services/Designate that the crisis has been

concluded Switchboard will:

i) Announce ” CODE AMBER — ALL CLEAR” 3 times

i)  Notify by phone those areas at the respective site which are not served by the public
address system.

c) Staff Responsibilities

Upon receiving the “All Clear” notification all hospital staff will:

i) Resume normal duties

ii)  Advise patients and visitors that the crisis no longer exists.

iii)  Refer any inquiries about the crisis to Corporate Communications.

5.5 Roles and Responsibilities
Upon activation of a Code Amber, in accordance to their role, staff are to follow the established
processes as set out in the Job Action Sheets attached as appendices and/or in Atlas, which is
accessible through SourceNet or on a mobile phone.
Responsibilities at all NH Sites Refer to
Switchboard/Resource Centre Appendix D
Staff Appendix E
Security Appendix F
Department Lead Appendix G
Manager On-Call Appendix H
Director On-call Appendix |
Vice President Appendix J
Executive Leadership Appendix K
Definitions

Code Amber: is defined as the abduction of an infant (up to 28 days old) or a child (up to 18 years of
age) from the floor or from the hospital, without permission/consent or discharge by the parent(s) /
substitute decision maker or the respective Niagara Health site hospital.
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7.0 Education/Communications
Documentation
7.1 Documentation for any infant/child abduction is to include:
a) Security incident report from Security staff.
b) Incident report from Department Manager or Designate
¢) Abductor and Infant/Child Descriptor Sheet (See Appendix L — Abductor and Infant/Child
Descriptor Sheet).

7.2 Follow Up - Managing Distribution of Hospital Activities
a) Senior management will implement a course of action to cope with the disruption of hospital
routine if necessary.
b) Evaluation of Response
i) The staff response and that of other agencies is to be evaluated and any
recommendations for improvement in the process are to be implemented.
i)  Anannual review of the Code Amber procedure/contingency plan will be completed by
the Risk Management Department in conjunction with Vice-President Patient
Services/Designate and Department Managers.

8.0 Appendices
Appendix A - Code Amber — St. Catharines Site
Appendix B - Code Stage Definition
Appendix C - Job Action Sheet (all roles)
Appendix D - Switchboard/Resource Centre Job Action Sheet / Checklist
Appendix E - Staff Job Action Sheet / Checklist
Appendix F - Security Job Action Sheet / Checklist
Appendix G - Department Lead Job Action Sheet / Checklist
Appendix H - Manager On-Call Job Action Sheet / Checklist
Appendix | - Director On-Call Job Action Sheet / Checklist
Appendix J - VP On-Call Job Action Sheet / Checklist
Appendix K - EXECUTIVE LEADERSHIP Job Action Sheet / Checklist
Appendix L - Abductee — Abductor Description Form
Appendix M - Missing Person Department Search Checklist
Appendix N - Code Amber log
Appendix O - DMH Site Department Checklist
Appendix P - GNG Site Department Checklist
Appendix Q - PCS Site Department Checklist
Appendix R - SCS Site Department Checklist
Appendix S - WHS Site Department Checklist
Appendix T - Communications Table
Appendix U - Messaging (internal/external)
Appendix V - Social Media Messaging

9.0 Related Documents
See appendices above.

10.0 Related Forms
Not applicable.

11.0 References
Not applicable.
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Appendix A
Code Amber — St. Catharines Site

Code Amber — Infant / Child Abduction Applies in its entirety to the St Catharines Site.
The Infant Abduction System is in place at: The Special Care Nursery and Women and Babies Unit

The Infant Abduction System

Infant tag is detected by unit perimeter sensors when movement of infant to an unauthorized zone (near a
door/stairwell) is detected. When the Infant tag nears the perimeter sensors, the magnetic locks will engage and
prevent the door from being opened. When the Infant tag moves away from the unauthorized zone, the magnetic
locks will return to previous settings. No audible alert will sound.

Activation of the Infant Abduction System Door Exit Alert

The Infant tag activates an audible tone when movement of infant to an unauthorized zone (through a door/into
stairwell) is detected, and initiates the call bell alert as Code Amber at care station Nurse Call consoles and
Security Nurse Call Console. The alert will indicate the infants identifying name and the last active point the infant
went through.

The following applies when Infant Abduction System alerts that a perimeter sensor has been crossed:

Security
e Dispatch a guard to the location of the alert immediately
e Make immediate contact with the Charge Nurse to confirm a Code Amber. If a Code Amber is confirmed
Security is to initiate an immediate Remote Lockdown of the site.
e  Security will utilize the RTLS system to determine the location of the infant tag and will provide this
information to staff and Police as required.

Charge Nurse/Designate

Report to the alert area

Confirm with Security if a Code Amber is required
Follow Code Amber Protocol if required.

Activation of the Infant Abduction System — Band Tamper Alert
The Infant tag activates an audible tone when the tag is tampered with and initiates the call bell alert as Code
Amber at care station Nurse Call consoles and Security Nurse Call Console.

The following applies when Infant Abduction System alerts that an Infant tag has been tampered with:

Security
e Dispatch a guard to the location of the alert immediately
e Make immediate contact with the Charge Nurse to confirm a Code Amber.
o If a Code Amber is confirmed Security is to initiate an immediate Remote Lockdown of the site.
e  Security will utilize the Real Time Locating System (RTLS) system to determine the last known location of
the infant tag and will provide this information staff and Police as required.

Charge Nurse/Designate

Report to the alert area

Confirm with Security if a Code Amber is required
Follow Code Amber Protocol if required.

In the event of a Fire Alarm in the Unit, the Infant Abduction System will be superseded by the fire system and
magnetic locks will disengage. Security will monitor the Nurse Call and Real Time Locating System (RTLS)
consoles to ensure there is not a simultaneous Door Exit Alert and Fire Alarm. Code Red and Code Amber may
need to be activated concurrently.
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Appendix B
Code Amber — Missing/Abducted Child

Initial Discovery - Immediate Actions

+ Notify Dept. Lead

+ Call the Resource Centre at Ext. 55555 to advise of the Code Amber

- Immediately begin a search of the Department starting with the last known location (do not
spend longer than 1 min on this cursory search)

There is no code team; this is an all-staff response

Definitions and Assessment

Code Stage Definitions

Stage 1 - There is no Stage 1 - GO TO Stage 2 or 3

Stage 2: Child missing within the site
+ Child is missing/abducted and was not found in the department
- RF Bracelet was activated (SCS)
- The Child is believed to still be in the building

Stage 3: Child missing in the community

- Child is missing/abducted and believed to be out of the hospital and into the community
« Police must be called

Assessment Criteria for Code Amber — Stage Two (there is no Stage One)

The child cannot be found within the dept.

There are indications the child left or was taken from the dept.

The unit doors were opened

RF Bracelet has been activated

If the child is missing for more than 5 minutes escalate to Stage 3

O g g g g o

If answered yes to any of the questions in Stage 2, and none of the Stage 3 questions, itis a
Stage 2

D | Contact Resource Centre Ext. 55555 and advise of Code Amber - Stage 2 - Site
O

Go to corresponding Stage 2 JAS

Assessment Criteria for Code Amber — Stage Three

= Child has been missing for more than 5 minutes

D | There are indications the child has left the building

= If answered yes to any of the questions in Stage 3, it is a Stage 3

D | Contact Resource Centre Ext. 55555 and advise of Code Amber - Stage 3 - Site
O

Go to corresponding Stage 3 JAS
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Appendix C

Job Action Sheet Summary (All Roles)

This summary page provides a quick reference of the key points with the various JAS for each Role.

Chain of Command

Group

Stage 1

Stage 2

Stage 3

EOC/
Director
On-Call

No Stage 1

Incident
Command No Stage 1
Post (ICP)

» Receive update from Incident
Commander

» Establish EOC Conference Call;develop
action plan

» Ensure EOC Hotline Ext. 45555 is
activated; receive search status updates

» Consider escalation to Stage 3

» Determine impact on operations and
consider COOP activation

» Issue All Clear

Staff:
*  Return to own department to begin
search
»  Search for missing child within
department

*  Ensure other patients are safe

» 2 staff members from each ground floor
departments to station at closest exterior
exits to watch for missing person

» If child is found, detain and call Resource
Centre Ext. 55555 for Security

*  Support family as required

Dept. Lead/Manager On-Call:

» Assume role of Incident Commander

Receive update from Incident Commander
Establish EOC as required

Contact all Niagara Health sites to watchfor
missing child/abductor

Determine impact on operations and
consider COOP activation

Consider communication requirements
Liaise with Police to determine child status;
advise VP On-Call

Staff:

Conduct search of work area

Maintain vigilance for child / abductor
Support families as required

If child is found, detain and immediatelycall
Resource Centre Ext. 55555 for Security

Dept. Lead/Manager On-Call:

Assume role of Incident Commander
Notify Police via Resource Centre

Liaise with Police

Update patient's MRP

Provide information to Resource Centrefor
Code Update Email

Update Director On-Call as required



PAGE 7 OF 39
health NAME: Code Amber — Infant/Child Abduction

Extraordinary Caring. Every Person. Every Time.

- Ensure ABDUCTOR/MISSING PERSON * Support families as required
DESCRIPTION FORM is completed; provide
to Resource Centre

* Request photos of missing child from
family; provide to Resource Centre

» Assign nurse to accompany parents/
guardian at all times

» If child is missing for more than 5
minutes, advise Resource Centre to
escalate to Stage 3

* Provide information to Resource Centre for
Code Update Email

* Notify MRP, lab to place STAT holdon
newborn tissue/blood

* Update Director On-Call as required

» Ground floor departments to send 2 staff to
each exterior exit to watch for child/ abductor

» Each Dept. Lead to complete MISSING
PERSON DEPT SEARCH CHECKLIST;
update EOC Hotline Ext 45555 of search

results

Security: Security:

» Lock exterior exits of hospital «  Escort Police to ICP

* Review video to identify abductorand - Notify Security at other Niagara Health sites
related activity; identify egress point »  Monitor video surveillance

» Search parking lots; inspect vehicles for - Monitor parking lots, entrances
children '

» Patrol exterior of hospital

Communications

* Send out PA Announcement
* Send out PA Announcement +  Phone 9-1-1 Police, Security, Manager On-
*  Phone Security, Manager On-Call, Manager Call, Manager Security, Manager Risk,
Security, Manager Risk, Director On-Call Director On- Call
Resource No Stage 1 +  Send NHS Emergency Management .
Centre 9 group email email
. Send All Clear PA, email « Send All Clear PA, email

Send NHS Emergency Management group
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Appendix D - Switchboard / Resource Centre Job Action Sheets / Checklists

Code Amber — Stage 2 Major — Switchboard / Resource Centre Job Action Sheet

Definition

Missing child within the site

1. SENDING ALERTS

PA Announcement (3 times)

Code Amber — Stage 2 - [location]

Phone/Contact Responders

SCS, NFS, WS, PCS, FES

« Security

« Manager of affected department
(0830-1630 hours Mon. through Fri.),
or Manager On-Call (After Hours)

« Manager of Security

« Manager of Risk or designate
(0830-1630 hours Monday through
Friday), or Risk On-Call (After Hours)

Send Group Emails

Email distribution groups:

+ NHS Emergency Management

Subject Line (cut and paste, update site)

Code Alert: Code Amber — Stage 2 — [Site]

Email Body (cut and paste, update site)

There is a missing child within [site].
/A Code Update Email will be sent as more information
comes available

If the child is not found in 5 minutes escalate Code Amber to Stage 3 — Call 9-1-1 — Police

Centre JAS

Dept. Lead will update the Resource Centre if child is not found within five minutes; GO TO Code Amber — Stage 3 — Resource

2. EOC ACTIVATION

A. Call the Director On-Call
(according to schedule)

1 Confirm the Director On-Call

is aware of the Code and has

spoken with the Dept. Lead or

Manager On-Call

2 Confirm the Director On-Call
wants to activate the
EOC teleconference Meeting

Monday through Friday: 0830-1630

(start with #1 until someone answers)

1.  Director, Quality, Patient Safety, Risk and Patient
Relations

2. Director, EVS, Patient Transportation, Waste and
Linden Services

3. Director, Facilities Engineering, Capital Planning,

Biomedical Engineering, Parking and Security

Director, Finance

Director, Patient Care SCS

o ks

After-hours

Refer to Director On-call schedule

B. Establish ‘teleconference’
Meeting’ as per Director
On-Call

1. MS Teams Meeting invitation subject

line (cut and paste, update site)

EOC Conference Call — Code Amber — Stage 2 — [Site]

1. Send Teleconference Meeting
invitation via email to leadership
list

2. Set start time to begin
immediately

3. Call Leadership list to advise of
teleconference Meeting
invitation

Manager of Security

Manager of affected department (M-F, 0830-1630), or
Manager On-Call (after hours)

Director, Facilities Engineering, Capital Planning, Biomedical
Engineering, Parking and Security

Director of affected department (M-F, 0830 - 1630), or
Director On-Call (after hours)

Manager of Risk or designate (M.-F., 0830-1630), or Risk
On-Call (after hours)

Director of QPSR

VP On-Call

Communications
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3. CODE UPDATE EMAIL

* Receive information
from Dept. Lead

Email distribution groups:

. NHS Emergency Management

» Send Code Update
Email

Subject Line (cut and paste, update site)

Code Update Email: Code Amber — Stage 2 — [Site]

* Open CODE UPDATE EMAIL in “I” Drive.

Email Body » Enter content into template; Copy and paste
template into Email body
Attach ABDUCTOR/ABDUCTEE DESCRIPTION
Attachments

FORM if complete

4. ADDITIONAL DUTIES AS REQUIRED

Complete documentation

* Complete ABDUCTOR/ABDUCTEE DESCRIPTION FORM as per Dept. Lead instructions

Media Inquiries

» Direct media inquiries to Communications Dept.

Patient Inquiries

N/A

ED Closure Notifications — as
directed

N/A

EOC Hotline

* Record department search completions on NH SITE DEPARTMENT CHECKLIST

5. ALL CLEAR

Authority to give the “All Clear”

Director On-call

PA Announcement (once)

All Clear Code Amber

Group Emails

Email distribution groups:

* NHS Emergency Management

Subject Line (cut and paste, update site)

Code Alert: Code Amber — Stage 2 — [Site] — All Clear

6. POST INCIDENT PROCEDURES

Record

Code Log
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Code Amber — Stage Two (there is no Stage One) Switchboard / Resource Centre Checklist

Sending Stage Alerts

PA Announcement sent

Phone Security Desk to confirm PA was received

Phone/Contact Responders

Code Alert Group email sent

Phone Director On-Call - set up Teleconference Meeting as directed

Initiate the Teleconference Meeting Conference Call

Email the Teleconference Meeting Conference Call Group

Send out Code Update Email - if info received from Dept. Lead

Complete Section 4. Additional Duties as required

nding Stage All Clear Notification

All Clear PA announcement sent

All Clear Group email sent

OO0 0O 0O0oo0oao0goo

Complete Code Log




iagarahealth

Extraordinary Caring. Every Person. Every Time.

PAGE 11 OF 39

NAME: Code Amber - Infant/Child Abduction

Code Amber — Stage 3 Critical

Definition

A child has gone missing into the community

1. SENDING ALERTS

PA Announcement (3 times)

Code Amber — Stage 3 [location description not required]

Phone/Contact Responders

SCS, NFS, WS, FES, PCS

* 9-1-1 Police

« Security

+ Manager of affected department
(0830-1630 hours Mon. through Fri.), or Manager
On-Call (After Hours)

» Manager of Security

» Manager of Risk or designate
(0830-1630 hours Monday through Friday), or Risk
On-Call (After Hours)

Send Group Emails

Email distribution groups:

* NHS Emergency Management

Subject Line (cut and paste, update site)

» Code Alert: Code Amber — Stage 3 — [Site]

Email Body (cut and paste, update site)

A child has gone missing into the community from
[site].

* A Code Update Email will be sent as more
information comes available.

2. EOC ACTIVATION

A .Call the Director On-Call

(according to schedule)

1/ Confirm the Director On-Call is
aware of the Code and has spoke
with the Dept. Lead or Manager
On-Call

2/ Confirm the Director On-Call
wants to activate the
EOC Teleconference Meeting

Mon-Fri 0830-1630

(start with #1 until someone answers)

1. Director, Quality, Patient Safety, Risk and Patient
Relations

2. Director, EVS, Patient Transportation, Waste and
Linden Services

3. Director, Facilities Engineering, Capital Planning,
Biomedical Engineering, Parking and Security

4. Director, Finance

5. Director, Patient Care SCS

After-hours

Refer to Director On-call schedule

b. Establish ‘Teleconference
Meeting’ as per Director On-Call

1. Teleconference Meeting invitation subject
line (cut and paste, update site)

EOC Conference Call — Code Amber — Stage 3 — [Site]

1. Send Teleconference Meeting
invitation via email to leadership list

2. Set start time to begin immediately
Phone leadership list to advise of
Teleconference Meeting invitation

Manager of Security
Manager of affected department (M-F, 0830-
1630), or Manager On-Call (after hours)
o Director, Facilities Engineering, Capital Planning,
Biomedical Engineering, Parking and Security
o Director of affected department (M-F, 0830 -
1630), or Director On-Call (after hours)
e Manager of Risk or designate (M.-F., 0830-
1630), or Risk On-Call (after hours)
Director of QPSR
VP On-Call
Communications
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3. CODE UPDATE EMAIL

* Receive information
from Dept. Lead

» Send Code Update
Email

Email distribution groups:

* NHS Emergency Management

Subject Line (cut and paste, update site)

Code Update Email: Code Amber — Stage 3 — [Site]

Email Body

« Open CODE UPDATE EMAIL in “I”
Drive.

- Enter content into template; Copy
and paste template into Email body

Email Attachments

As per Department Lead instructions
Attach ABDUCTOR/ABDUCTEE
DESCRIPTION

FORM if complete

4. ADDITIONAL DUTIES AS REQU

IRED

Complete Documentation

Continue from Stage 2

Media Inquiries

+ Direct media inquiries to Communications Dept.

Patient Inquiries

+ Take a message

Direct Code Amber patient inquiries to EOC or Family Support Centre (once established)

ED Closure Notifications —as
directed

Notify NEMS of any ED closures

* Notify other Niagara Health sites of ED closure

EOC Hotline

Continue from Stage 2

5. ALL CLEAR

Authority to give the “All Clear”

VP On-call

PA Announcement (once)

All Clear Code Amber

Group Emails

Email distribution groups:

* NHS Emergency Management

Subject Line (cut and paste, update site)

Code Alert: Code Amber — Stage 3 — [Site] — All Clear

6. POST INCIDENT PROCEDURES

Record

| Code log




rahealth NAME: Code Amber — Infant/Child Abduction

Extraordinary Caring. Every Person. Every Time.

PAGE 13 OF 39

Code Amber — Stage Three - Switchboard / Resource Centre Checklist

Sending Stage Alerts

PA Announcement sent

Phone 911 - Police

Phone Security Desk to confirm PA was received

Phone/Contact Responders

Group email sent

Phone Director On-Call - set up Teleconference Meeting as directed

Initiate the Teleconference Meeting Conference Call

Send email to Teleconference Meeting Call group

Phone the Teleconference Meeting group

Send Code Update Email

Complete Section 4. Additional Duties as required

n

ding Stage All Clear Notification

Receive All Clear from VP On-Call

All Clear PA announcement sent

All Clear Group email sent

0000 O00o0oo0oaoogaoao

Complete Code Log
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Appendix E
Staff Job Action Sheet / Checklist

Code Amber — Stage Two (there is NO stage one)

Step 1 — Activate and Notify

O Receive Code Alert

= Return to own department immediately to begin a search

Step 2 - Action Plan

Staff of Affected Department

O Search patient's room or area and expand search to dept

= Complete the MISSING PERSON DEPARTMENT SEARCH CHECKLIST and give to Dept. Lead — Appendix L

O Ensure other patients are protected

= Support family as required

D | if the child is found notify Dept. Lead immediately

All Staff

D' | Search and give completed MISSING PERSON DEPARTMENT SEARCH CHECKLIST to Dept Lead — Appendix L
= If on the ground floor, send two staff to nearest exit points (SITE MAPS/FLOOR PLANS) — Appendices N-R

O

If a child is found, detain and call the Resource Centre Ext. 55555 to send Security

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

Code Amber — Stage Three

Step 1 — Activate and Notify

O Receive Code Alert

Step 2 - Action Plan

O Each staff will assist in the search of their work area
O

A completed MISSING PERSON DEPARTMENT SEARCH CHECKLIST must be returned to Manager — Appendix L

Staff of Affected Department

= Support all families as required

O Keep a vigilance for the missing child / abductor

- Notify Dept. Lead if any new information becomes available
|

If the child is found immediately call Resource Centre Ext. 55555 to contact Security

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required
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Appendix F
Security Job Action Sheet / Checklist
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Code Amber — Stage Two (there is NO stage one)

Step 1 — Activate and Notify

O

Receive Code Alert

Step 2 - Action Plan

O

Receive a description of the Abductee/Abductor from the Resource Centre if available

Lock exterior exits of hospital

Review video for anyone matching description of Abductor; if found, contact Security Command

Go to parking lot exits; inspect vehicles for children

Patrol exterior of hospital

Ol g oo d

Attempt to identify an exit point from the facility via video

Step 3 - All Clear

O

Receive Code Alert: All Clear

Step 4 — Post Incident

d

Complete any documentation as per security requirements

Code Amber — Stage Three

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

O Continue efforts from Stage 2 if applicable

= Monitor video cameras, parking lots, entrances, etc

O | Advise Security Command with any information found

- Escort Police to ICP

D' | Direct media to Media Centre as established by the EOC
= Notify Security at other sites

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Complete any documentation as per security requirements
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Appendix G
Department Lead Job Action Sheet / Checklist

Code Amber — Stage Two (there is NO stage one)

Step 1 — Activate and Notify

O

If a child is missing call the Resource Centre Ext. 55555

O

Receive Code Alert

Step 2 - Action Plan

Dept. Lead of Affected Dept.

= Establish Incident Command Post and assume role as Incident Commander; don IC Vest

= Get a description of the Abductee/Abductor and events; ensure ABDUCTOR / MISSING PERSON DESCRIPTION
FORM is completed — Appendix K

D | call the Resource Centre and give a verbal description of the abductee / abductor

= Assign a scribe to complete CODE AMBER LOG — Appendix M

O Request smartphone photos from the person's family and send to CRPSwitchboard ResourceCentre@niagara.on.ca

= Assign a nurse to accompany the parents/guardian at all times

= Contact the Manager On-Call

O gthe child is missing for more than 5 minutes call the Resource Centre Ext. 55555 to call 911- Police; escalate to Stage

O Notify MRP (Pediatrician, Obstetrician)

- Notify lab and place STAT hold on the newborn’s cord blood or other blood or tissue samples

O

Call Resource Centre Ext. 55555 to provide information for Code Update Email

All Other Dept. Leads

O Receive a description of the Abductor / Abductee via email

= Call the EOC Hotline Ext. 45555 to report the status of the department search

D1 if on the ground floor, immediately send two staff to closest exit to watch for missing child/abductor
= If child is found, contact Security via the Resource Centre Ext. 55555

Step 3 - All Clear

O | Incident Commander to notify Director On-Call when the Child has been found

Step 4 — Post Incident

0O Assist as required

O

Complete IRS
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Code Amber — Stage Three

Step 1 — Activate and Notify

D' | Receive Code Alert and/or continue from Stage 2

- Notify EOC if any new information becomes available

Step 2 - Action Plan

= Ensure the Police has been called via the Resource Centre

Establish Incident Command Post if not already completed

Update Manager On-Call

Update the patient's Pediatrician and/or Obstetrician

Provide information to Resource Centre Ext. 55555 to send CODE UPDATE EMAIL

Support the family as needed and other patients and their families

OO oo o o

Ensure the Resource Centre and EOC have all the necessary documentation

Step 3 — All Clear

0 | Notify Manager On-Call if the child is found immediately

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

O | Complete IRS
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Appendix H
Manager On-Call Job Action Sheet / Checklist
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Code Amber — Stage Two (there is no stage one)

Step 1 — Activate and Notify

O

Receive Code Alert

O

Contact Department Lead from the missing child's unit (Contact info will be provided by Resource Centre)

Step 2 - Action Plan

Go to affected Code location and meet with Dept. Lead

Take over role as Incident Commander from Dept Lead. as required

Ensure safety of other children

Assist Dept. Lead with interview of parents / visitors / witnesses

O o oo d

Contact and discuss Code with Director On-Call

Step 3 - All Clear

O

If the child is found notify the Director On-Call

O

Receive Code Alert: All Clear

Step 4 — Post Incident

O

Attend Post Incident Debrief — as required

Code Amber — Stage Three

Step 1 — Activate and Notify

O

Receive Code Alert

O

Contact Department Lead from the missing child's unit (Contact info will be provided by Resource Centre)

Step 2 - Action Plan

= Go to affected dept. or Code location; liaise with Dept. Lead

O Take over role as Incident Commander from Dept Lead. as required
- Contact and discuss incident with Director On-Call

O Identify any patient service issues

- Assist Dept. Lead with staff, family, etc.

O Assist Police, Security, community agencies as required

= Update Director On-Call

Step 3 - All Clear

O | Receive information that the child has been found, confirm information
O | Once information is confirmed, notify Director On-Call

Step 4 — Post Incident

O | Attend Post Incident Debrief — as required
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Appendix | — Director On-Call Job Action Sheet / Checklist

Code Amber — Stage Two (there is no stage one)

Step 1 — Activate and Notify

O

Receive Code Alert

Step 2 - Action Plan

o Discuss incident, actions and impacts with Incident Commander

= Consider escalation to Stage 3

U | Receive a call from the Resource to arrange the EOC Teleconference Meeting (Teleconference Call)

= Lead the EOC Conference Call and develop an action plan

D | Contact Resource Centre Ext. 45555 regularly to get building/dept. search status updates (Resource Centre to track
dept search status)

= Determine impact on operations and consider COOP activation

O

Contact the VP On-Call

Step 3 — All Clear

O | Receive a call from Incident Commander when the Child is found
0O Call the Resource Centre to advise the Code has been resolved
O | Receive Code Alert: All Clear

Step 4 — Post Incident

O

Conduct Post Incident Debrief as required

Code Amber — Stage Three

Ste

p 1 — Activate and Notify

O

Receive Code Alert

Step 2 - Action Plan

Contact and update VP On-Call

Contact each Executive Site Lead (daytime) / Manager On-Call (after hours) to be on the lookout for the missing child

Establish EOC as required (Communications and Risk)

Confirm the hospital has been searched

Direct Communications and ELT to prepare communications, liaise with Police as required

Collaborate with Police and confirm an Amber Alert has been issued

Support family

Determine impact on operations and consider COOP activation

OO o o oo oo d

Establish Media Centre as required

(72}
P=3
D

p 3 — All Clear

O

Receive information on Child status from Police

O

Notify VP On-Call

Receive Code Alert: All Clear

Ste

p 4 — Post Incident

Conduct Post Incident Debrief as required
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Appendix J - VP On-Call Job Action Sheet / Checklist
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Code Amber — Stage Two (there is no stage one)

Step 1 — Activate and Notify

O

Receive Code Alert

Ste

p 2 - Action Plan

O

Receive update from Director On-Call

Join the EOC Teleconference Call

Determine impact on operations and consider COOP activation

Review and approve communications with ELT

Communicate with Police as needed

O o oo d

Provide an update for the ELT

Step 3 - All Clear

O | Receive Code Alert: All Clear
Step 4 — Post Incident
O | Support Post Incident Debrief as required

Code Amber — Stage Three

Step 1 — Activate and Notify

L' | Receive Code Alert

= Receive updates from Director On-Call

0| Ensure all members of the ELT have been contacted and provide updates

Step 2 - Action Plan

O Attend the EOC and support the EOC Director

- Work with Communications, Director On-Call, ELT and Police to develop a news release to all staff and public, media
etc.

O Determine impact on operations and consider COOP activation

= Communicate with Police as needed, regular updates

O Liaise with missing child’s family as appropriate

= Communicate with Community agencies as required

O Update Media in the media centre as discussed with ELT

= Discuss and develop plan if the child is not found immediately

Step 3 - All Clear

O | Receive All Clear from Director On-Call

O | Call Resource Centre Ext. 55555 to advise the Code has been resolved

O | Notify ELT and Chief Executive Officer of the All Clear

Step 4 — Post Incident

O | Post Incident Debrief — support as required
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Appendix K
ELT Job Action / Checklist
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Code Amber — Stage Two (there is no stage one)

Step 1 — Activate and Notify

O Receive Code Alert

Receive updates from VP On-Call

Step 2 - Action Plan

Receive Code Update Email from Resource Centre

Identify additional ELT members needed as required

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

Code Amber — Stage Three

Step 1 — Activate and Notify

O Receive Code Alert

= Receive updates from VP On-Call

Step 2 - Action Plan

Identify an ELT meeting place or establish a conference call or communication plan

Determine impact on hospital operations

Make decisions on staff and resource needs

Work with Communications, EOC Director, VP On-Call, and police to develop a communication plan

Contact police as required

Contact LHIN

Contact Hospital Board, CEO

Contact Chief of Staff

Consider Media Centre set up, as required

Ol OO oo g og oo o

Discuss and develop plan if the Child is not found immediately

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Post Incident Debrief — support as required
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Appendix L
Abductee — Abductor Description Form

0SCS OWS  ONFS 0OPCS COFES

Abductor and Infant/Child
Descriptor Sheet

To be completed by a staff member from abducted infant’s/child’s designated inpatient unit and photocopied as necessary.

Abductor Descriptors:

Gender: Male Q Female U Height:

Race: Weight:

Approx. Age: Hair Color:

Eye Colour: Clothing:

Glasses: Yes U No U Distinctive Markings:
Any Other Identification Features: |

Infant/Child Descriptors:

Abducted infant/child is: | Gender: Male Q Female U
Age:

Weight:

Race:

Hair Color:

Eye Color:

Clothing (if applicable):
Distinctive Markings:

Any Other Identification Features:

Attach photograph of infant or attach photograph of child, if available (from parent)

Completed By: Date: Time:
(dd/mm/yy) (hh/mm)
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Appendix M

Missing Person Department Search Checklist

Immediately let the Dept. Lead know when the missing person is found
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Description of Missing Person (Adult / Child)

Description of Abductor(s)

Date:

Time Search Started:

Department:

Unit/Area:

Search Directed by:

Areas Searched

Work and patient areas Search completed QYes O No
All closets and cupboards, under desks, beds Search completed QYes O No
Meeting rooms Search completed QYes O No
Utility, storage / supply Search completed QYes O No
Washrooms Search completed QYes O No
Hallways, corridors, exits, Search completed QYes O No
Common areas Search completed QYes O No
Stairwells, elevators Search completed QYes O No

Search completed by

Time:

Information given to EOC by:

Time Submitted to EOC:

Tips

O O0OO0O0OO0OO0O0

Begin with clear description of any description of the child and Abductor
Send two staff together

Complete Missing Person Department Search Checklist
Notify Dept. Lead when the missing person/child is found
Be thorough but quick “time is of the essense”

Take or phone the Checklist to EOC Ext. 4555 immediately upon completion
Maintain Vigilance until the “All Clear” is announced
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Appendix N - Code Amber Log

This log must be completed by the Dept. Lead or designate. Once completed a copy must be sent to the EOC and the original must kept with the patient’s chart.
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Date of incident

Time Notified

Name of Child

DOB

Parents/Caregiver Name

Department

Name of Person Completing
Log

Date Time

Contact Phone #

Details of person contacted, actions taken, instructions given, decisions
agreed and rationale

Resource Centre: Phone 905-378-4647 #55555, Email: CRPSwitchboard_resourcecentre@niagarahealth.on.ca
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NAME: Code Amber — Infant/Child Abduction

Appendix O - FES Site Department Checklist
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Fort Erie Site

Site Level (Floor) Department Checked |Evacuated |Missing Person |Code Black [Lockdown |Shelter-in-Place
FES First Floor Palliative Care

FES First Floor In-Patient Medical
FES First Floor Admin

FES First Floor Diagnostic Imaging
FES First Floor Methadone Clinic
FES First Floor Gift Shop

FES First Floor Health Records
FES Second Floor Human Resources
FES Second Floor Storage

FES Second Floor Office Space

FES Second Floor Physio

FES Second Floor Vacant

FES Second Floor Vacant

FES Second Floor Vacant

FES Ground Floor Urgent Care

FES Ground Floor Housekeeping

FES Ground Floor Vacant

FES Ground Floor Storage Equipment
FES Ground Floor Pharmacy

FES Ground Floor Kitchen

FES Ground Floor Vacant

FES Ground Floor Vacant

FES Ground Floor Storage Equipment
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Niagara Falls Site

NAME: Code Amber — Infant/Child Abduction

Appendix P - NFS Department Checklist
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Site Level (Floor) Department Checked [Evacuated |Missing Person Code Black Lockdown [Shelter-in-Place
NFS Ground Floor Unit F

NFS Ground Floor UnitD

NFS Ground Floor Unit C

NFS Ground Floor Unit B

NFS Ground Floor Unit B

NFS Ground Floor vacant

NFS Ground Floor Physio

NFS Ground Floor EVS

NFS Ground Floor Pharmacy

NFS Ground Floor MDR

NFS Ground Floor Cafeteria

NFS Ground Floor Kitchen

NFS Ground Floor Engineering
NFS Ground Floor Biomed

NFS Ground Floor Health Records
NFS 2nd Floor vacant

NFS 2nd Floor Radiology

NFS 2nd Floor ICU

NFS 2nd Floor X-Ray

NFS 2nd Floor Endoscopy

NFS 2nd Floor Lab/Ultrasound
NFS 2nd Floor Day Surgery
NFS 2nd Floor OR

NFS 2nd Floor Medical Day Treatment
NFS 2nd Floor Pharmacy

NFS 2nd Floor Gift Shop

NFS 2nd Floor Emergency
NFS 2nd Floor Admin

NFS 3rd Floor

In-patient Medical Brock

NFS 3rd Floor

In-Patient Physio
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Appendix Q - PCS Site Department Checklist
Port Colbourne Site
Site Level (Floor) [Department Checked | Evacuated I\Pllissing Code Black [Lockdown | Shelter-in-Place
erson
PCS [1st Floor Out-patient unit
PCS |1st Floor vacant
PCS |1st Floor vacant
PCS |1st Floor Human Resources
PCS |1st Floor Health & Safety Office
PCS |1st Floor Meals on Wheels
PCS |1st Floor Speech Pathology Office
PCS |1st Floor vacant
PCS [1st Floor Gift Shop
PCS |1st Floor Kitchen
PCS |1st Floor Hospitality and Food Services
PCS |2nd Floor 2-West In-patient Medical Unit
PCS ([2nd Floor 2-South In-patient Medical Unit
PCS |2nd Floor 2-East In-patient Medical Unit (CCC)
PCS |3rd Floor Engineering
PCS |3rd Floor Educator
PCS |3rd Floor Vacant/Storage
PCS |Basement Urgent Care
PCS |Basement vacant
PCS |Basement vacant
PCS |Basement Physio
PCS |Basement Receiving
PCS ([Basement Engineering
PCS |Basement Vacant/Storage
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Appendix R - SCS Site Department Checklist

St Catherines Hospital Site

Site |Level Department Checked |Evacuate |Missing Code Black|Lockdown |Shelter-in-
(Floor) d Person Place

SCS |LevelO Food Services

SCS |Level0 Bio-medical

SCS |Level0 Environmental Services

SCS |Level0 Medical Device Reprocessing

SCS |Level0 Materials Management

SCS |Level0 Morgue

SCS |Level0O Loading Docks

SCS |Level1 Specialized Mental Health

SCS |Level1 Acute Mental Health

SCS |Level1 Psychiatric ICU

SCS |Level1 Main Elevator Bank

SCS |Level1 Cardiology Diagnostics

SCS |Level1 Psychiatric Emergency

SCS |Level1 Diagnostic Imaging

SCS |Level1 Emergency

SCS |Level1 Registration

SCS |Level1 Food Court

SCS [Level 1 Radiation Therapy

SCS (Level 1 Walker Family Cancer Centre

SCS |Level1 Volunteers

SCS |Level1 Outpatient Mental Health

SCS |Level1 Spiritual Centre

SCS |Level 2 2B Critical Care (ICU/PCU)

SCS |Level 2 Respiratory Services

SCS |Level 2 On Call Rooms

SCS (Level 2 OR Prep & Recovery

SCS (Level 2 Operating Rooms

SCS |Level 2 Heart Investigation Unit

SCS |Level 2 Chemotherapy
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SCS |Level 2 Administration
SCS |[Level 2 Academic Activities
SCS |Level 2 DeGroote Satellite Education Centre
SCS |Level 2 Community Leaders Auditorium
SCS |Level 2 2A Medical/Telemetry
SCS |Level 3 3B Medical/Palliative Care
SCS |Level 3 Pharmacy
SCS |Level 3 Hospitalists
SCS |Level 3 Physician Facilities
SCS |Level 3 Medical Records
SCS |Level 3 Site Administration 3C26.127
SCS |Level 3 \Washroom 3C26.135
SCS |Level 3 \Washroom 3A15.025
SCS |Level 3 \Washroom 3C26.124
SCS |Level 3 Utilization / Discharge Planning / HNHB|3C26.142

LHIN

SCS |Level 3 Finance 3C26.075
SCS |Level 3 Rooftop Patio -
SCS |Level 3 Meeting Room 3C26.085
SCS |Level 3 Quality, Patient Safety & Risk 3C26.113
SCS |Level 3 Occupational Health
SCS |Level 3 Human Resources 3C26.157
SCS |Level 3 Patient Relations — two locations
SCS |Level 3 Research Department
SCS [Level 3 Chronic Kidney Disease
SCS |Level 3 Niagara Diabetes Centre
SCS |Level 3 IT Services
SCS |Level 3 Laboratory Medicine
SCS |Level 3 Clinical Nutrition
SCS |Level 3 3A Medical/Kidney Disease
SCS |Level4 4A Medical/Surgical
SCS |Level4 4B Children's Health
SCS |Level4 Gift Shop
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SCS |Level4 Women and Babies
SCS |Level4 Endoscopy/Cystoscopy
SCS |Level4 Outpatient Clinics
SCS |Level4 Special Care Nursery
SCS |Level 4 ICU Research Department
SCS |Level5 5A General Surgery
SCS |Level5 5B General and Orthopedic Surgery
SCS |Level 5 Rehab
SCS |[Other Penthouse (both towers)
SCS |Other All stairwells
SCS |[Other All Public Washrooms
SCS |Other All Conference Rooms
SCS |[Other Roof
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Appendix S - WS Department Checklist
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Welland Site

Site Level (Floor) [Department Checked [(Evacuated |Missing Person |[Code Black |Lockdown |Shelter-in-Place
(WS Tst Floor Medical Records
WS 1st Floor Cashier

WS 1st Floor Gift Shop

WS 1st Floor Ambulatory Care
(WS Tst Floor OBSP

WS 1st Floor Emergency

WS 1st Floor Lab/Biomed

WS 1st Floor Engineering

WS 1st Floor Laundry

WS 1st Floor Boiler room

WS 1st Floor Morgue

WS 1st Floor Purchasing Receiving
WS 1st Floor Kitchen

WS 1st Floor Admin

WS 1st Floor Diabetic Clinic
WS 1st Floor Dialysis

WS 1st Floor Pharmacy

WS 1st Floor Woolcott Wing
WS 1st Floor Physio

WS 1st Floor ECU

WS 1st Floor ILTC

WS 2nd Floor Vacant

WS 2nd Floor MDR

WS 2nd Floor Vacant

WS 2nd Floor Various Offices
WS 2nd Floor ICT

WS 3rd Floor OR

WS 3rd Floor Day Surgery
WS 3rd Floor Ophthalmology
WS 3rd Floor Vacant

WS 3rd Floor Telemetry

WS 4th Floor In-Patient Physiotherapy
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WS 4th Floor Surgical In-patient Unit
WS 5th Floor Cataract Pre-Op
WS 5th Floor Mech. Room
WS 5th Floor Floor Human Resources
WS 6th Floor In-Patient Medical Unit
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Appendix T — Communications Table
Communication Table

Code Type Sent by Stage 1 - Minor Stage 2 - Major Stage 3 - Critical

Code Amber — . Missing within the Site;
Missing/Abducte $?)erszs gozitrage 1-GO search, after 5 minutes
d Child 9 escalate to Stage 3

Missing from hospital
into the community

Staff close/monitor building

Code Membership All-site Staff N/A exits; Staff watch for person SR e EEoD T

with description S
é\:’l Clear Approved N/A Director On-Call VP On-Call
. VP On-Call/ELT
All Distribution Director On-Call Committee
Staff Code Message . N/A Description of o
List Abductee/ Abductor Description of
Abductee/ Abductor
Communications
VP On-Call/ELT
Patient Code N/A N/A N/A Committee
Message
Police Code Amber - Alert
VP On-Call/ELT
Vendor N/A N/A N/A Committee
Code
Message Police Code Amber - Alert
Website N/A N/A N/A VP On-Call /ELT
Committee
Director On-Call VP On-Call/ELT
Committee
FB Communications N/A .
Description of Description of
Abductee/ Abductor Abductee/ Abductor
Director On-Call VP On-Call/ELT
Committee
Twitter Communications N/A

Description of

Abductee/ Abductor Description of

Abductee/ Abductor
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Appendix U - Messaging
INTERNAL STAFF:
(DATE AND TIME)

CODE AMBER - STAGE 3 (missing / abducted child)

At (time) on (date) a child went missing from (site).

(Name) was last seen (area).

The Police have been contacted and are currently broadcasting an Amber Alert (citywide / provincewide) and asking for the
community’s help.

We ask that all staff join the search and please be on the lookout for (name). Please check bathrooms, closets, stairwellsd, and
any other potential hiding spaces your area.

Following is a description of (name):

« Name

- Age

« Female or Male

+ height

+ weight

« hair colour

+ eye colour

« last seen wearing (clothing description)
« distinguishing features

+ Medical conditions? Medication?

(Name) is believed to have been abducted (by a known abductor? i.e. parent, family member, friend) who is described as:

« Name

« Age

« Female or Male

+ height

+ weight

« hair colour

+ eye colour

« clothing description

- distinguishing features

If you have witnessed any suspicious activity or believe you may have information that could lead to finding (name), please call
(xxxx)

This Emergency Bulletin was sent by (NAME and TITLE), and will be updated every (X) hour(s), on the hour. If you have any
guestions or concerns, please contact (EXTENSION)
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INTERNAL STAFF: FINAL UPDATE
(DATE AND TIME)

CODE AMBER - ALL CLEAR

Code Amber is now cancelled.

We sincerely thank you for your attention and assistance.

Sent by (NAME and TITLE).

EXTERNAL:
(DATE AND TIME)

CODE AMBER - STAGE 3 (missing / abducted child)

At (time) on (date) a child went
missing. (Name) was last seen

(area, site).

The Police are currently broadcasting an Amber Alert (citywide / provincewide) and (site) are also asking for the community’s
help.

Following is a description of (hame):

« Name
« Age
« Female or Male
+ height
+ weight
« hair colour
+ eye colour
+ last seen wearing (clothing description)
« distinguishing features
Medical conditions? Medication?

(Name) is believed to have been abducted (by a known abductor? i.e. parent, family member, friend) who is described as:

« Name

« Age

« Female or Male

+ height

+ weight

« hair colour

+ eye colour

- last seen wearing (clothing description)
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- distinguishing features

If you have witnessed any suspicious activity or believe you may have information that could lead to finding (name), please call (xxxx)

Sent by (NAME and TITLE).

EXTERNAL: FINAL UPDATE
(DATE AND TIME)

CODE AMBER - ALL CLEAR

(Name) has been located and the Code Amber is now cancelled.

We sincerely thank you for your attention and assistance.

Sent by (NAME and TITLE).
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SOCIAL MEDIA: FACEBOOK

NAME: Code Amber - Infant/Child Abduction

Appendix V - Social Media
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Criteria Draft

Hashtags #

URLs / Links

Include Images

The Police are currently broadcasting an Amber
Alert (citywide / provincewide) and (site) are also
asking for the community’s help.

Following is a description of (name):

Name

Age

Female or Male

Height

Weight

Hair colour

Eye colour

Last seen wearing (clothing description)
Distinguishing features

Medical conditions? Medication?

Initial post

(Name) is believed to have been abducted (by a
known abductor? i.e. parent, family member,
friend) who is described as:

#AmberAlert

#Location

(website)

If there is an image
of the child

Name

Age

Female or Male

Height

Weight

Hair colour

Eye colour

Last seen wearing (clothing description)
Distinguishing features

If you have witnessed any suspicious activity or
believe you may have information that could lead to
finding (name), please call (xxxx)

Update 1

Police still searching for missing (Name or details
{depending on privacy}).

#AmberAlert

#Location

(website)

If there is an image
of the child
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If you have any details, please call (xxxx)

Update 2

Police still searching for missing (Name or details
{depending on privacy}) missing from (location).

If you have witnessed any suspicious activity or
believe you may have information that could lead to
finding (name), please call (xxxx)

#AmberAlert

#Location

(website)

If there is an image
of the child

Update 3

(If applicable)

(details update ie seen getting into silver car with a
man or believed to be travelling west along
location)

If you have witnessed any suspicious activity or
believe you may have information that could lead to
finding (name), please call (xxxx)

#AmberAlert

#Location

(website)

If there is an image
of the child

Final post

#AmberAlert: Final Alert. (Name or details
{depending on privacy}) subject to an Amber Alert
by the Police has been located by police safe &
well a short time ago at (location).

We sincerely thank you for your attention and
assistance.

#AmberAlert

#Location

(website)

If there is an image
of the child

Social Media: Twitter

CODE AMBER: MISSING / ABDUCTED CHILD

SOCIAL MEDIA: TWITTER

Criteria

Draft

Hashtags #

URLs / Links

Include Images

Initial post

#AmberAlert Police are seeking urgent public
assistance to help locate (Name or details
{depending on privacy}), reported missing from
(location).

#AmberAlert

(website)

If there is an image
of the child
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Police still searching for missing (Name or details #AmberAlert If there is an image

Update 1 {depending on privacy}). If you have any details, (website) .
. of the child

please call (xxxx) #Location

Police still searching for missing (Name or details #AmberAlert If there is an image
Update 2 {depending on privacy}) missing from (location). (website) of the child

Call (xxxx) with info #Location

#AmberAlert (details update, ie seen getting into
Update 3 silver car with a man or believed to be travelling #AmberAlert If there is an image

west along location) (website) of the child
(if applicable) #Location

(Name or details {depending on privacy}) subject to | #AmberAlert If there is an image
Final post an Amber Alert by the Police has been located safe (website) of the child

& well a short time ago at (location). #Location
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1.0 Purpose

2.0

3.0

4.0

To provide a comprehensive guideline to all Niagara Health sites in order to prepare and respond to
internal flooding. If flooding occurs, an increased risk to the safety of the staff, visitors and patients would
be apparent and must be dealt with immediately.

Background

A Code Aqua is a water problem resulting from either broken water pipes, drain back up or flooding. The
flooding can cause damage to both the external and internal hospital. The flooding negatively impacts the
operations of a Niagara Health facility.

Scope

Applies to all employees, persons with practicing privileges (physicians, dentists, midwives and RNs in
the Extended Class, volunteers, students/learners, independent and external contract workers at each
hospital site within Niagara Health.

Policy

41  Any staff member, Security Officer, professional staff or volunteer has the ability to call a Code
Aqua in the event there is a situation.
a) Dial “55555” and request a Code Aqua be paged.
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b) On hearing an overhead announcement for “Code Aqua” Staff members in the vicinity will

respond and the Code Team will respond.

4.2 Inaccordance to their role, staff are to follow the established processes as set out in the Job Action
Sheets attached as appendices and/or in Atlas which is accessible through SourceNet or on a

mobile phone.

Responsibilities at all NHS Sites

Responsibilities at all NH Sites Refer to
Initial Assessment Checklist Appendix A
Resource/Switchboard Appendix C
Code Team JAS Appendix E
Staff Appendix D
Department Lead Appendix F
Manager On-Call Appendix G
Director On-Call Appendix H
Vice President (VP) Appendix |
Executive Leadership (ELT) Appendix J

Procedure

5.1  The Code Aqua Team consist of staff from:
a) Environmental Services (EVS)
b) Facilities Management

5.2  Staff from these departments will respond when a Code Aqua has been called. The Code Aqua
Team will be led by the EVS or Facilities Management Supervisor, or designate at the scene.

Definitions

Code Aqua is a water problem resulting from either broken water pipes, drain back up or flooding.
a) Stage 1 Minor — A flood that impacts a single department
b) Stage 2 Major — A flood that impacts multiple departments

c) Stage 3 Critical — A flood that impacts a site or site(s)

Education/Communications

7.1  Code of the Month: Code Agua Online training for all staff at all sites describes a Code Aqua, the

stages and actions to be taken during a Code Aqua.

7.2 Code Team: No special training required

7.3 Code Aqua Table Top Exercise: 1 hr TTX for Dept. Lead/Manager On-Call, Director On-Call

(EOC) and ELT.

Appendices

Appendix A - Initial Assessment and Code Team Membership

Appendix B - Code Job Action Sheet Summary for all roles

Appendix C - Switchboard/Resource Centre Job Action Sheet and Checklist

Appendix D - Staff Job Action Sheet and Checklist
Appendix E - Code Team Job Action Sheet and Checklist

Appendix F - Department Lead Job Action Sheet and Checklist

Appendix G - Manager On-Call Job Action Sheet and Checklist

Appendix H - Director On-Call Job Action Sheet and Checklist

Appendix | — Vice President On-Call Job Action Sheet and Checklist

Appendix J — Executive Leadership Team Job Action Sheet and Checklist

Appendix K - Communications Templates
Appendix L - Social Media Messaging Templates
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9.0 Related Documents
Not applicable.

10.0 Related Forms
EOC Post-Incident Report Form
Incident Hazard Investigating Form

11.0 References
Not applicable.

PAGE 3 OF 37



PAGE 4 OF 37
niagarahealth NAME: Code Aqua

Extraordinary Caring. Every Person. Every Time.

Appendix A
Code Aqua Initial Assessment Checklist

Definitions, Code Team Members and Assessment

Initial Discovery and Immediate Actions

O Notify Dept. Lead

O Contact Resource Centre Ext. 55555 and advise of Flooding/Water Damage

O Ensure patients are not affected by the water
O Ensure people do not slip on wet floor
O If safe to do so, move equipment/supplies that may be damaged by the water

Definitions, Code Team Members and Assessment: Code Stage Definitions

Work Order: A work order is a service call and not a Code

Consider a Work Order only if the flood or water damage impacts only one patient or one room; call Ext. 33500
to request a Work Order

Stage 1 Minor

O ‘ Flood or water damage affecting a single department; non-critical department or area only

Stage 2 Major

O | Flood or water damage affecting multiple departments; non-critical departments or areas only

Stage 3 Critical

Flood or water damage affecting entire site or multiple sites

Critical area affected

Large leak not stopped

og|o|o

Hospital operations impacted

Definitions, Code Team Members and Assessment

Code Team Membership

Facilities Management

EVS

Vendor

o|gojoio

Security
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Definitions, Code Team Members and Assessment

Code Agua - Initial Assessment Checklist

Ass

essment Criteria for Facilities Management - Work Order

O

Consider a Work Order only if the flood or water damage impacts only one patient or one room

O

Contact Resource Centre Ext. 33500 to have a Work Order Ticket generated

Ass

essment Criteria for Code Aqua - Stage 1 Minor

A small amount of water on floor, no damage to property or equipment

Leak has stopped

Immediate need for Facilities Management attendance (if not, simply generate a Work Order)

If answered "yes" to all of the above questions, and "no" to all others, the Code is a Stage 1

Contact Resource Centre Ext. 55555 and advise of Code Aqua - Stage 1 - Location

Oojoooo|id

Go to Code Aqua JAS Stage 1

Ass

essment Criteria for Code Aqua - Stage 2 Major

Water on floor, possible damage to property and/or equipment

Leak has not stopped

Leak cannot be stopped

Water intrusion is affecting more than one dept

If answered "yes" to any of the questions in the Stage 2 criteria, the Code is a Stage 2

Contact Resource Centre Ext. 55555 and advise of Code Aqua - Stage 2 - Location

Go to Code Aqua JAS Stage 2

essment Criteria for Code Aqua - Stage 3 Critical

Flooding affects entire site(s)

Flooding/leak affects critical area/department

Property and equipment damage confirmed

Large leak not stopped

Leak/flooding affecting operations

If answered "yes" to any of the questions in the Stage 3 criteria, the Code is a Stage 3

Contact Resource Centre Ext. 55555 and advise of Code Aqua - Stage 3 - Site

Oooiooooozoooooo:no
173

Go to Code Aqua JAS Stage 3
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Group Stage 1

Chain of Command

Stage 2

Stage 3

Establish ELT meeting
Approve Code Green

VP On-Call: .
Review and approve
. Join EOC Conference Call communlcatlops :
Executlv'e e @l @ Approye Continuity of
Leadership : : Determine impact on Operations Plan
Team (ELT) No action required operations and consider Advise stakeholders
/'vP COOP activation
On-Call Review and approve el
R Atend re EOC
Determine impact on
operations and consider
COOQORP activation
Approve Code Green
Issue All Clear
Establish EOC in non-
affected site; develop Code
Lead EOC Conference Call; Action Plan
develop Code Action Plan Discuss with Incident
Discuss with Incident Commander and VP On- Call
EOC/ : . Commander and VP On- Call Determine impact on
Director * Update with Incident Determine impact on operations and consider
On-Call Commander as required operations and consider COOP activation
COOP activation Develop Communications
Consider Code Green Plan
Issue All Clear Consider delay/cancel non-
essential functions
Acquire additional resources
as required
Staff: Staff: Staff:
: beSIr;r:)Vi?w esqu:Ig’g\?vr:{er if safe Remove equipment, Remove equipment,
to do go 9 belongings from water if safe belongings from water if safe
Incident N tients’ conditions to do so to do so
Command s:%etys/sogz éi:;ar(:?sn Hons, Assess patients’ conditions, Assess patients’ conditions,
Post (ICP) . p tients f safety of occupants safety of occupants
repare patients for Prepare patients for Prepare patients for
evacuation as directed evacuation as directed evacuation as directed
Ensure transfer of Ensure transfer of
Dept- Lead/Manager On-Call: belongings, medications and belongings, medications and
. records upon evacuation records upon evacuation
» Assume role of Incident
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Commander

» Determine if patient care is
compromised by flooding

» Consider Code Green

* Provide information to
Resource Centre for Code
Update Email

» Issue All Clear

Security:
» Assist as required
Code Team:

» Determine extent of water
damage; duration for
stoppage and clean-up

» Determine requirement of
vendor response

» Deploy flood response
equipment, i.e. pumps,
diking, etc.

Communications

Dept. Lead/Manager On-Call

» Assume role of Incident
Commander

» Determine if patient care is
compromised by flooding

» Consider visitation limitations

» Consider Code Green

* Provide information to
Resource Centre for Code
Update Email

Security:

+ Assist with evacuation
preparations as required

Code Team:

+ Determine extent of water
damage; duration for
stoppage and clean-up

» Deploy flood response
equipment, i.e. pumps,
diking, etc.

» Determine requirements for
vendor/contractor
attendance, additional
resources

Dept. Lead/Manager On-Call:

* Assume role of Incident
Commander

» Determine if patient care is
compromised by flooding

« Consider visitation limitations

* Consider EMS redirect

* Consider Code Green

* Provide information to
Resource Centre for Code
Update Email

Security:

« Assist with evacuation efforts
as required

Code Team:

» Determine extent of water
damage; duration for
stoppage and clean-up

» Deploy flood response
equipment, i.e. pumps,
diking, etc.

» Determine requirements for
vendor/contractor
attendance, additional
resources

Resource
Centre

» Phone Security, Code Team,
Manager On-Call

+ Send NHS Emergency
Management group email

¢ Send out All Clear PA, email

+ Send out PA Announcement
» Phone Security, Code Team,
Manager On-Call, Director

On-Call
+ Send NHS Emergency
Management group email

» Send out All Clear PA, email

» Send out PA Announcement
» Phone Security, Code Team,
Manager On-Call, Director

On-Call

* Send NHS Emergency
Management group email

» Send out All Clear PA, email
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Appendix C — Swtichboard / Resource Centre Job Action Sheet / Checklist

Code Aqua Stage 1 - Resource Centre JAS

Code Aqua — Flooding/Water Damage - Stage 1 Minor

Definition | Flooding water affecting a single department

1. SENDING ALERTS

PA Announcement (3 N/A
times)
Phone/Contact SCS, NFS, WS, FES & Security
Responders PCS Sites Facilities Management/Engineering Services On-Call
EVS Staff and Supervisor
Manager of affected department (0830-1630 hours
Mon. through Fri.), or Manager On-Call (After Hours)
Send Group Emails Email distribution groups: O | NHS Emergency Management
?::g:?b;ér;ete(fgct;%dn . Code Alert: Code Aqua — Stage 1 — [Location - Site]
and site)
Email Body (cut and O | There is flooding/water affecting [location].
paste, update location)
A Code Update Email will be sent as more
information comes available.
2. CODE UPDATE EMAIL
Receive Email distribution groups: O | NHS Emergency Management
information from Subject Line (cut and O | Code Update Email: Code Aqua - Stage 1 -
Dept. Lead paste, update location) [location - site]
Email Body O - Open CODE UPDATE EMAIL
Send Code Update - Enter content into template; copy and paste
Email template into email body
Email Attachment as required O | Code Support Documents
3. ALL CLEAR
Authority to give the Dept. Lead
“All Clear”
PA Announcement N/A
(once)
Send Group Emails Email distribution groups: O | NHS Emergency Management
Subject Line (cut and paste, O | Code Alert: Code Aqua - [Site] — All Clear
update site)
4. POST INCIDENT PROCEDURES
Record ‘ O ‘ Code Log

Code Aqua Stage 1 Checklist

Sending Stage Alerts

u No PA Announcement required

|

Phone / Contact staff completed

O | Group email sent

Sending Stage All Clear Notification

0 | No PA announcement required

|

All Clear Group email sent

0 | Complete Code Log
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Code Aqua Stage 2 - Resource Centre JAS

Definition - Flooding water affecting multiple departments

1.SENDING ALERTS |

PA Announcement (3 times) Code Aqua — Stage 2 - [location]

Phone/Contact Responders SCS, NFS, WS, FES & Security

PCS Sites Facilities Management/Engineering
Services On-Call

EVS Staff and Supervisor

Manager of affected department (0830-1630
hours Mon. through Fri.), or Manager On-
Call (After Hours)

Manager of Risk or designate (0830-1630
hours Monday through Friday), or Risk On-
Call (After Hours)

Send Group Emails Email distribution groups: NHS Emergency Management

Subject Line (cut and paste, Code Alert: Code Aqua — Stage 2 — [Site]
update site)

There is flooding / water affecting the

Email Body (cut and paste, following departments: [list departments].

list affected departments)

A Code Update Email will be sent as more
information is available.

2.EOC ACTIVATION

A. Call the Director On-Call 1. Director, Quality, Patient Safety, Risk and
. Mon-Fri: 0830-1630 Patient Relations
(according to schedule) 2. Director, EVS, Patient Transportation,
(start with #1 until someone Waste and Linden Services
answers) 3. Director Facilities Engineering, Capital
1/ Confirm the Director On-Call is Planning, Biomedical Engineering, Parking

aware of the Code and has
spoke with the Dept. Lead or
Manager On-Call

and Security
4. Director, Finance
5. Director, Patient Care SCS

2/ Confirm the Director On-Call
wants to activate the
EOC Teleconference Meeting

After-hours Refer to Director On-call schedule

1. Teleconference Meeting
invitation subject line (cut and
paste, update site)

B. Establish ‘Teleconference
Meeting’ as per Director On-
Call

EOC Conference Call — Aqua — Stage 2 —
[Site]
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Send Teleconference Meeting
invitation via email to
leadership list

Set starttime to begin
immediately

Call Leadership list to advise
of Teleconference Meeting
invitation

Manager of Security

Manager of affected department (M.-F.
0830-1630 hours), or Manager On-Call
(after hours)

Director Facilities Engineering, Capital
Planning, Biomedical Engineering,
Parking and Security

Director of affected department (M.-F.
0830-1630), or Director On-Call (after
hours)

Manager of Risk or designate ( M.-F.
0830-1630), or Risk On-Call (after hours)
Director of QPSR

VP On-call

Communications
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3.CODE UPDATE EMAIL
Email distribution groups: NHS Emergency Management
+ Receive information Subject Line (cut and paste, Code Update Email: Code Aqua — Stage 2 —
from Dept. Lead update site) [Site]
Open CODE UPDATE EMAIL
Email Body
Enter content into template; Copy and paste
- Send Code Update template into Email body
Email Email Attachment as required Code Support Documents

4. ADDITIONAL DUTIES AS REQUIRED

Complete Documentation N/A

Media Inquiries

Direct media inquiries to Communications Dept.

Patient Inquiries Transfer call to unaffected Depts.

please call back in 30 minutes.

For affected depts. advise caller there is an emergency code in effect and to

ED Closure Notifications — as Notify NEMS of any ED closures

directed Notify other Niagara Health sites of ED closure

EOC Hotline N/A

5. ALL CLEAR

Authority to give the “All Clear” Director On-call

PA Announcement (once) All Clear Code Aqua

Group Emails Email distribution groups: NHS Emergency Management

Subject Line (cut and paste,
update site)

Code Alert: Code Aqua — Stage 2 — [Site] —
All Clear

7. POST INCIDENT PROCEDURES

Re Record |

Call Log

Code Aqua Stage 2 - Resource Centre JAS

Sending Stage Alerts

O | PA Announcement sent

O | Group Alert email sent

O | Phone Security Desk to confirm PA was received

O | Phone / Contact Responders

O | Phone Director On-Call - set up Teleconference Meeting as directed
O | Initiate the Teleconference Meeting Conference Call

O | Send email to Teleconference Meeting Call group

O | Phone the Teleconference Meeting group

O | Send out CODE UPDATE EMAIL - if info received from Dept. Lead
O | Complete Section 4. Additional Duties as required

Sending Stage All Clear Notifications

O | All Clear PA announcement sent

O | All Clear Group email sent

O | Complete Code Log
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Code Aqua - Flooding /Water Damage — Stage 3 Critical

Definition

| Flooding water affecting an entire site(s).

1. SENDING ALERTS

PA Announcement (3 times)

Code Aqua — Stage 3 [location description not required]

Phone/Contact Responders

SCS, NFS, WS, FES & PCS
Sites

Security

Facilities Management On-Call

EVS Staff and Supervisor

Manager of affected department
(0830-1630 hours Mon. through
Fri.), or Manager On-Call (After
Hours)

Manager of Risk or designate (0830-
1630 hours Monday through Friday),
or Risk On-Call (After Hours)

Send Group Emails

Email distribution groups:

NHS Emergency Management

Subject Line (cut and paste,
update site(s))

Code Alert: Code Aqua - Stage 3 -
[Site(s)]

Email Body (cut and paste, update
site(s))

There is flooding / water affecting
the following [site(s)].

A Code Update Email will be sent
as more information comes
available.

2. EOC ACTIVATION

Call the Director On-Call
(according to schedule)

1/ Confirm the Director On-Call is
aware of the Code and has spoke
with the Dept. Lead or Manager
On-Call

Mon-Fri 0830-1630

(start with #1 until someone
answers)

1. Director, Quality, Patient Safety,
Risk and Patient Relations

2. Director, EVS, Patient
Transportation, Waste and
Linden Services

3. Director Facilities Engineering,
Capital Planning, Biomedical
Engineering, Parking and
Security

4. Director, Finance

5. Director, Patient Care SCS

2/ Confirm the Director On-Call
wants to activate the
EOC Teleconference Meeting

After-hours

Refer to Director On-call schedule

b. Establish ‘Teleconference
Meeting’ as per Director On-Call

1. Teleconference Meeting
invitation subject line (cut and
paste, update site(s))

EOC Conference Call — Code Aqua
— Stage 3 — [Site(s)]
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Send Teleconference Meeting
invitation via email to leadership
list

Set start time to begin immediately
Phone leadership list to advise of
Teleconference Meeting invitation

¢ Manager of Security

¢ Manager of affected department
(M.-F. 0830-1630 hours), or
Manager On-Call (after hours)

e Director Facilities Engineering,
Capital Planning, Biomedical
Engineering, Parking and
Security

¢ Director of affected department
(M.-F. 0830-1630), or Director
On-Call (after hours)

¢ Manager of Risk or designate (
M.-F. 0830-1630), or Risk On-
Call (after hours)

¢ Director of QPSR

e VP On-call

e Communications

3. CODE UPDATE EMAIL

Receive information from
Dept. Lead

Email distribution groups:

NHS Emergency Management
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Send Code Update Email

Subject Line (cut and paste,
update site(s))

Code Update Email: Code Aqua —
Stage 3 — [Site(s)]

- Open CODE UPDATE
EMAIL

Enter content into
template; Copy and
paste template into

Email Body

Email body
Email Attachments as required Code Support Documents
4. ADDITIONAL DUTIES AS REQUIRED
Complete Documentation N/A

Media Inquiries

Direct media inquiries to Communications Dept.

Patient Inquiries

Transfer call to unaffected Depts.
For affected depts. advise caller there is an emergency code in effect
and to please call back in 30 minutes.

ED Closure Notifications — as
directed

Notify NEMS of any ED closures
Notify other Niagara Health sites of ED closure

EOC Hotline N/A
5. ALL CLEAR
Authority to give the “All Clear” | VP On-call

PA Announcement (once)

All Clear Code Aqua

Group Emails

Email distribution groups: NHS Emergency Management

Subject Line (cut and paste,
update site)

Code Alert: Code Aqua — Stage 3 —
[Site(s)] = All Clear

6. POST INCIDENT PROCEDURES

Record

Code Log




niagarahealth NAME: Code Aqua

Extraordinary Caring. Every Person. Every Time.

PAGE 15 OF 37

Code Aqua Stage 3 - Resource Centre JAS

Sending Stage Alerts

O | PA Announcement sent

O | Group email sent

O | Phone Security Desk to confirm PA was received

O | Phone / Contact Responders

O | Phone Director On-Call - set up Teleconference Meeting as directed
O | Initiate the Teleconference Meeting Conference Call

O | Send email to Teleconference Meeting Call group

O | Phone the Teleconference Meeting group

O | Send out CODE UPDATE EMAIL - if info received from Dept. Lead
O | Complete Section 4. Additional Duties as required

Sending Stage All Clear Notifications

O | Receive All Clear from VP On-Call

O | All Clear PA announcement sent

O | All Clear Group email sent

O | Complete Code Log
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Appendix D — Staff Job Action Sheet and Checklist

Code Aqua Stage 1

Step 1 - Activate and Notify

If a leak is noticed or flood occurring, notify Dept. Lead immediately

If Dept. Lead is unavailable, contact Resource Centre at Ext. 55555 and advise of Code Aqua - Stage 1 -
Location

p 2 - Action Plan

If safe to do so, move equipment and belongings away from area impacted by the water

Update the Code Team upon their arrival

Prepare patients to move rooms as directed

Notify Dept. Lead of any injuries relating to internal flooding

DDDDD% O|d

Assist with cleanup as directed

Step 3 - All Clear

O | Code Team will advise when the Code has been resolved

Step 4 - Post Incident

O | Assist as required

Code Aqua Stage 2

Step 1 - Activate and Notify

O | If aleak, flood, or water damage occurring is noticed, notify Dept. Lead immediately

O | If Dept. Lead is unavailable, contact Resource Centre at Ext. 55555 and advise of Code Aqua - Stage 2 -
Location

O | Receive Code Alert

Step 2 - Action Plan

Perform mitigation procedures by moving equipment and property away from area of water

Prepare patients for evacuations as directed

Notify Dept. Lead of any injuries relating to internal flooding or the loss of utilities

Assess patients’ conditions and prioritize those at most risk

Ensure the transfer of patient’s belongings, medications and records upon evacuation

o|gojoio|go|o

If evacuation of area ordered, go to CODE GREEN

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step 4 - Post Incident

O | Assist as required

Code Aqua Stage 3

Step 1 - Activate and Notify

O If a leak or flood occurring is noticed, notify Dept. Lead immediately
O If Dept. Lead is unavailable, contact Resource Centre at Ext. 55555 and advise of Code Aqua - Stage 3 -
Location

O Receive Code Alert

Step 2 - Action Plan

O Prepare patients for evacuations as directed

O Notify Dept. Lead of any injuries or equipment damage relating to internal flooding

O Assess patients conditions and prioritize those at most risk

O Ensure the transfer of patient’s belongings, medications and records upon evacuation
O If evacuation of area ordered, go to CODE GREEN
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Step 3 - All Clear

O Receive Code Alert: All Clear

Step 4 - Post Incident

O Assist as required
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Appendix E — Code Team Job Action Sheet and Checklist

Code Aqua Stage 1

Step 1 - Activate and Notify

O | Receive Code Alert

O | Respond to the Code location as required

O | Liaise with Dept Lead for information

O | If not already done so, completed INITIAL CODE ASSESSMENT and advise Resource Centre Ext. 55555

Step 2 - Action Plan

Cleanup started

Cleanup completed

Equipment maintenance initiated (if required)

Equipment maintenance completed (if required)

ep 3 - All Clear

Advise Incident Commander when Code has been resolved

O | Determine extent of water damage, determine if any equipment or materials are damaged

O | Deploy flood response equipment such as water containment (pails/pools), pumps, and diking/diverting
devices

O | Consider shutting down utilities or equipment (discuss with Dept. Lead)

O | Activate alternate systems as needed

O | Determine and advise on the effects on other departments, if any

O | Liaise with Dept Lead and determine critical equipment that is affected

O | Determine and advise on length of time required for leak stoppage, cleanup, and equipment maintenance

O | Determine and advise on any requirements for vendor cleanup/remediation

O | Advise Incident Commander when the following have occurred:

O | Leak stopped

O | Leak fixed

O

O

O

|

St

|

|

Receive Code Alert: All Clear

Step - 4 - Post Incident

O | Assist as required
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Code Aqua Stage 2

Step 1 - Activate and Notify

O | Receive Code Alert

O | Respond to Code location

O | Liaise with Dept. Lead for information

O | If not already done so, completed INITIAL CODE ASSESSMENT and advise Resource Centre Ext. 55555
Step 2 - Action Plan

Determine extent of water damage, determine if any equipment or materials are damaged

Continue to evaluate and advise on flooded areas and facility integrity for safety and take immediate
corrective actions

Determine any immediate remediation or preventative actions required

Deploy flood response equipment such as water containment (pails/pools), pumps, and diking/diverting
devices

Consider shutting down utilities or equipment (discuss with Dept. Lead)

Activate alternate systems as needed

Determine and advise on the affects on other departments, if any

Liaise with Dept Lead and determine critical equipment that is affected

Determine and advise on length of time required for leak stoppage, cleanup, and equipment maintenance

Determine and advise on any requirements for vendor cleanup/remediation

Assess need for additional Facilities Management personnel and advise Dept. Lead/Manager

Advise Incident Commander when the following have occurred:

Leak stopped

Leak fixed

Cleanup started

Cleanup completed

Equipment maintenance initiated (if required)

Equipment maintenance completed (if required)

p 3 - All Clear

Advise Incident Commander when the Code has been resolved

O oieooooioo|oojoogo|jo|jog) og gjg

Receive Code Alert: All Clear

Ste

p - 4 - Post Incident

O

Assist as required
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Code Aqua Stage 3

Step 1 - Activate and Notify

O | Receive Code Alert

O | Respond to Code location

O | Liaise with Dept. Lead for information

O | If not already done so, completed INITIAL CODE ASSESSMENT and advise Resource Centre Ext. 55555
Step 2 - Action Plan

Determine extent of water damage, determine if any equipment or materials are damaged

Continue to evaluate and advise on flooded areas and facility integrity for safety and take immediate
corrective actions

Determine any immediate remediation or preventative actions required

Deploy flood response equipment such as water containment (pails/pools), pumps, and diking/diverting
devices

Consider shutting down utilities or equipment (discuss with Dept. Lead)

Activate alternate systems as needed

Determine and advise on the effects on other departments, if any

Liaise with Dept Lead and determine critical equipment that is affected

Determine and advise on length of time required for leak stoppage, cleanup, and equipment maintenance

Determine and advise on any requirements for vendor cleanup/remediation

Assess need for additional Facilities Management personnel and advise Dept. Lead/Manager

Advise Incident Commander when the following have occurred:

Leak stopped

Leak fixed

Cleanup started

Cleanup completed

Equipment maintenance initiated (if required)

Equipment maintenance completed (if required)

p 3 - All Clear

Advise Incident Commander when the Code has been resolved

O oieooooioo|oojoogo|jo|jog) og gjg

Receive Code Alert: All Clear

Ste

p - 4 - Post Incident

O

Assist as required
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Appendix F — Department Lead Job Action Sheet and Checklist

Code Aqua Stage 1

St

ep 1 - Activate and Notify

Receive information regarding a leak/flooding from Staff

If not already done so, completed INITIAL CODE ASSESSMENT and advise Resource Centre Ext. 55555

Contact Resource Centre at Ext. 55555 to advise of Code Aqua - Stage 1 - Location

Receive Code Alert

ep 2 - Action Plan

Establish Incident Command Post close to the affected area and assume role of Incident Commander; don vest

If safe to do so, investigate the cause of the water

Update Code Aqua Team upon their arrival

Advise the Resource Centre at Ext. 55555 of Code Team arrival

Contact and update Manager On-Call

Standby to upgrade to Stage 2/3 if flooding continues, affects critical area, or gets worse

Liaise with Code Aqua Team and determine immediate mitigation actions that can be taken (ie removal of
equipment from area)

Contact Resource Centre at Ext. 55555 and provide information for Code Update Email

If evacuation of area is ordered, go to CODE GREEN

—

ep 3 - All Clear

Advise the Resource Centre at Ext. 55555 that the Code has been resolved

Receive Code Alert: All Clear

—

ep - 4 - Post Incident

Assist as required

Complete Code IRS

ogoooeoo oogooaio

o

de Aqua Stage 2

@
@

p 1 - Activate and Notify

Receive information regarding a leak/flooding from Staff

If not already done so, completed INITIAL CODE ASSESSMENT and advise Resource Centre Ext. 55555

Contact Resource Centre at Ext. 55555 to advise of Code Aqua - Stage 1 - Location

Receive Code Alert

@

p 2 - Action Plan

Establish Incident Command Post close to the affected area and assume role of Incident Commander; don vest

If safe to do so, investigate the cause of the water

Update Code Aqua Team upon their arrival

Inform the Resource Centre Ext. 55555 of Code Team arrival

Standby to upgrade to Stage 3 if flooding continues, affects critical area, or gets worse

Consider CODE GREEN, discuss with Code Aqua Team and advise Manager On-Call

Liaise with Code Aqua Team and determine immediate mitigation actions that can be taken (ie removal of
equipment from area)

Determine length of time for leak fix and cleanup

Update Manager On-Call as required

Contact Resource Centre at Ext. 55555 and provide information for Code Update Email

[]

p 3 - All Clear

Advise the Resource Centre at Ext. 55555 that the Code has been resolved

O0|Oog Oogooo|oleoioa|o

Receive Code Alert: All Clear

St

ep - 4 - Post Incident

Complete Code IRS

Assist as required
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Code Aqua Stage 3

Step 1 - Activate and Notify

O | Receive information regarding a water leak/flooding

O | If not already done so, completed INITIAL CODE ASSESSMENT and advise Resource Centre Ext. 55555

O | Contact Resource Centre at Ext. 55555 to advise of Code Aqua - Stage 3 - Site

O | Receive Code Alert

Step 2 - Action Plan

O | Establish Incident Command Post location and assume role of Incident Commander; don the IC Vest

O | Update Code Team upon their arrival

O | Inform the Resource Centre Ext. 55555 of Code Team arrival

O | Consider CODE GREEN with Code Team and advise Director On-Call

O | Investigate the cause of the water

O | Liaise with Facilities Mgt. and determine immediate mitigation actions that can be taken (ie removal of
equipment from area)

O | Direct staff to assist with above mentioned mitigation actions

O | Determine length of time for flooding to be stopped and cleanup completed

O | Update Manager On-Call

O | Contact Resource Centre at Ext. 55555 and provide information for Code Update Email

Step 3 - All Clear

O | Advise Manager On-Call when the Code has been resolved

O | Receive Code Alert: All Clear

Step - 4 - Post Incident

O | Assist as required

O | Complete Code IRS
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Appendix G — Manager On-Call Job Action Sheet and Checklist

Code Aqua Stage 1

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

O | Go to Code location as required

O | Receive update from Dept. Lead

O | Update Director On-Call as required

O | Receive the Code Update Email from the Resource Centre

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step - 4 - Post Incident

O | Assist as required

Code Aqua Stage 2

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

Respond to Code location and liaise with Dept. Lead and Code Aqua Team

Assume role of Incident Commander as required; don vest

Determine effects on department/building(s), neighboring dept./building(s), and related equipment

Update Director On-Call

Liaise with Code Aqua Team and determine requirements for vendor attendance for equipment
maintenance

Liaise with affected Department Leads and update

Consider CODE GREEN, discuss with Code Aqua Team and advise Director On-Call

Determine the need to limit patient visitation

Determine the need for canceling elective procedures, surgeries, non-essential hospital services in
consultation with Director On-Call

Evaluate need for and obtain additional staff and advise Director On-Call

Receive Code Update Email

ep 3 - All Clear

Advise Manager On-Call when the Code has been resolved

Receive Code Alert: All Clear

Ooo|eeoQ ggoo ooooo

Discontinue visitor limitations

Step 4 - Post Incident

O | Assist as required
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Code Aqua Stage 3

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

Respond to Code location and liaise with Dept. Lead and Code Aqua Team

Assume role of Incident Commander as required; don vest

If Emergency Department is affected, ensure Clinical Manager notified to ensure that EMS is advised to
redirect patient flow to another site

Contact Resource Centre Ext. 55555 and direct to advise other sites of critical department closure

Liaise with Code Aqua Team and determine the cause of the flooding, extent of damage, timeline of clean-
up

Liaise with affected Department Leads and update

Liaise with Director On-Call and update

Consider CODE GREEN, discuss with Code Aqua Team and advise Director On-Call

Determine the need to limit patient visitation

Determine the need for canceling elective procedures, surgeries, non-essential hospital services in
consultation with Director On-Call

Receive the Code Update Email

Evaluate need for and obtain additional staff and advise Director On-Call

ep 3 - All Clear

Advise Director On-Call when the Code has been resolved

Receive Code Alert: All Clear

Discontinue ambulance diversion and visitor limitations

O ooo|eoa ol aooaol ajg ggo

Call Resource Centre Ext. 55555 and direct to advise other sites of the critical department reopening

Step - 4 - Post Incident

O | Assist as required
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Appendix H — Director On-Call Job Action Sheet and Checklist

Code Aqua Stage 1

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

O | Receive Code Update Email

O | No action required

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step - 4 - Post Incident

O | No action required

Code Aqua Stage 2

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

Liaise with Incident Commander to determine impacts on departments, expected time for leak stoppage,
clean up, equipment maintenance

Contact and update VP On-Call

Establish Teleconference EOC Conference Call; develop action plan

Consider CODE GREEN requirement and discuss with VP On-Call

Determine impact on operations and consider COOP activation

Consider Vendor for clean up response and equipment maintenance

Receive Code Update Email

Determine support requirements for eventual cleanup

ep 3 - All Clear

Receive update from Incident Commander that the Code has been resolved

Contact Resource Centre Ext. 55555 to advise of the All Clear

Ojgo|eoooiojg|o|jg] o

Receive Code Alert: All Clear

Step - 4 - Post Incident

O | Assist as required

Code Aqua Stage 3

Step 1 - Activate and Notify

Receive Code Alert

Liaise with Dept. Lead/Manager to determine effects on other departments

Contact and update VP On-Call

p 2 - Action Plan

Establish Teleconference EOC Conference Call; activate EOC as required

Liaise with Incident Commander; determine impact on departments, expected time for leak stoppage,
clean up, equipment maintenance

Consider CODE GREEN requirement and discuss with VP On-Call

Determine impact on operations and consider COOP activation

Prepare to contact depts. to shut down non-critical functions and time sensitive critical functions (see
COOP plan)

Consider Vendor for clean up response and equipment maintenance

Develop communications plan

Update VP On-Call

Receive Code Update Email

ggooojg] ojojo DD%DDD

Determine support requirements for eventual cleanup
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Step 3 - All Clear

O | Receive update from Incident Commander that the Code has been resolved

O | Advise VP On-Call that the Code has been resolved

Step 4 - Post Incident

O | Complete Post Incident Debrief Report
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Appendix | - VP On-Call Job Action Sheet and Checklist
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Code Aqua Stage 1

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

O | No action required

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step - 4 - Post Incident

O | No action required

Code Aqua Stage 2

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

Discuss patient care impact with Director On-Call

Join EOC Conference Call

Consider Code Green

Determine the impact on operations and consider COOP activation

Discuss communication needs with Director On-Call

Advise Executive Leadership Team as required

Receive Code Update Email from Resource Centre

ep 3 - All Clear

Receive update from Director On-Call when the Code has been resolved

Ooeooooioio|o

Receive Code Alert: All Clear

Step - 4 - Post Incident

O | Assist as required

Code Aqua Stage 3

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

Attend the Emergency Operations Centre

Liaise with Director On-Call; determine patient care impact and develop an action plan

Determine the impact on operations and consider COOP activation

Develop and approve communications plan

Direct any Media communications

Discuss incident with vendor, Fire Dept. EMS or community officials as required

ep 3 - All Clear

Receive update from Director On-Call when the Code has been resolved

Advise Resource Centre Ext. 55555 of the All Clear

giog|eooaoioio|o

Receive Code Alert: All Clear

Step - 4 - Post Incident

O | Post Incident Debrief — support as required
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Appendix J — ELT On-Call Job Action Sheet and Checklist

Code Aqua Stage 1

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

O | Receive Code Update Email from the Resource Centre

O | No action required

Step 3 - All Clear

O | Receive Code Alert: All Clear

Step - 4 - Post Incident

O | No action required

Code Aqua Stage 2

Step 1 - Activate and Notify

O | Receive Code Alert

Step 2 - Action Plan

Receive updates and discuss incident with VP On-Call as required, possible timelines

Discuss impact on hospital operations and affected departments

Discuss extent of evacuation, and approve if required

Review and communications as required

Assist with Media Communications and statements to the media

Receive Code Update Email from Resource Centre

ep 3 - All Clear

Receive update from VP On-Call when the Code has been resolved

Ooeeoooooao

Receive Code Alert: All Clear

Step - 4 - Post Incident

O ‘ No action required

Code Aqua Stage 3

Step 1 - Activate and Notify

O ‘ Receive Code Alert

Step 2 - Action Plan

Receive update from VP On-Call

ELT members will meet to discuss the Code (Executive Offices) (Consider Alternate location if incident at SCS)

If needed, President to approve decision to evacuate the hospital

Determine impact to other depts., patient care, hospital operations, risk and reputation, site, length of time, etc.

Determine with Communications Dept. what must be prepared for both internal and external stakeholders

Direct any Media communications

Receive updates from VP On-Call

Approve Continuity of Operations (COOP) plan, approve AD Hoc Crisis Management Team to oversee COOP

Provide direction and instructions to Director On-Call

Discuss incident with Police, Fire and EMS Officials, Community officials as required

President or designate to approve communications (external/internal)

Receive Code Update Email from Resource Centre

Advise the Chief of Staff

Contact the Board of Directors, CEO

Contact the LHIN

OOoooio|o|ooojoio|jojoo|o| o

Prepare plan to recovery and re-open hospital
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Step 3 - All Clear

O | ELT will call the All Clear through the VP On-Call

O | Receive Code Alert: All Clear

Step - 4 - Post Incident

O | Post Incident Debrief — support as required




PAGE 30 OF 37

yrahealth NAME: Code Aqua

Extraordinary Caring. Every Person. Every Time.

Appendix K - Communications Table

Code Type Sent by Stage 1 - Minor Stage 2 - Major Stage 3 - Critical
Code Aqua — Water affecting a single Water affecting multiple Water affecting site(s)
Flood/Water department departments
Damage
Facilities Management Facilities Management Facilities Management
EVS EVS EVS
Code Membership 'Vendor 'Vendor 'Vendor
Security Security
All Clear Approved Department Lead Director On-Call VP On-Call
by
Director On-Call VP On-Call/ELT
Staff Code Communications  [N/A Committee
Message Closed to affected
Departments Re-direct from Hospital Site
N/A Director On-Call VP On-Call/ ELT
Visitor Code Communications Committee
Message Closed to affected
Departments Re-direct from Hospital Site
Director On-Call VP On-Call/ ELT
'Vendor Code Communications  [N/A Committee
Message Closed to affected
Departments Re-direct from Hospital Site
N/A Director On-Call VP On-Call/ ELT
\Website Communications Committee
N/A Director On-Call VP On-Call/ ELT
FB Communications Committee
Closed to affected
Departments Re-direct from Hospital Site
N/A Director On-Call VP On-Call/ ELT
Twitter Communications Committee
Closed to affected
Departments Re-direct from Hospital Site
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Messaging
CODE ALERT: CODE AQUA — STAGE 3 — (Site, Location)

STAFF CODE MESSAGE:

(DATE and TIME)

(Experts, e.g. Police, EMS, Fire, Security) are on site investigating and have upgraded (description) to STAGE 3
CRITICAL located in (site, location).

As aresult:

the (site) must be safely evacuated until further notice.

patients are being relocated to (describe location and status e.g. estimate time to complete evacuation)
incoming and day patients will be notified about rescheduling.

the site is secured and visitors and vendors are being redirected.
pedestrian and vehicular traffic are being rerouted away from the site.

Health and safety is always a top priority and we will continue to work with (experts: e.g. Police, EMS, Fire,
Security) to proactively monitor and manage this situation as efficiently as possible.

(Staff) will remain on stand-by to quickly address incidents that may arise. If you experience an emergency or
injury while on site, please dial 55555 to receive aid ASAP.

As you may know, the emergency management program can be found (link, hard copy location).

This Emergency Bulletin was sent by (NAME and TITLE), and will be updated every (X) hour(s), on the hour. If
you have any questions or concerns, please contact (EXTENSION)

STAFF CODE MESSAGE UPDATE: FINAL

(DATE and TIME)

Please be advised that the (experts, e.g. Police, EMS, Fire, Security) have confirmed the ALL CLEAR. All areas
have reopened and resumed regular operations.

We would like to thank everyone for their assistance in ensuring the health and safety of our staff, visitors and
patients.

This Emergency Bulletin was sent by (NAME and TITLE). If you have any questions or concerns, please contact
(EXTENSION)
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CODE ALERT: CODE AQUA — STAGE 3 — (Site, Location)

PATIENT CODE MESSAGE

(DATE and TIME)

*** TIME SENSITIVE UPDATE ***

Please be advised that as a result of (describe the event), (site) is temporarily closed. If you have an appointment
on (date), please do not make your way to the (site).

Please contact your referring (doctor/clinic staff) to reschedule your appointment.

Please be assured that we will work with your doctor to ensure your appointment or procedure is rescheduled as

quickly as possible.

Health and safety is a top priority and we are working proactively to resolve this situation as quickly as possible.
We will provide an update once this status has changed at (website)

We sincerely regret any inconvenience and thank you for your patience.

Sent by (NAME and TITLE).

PATIENT CODE MESSAGE UPDATE — FINAL

(DATE and TIME)

Please be advised that (site) has reopened and resumed regular operations. We sincerely regret any
inconvenience and thank you for your patience.

Sent by (NAME and TITLE).

VISITOR CODE MESSAGE

(DATE and TIME)
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*** TIME SENSITIVE UPDATE ***

Please be advised that access to (access to site/area) is temporarily closed. Please do not make your way to the
hospital at this time.

We expect the area to reopen shortly.

We will provide regular updates at (website).

If you are inquiring about the status of a patient at this time, please contact xxxx some time after xxxx.

(option)
Please know that (site) has extensive proactive plans in place to manage a situation such as this. We routinely

conduct drills and all staff are trained to manage a quick and efficient response.
The health and safety of our patients, staff, visitors and community is always a top priority.

We sincerely regret any inconvenience and thank you for your patience.

Sent by (NAME and TITLE).

VENDOR CODE MESSAGE

(DATE and TIME)

*** TIME SENSITIVE UPDATE ***

Please be advised that access to (site/area) is temporarily closed. Please do not make your way to the hospital at
this time.

Please reach out to your main contact at the (site) to reschedule your meeting or delivery. We sincerely regret any
inconvenience and thank you for your patience.

We will provide an update once this status has changed at (website).

Sent by (NAME and TITLE).



PAGE 34 OF 37
yrahealth NAME: Code Aqua

Extraordinary Caring. Every Person. Every Time.

VENDOR CODE MESSAGE UPDATE — FINAL

(DATE and TIME)

Please be advised that (site) has reopened and resumed regular operations. We sincerely regret any
inconvenience and thank you for your patience.

Sent by (NAME and TITLE).
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Appendix L — Social Media

Facebook
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Criteria Draft Hashtags # URLs / Links

Include Images

Initial post Environment Canada advised #floodname (website)
that as at (insert issue time and | #Location
information on current
Environment Canada warning).
For disaster assistance contact
the (authorities) on (phone) and
in a life threatening emergency
call 9-1-1.

To keep updated on warnings
monitor the Environment
Canada, weather information
website at
https://weather.gc.ca/

No

Update 1 Please be advised that as a #floodname (website)
result of (describe the event), #Location
(site) is temporarily closed.

If you have an appointment on
(date), please do not make
your way to the (site).

Please contact your referring
(doctor/clinic staff) to
reschedule your appointment.
Please be assured that we will
work with your doctor to ensure
your appointment or procedure
is rescheduled as quickly as
possible.

Health and safety is a top
priority and we are working
proactively to resolve this
situation as quickly as possible.
We will provide an update once
this status has changed at
(website)

We sincerely regret any
inconvenience and thank you
for your patience.

If there is an image

Update 2 During this time, please be #floodname (website)
extra mindful of (insert any #Location
other specifics here, if
applicable e.g. downed power
lines? objects blowing across
roadways and into your path,
and avoid unnecessary outdoor
work or activities.)

To keep updated on warnings
monitor the Environment
Canada, weather information
website at
https://weather.gc.ca/

If there is an image



https://weather.gc.ca/

‘ahealth

Extraordinary Caring. Every Person. Every Time.

NAME: Code Aqua

PAGE 36 OF 37

Update 3

(If
applicable)

The (alert) is expected to
remain in effect for (duration
here).

Please note that you may also
experience delays in accessing
areas of the hospital at this
time.

If you have an
(appointment/delivery) on
(dates), please do not make
your way to the (site) at this
time.

If you are planning to come to
the hospital site, we suggest
arriving via (area).

To keep updated on warnings
monitor the Environment
Canada, weather information
website at
https://weather.gc.ca/

#floodname
#Location

(website)

If there is an image

Final post

Please be advised that the
issues caused by the recent
(flood name) are no longer in
effect.

We would like to thank you for
your assistance.

#floodname
#Location

(website)

If there is an image
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Social Media: Twitter

Criteria Draft Hashtags # URLs / Links |Include Images

Environment Canada advised that as at (insert #floodname
Initial post issue time and information on current (website) No
Environment Canada warning).
https://weather.gc.ca/ to keep updated on
warnings

Please be advised that as a result of (describe #floodname
Update 1 the event), (site) is temporarily closed. #NHSLocation (website) If there is an image
(website) for info

'You may experience delays in accessing areas #floodname
Update 2 of (location). If you have an #NHSLocation (website) If there is an image
(appointment/delivery) please DO NOT come to
(site). (website) for info

Communities located between (insert areas)
Update 3 are urged to put their safety first in the wake of [#floodname
(flood name). #NHSLocation (website) If there is an image
(if applicable)
https://weather.gc.ca/ to keep updated on
warnings

Please be advised that the issues caused by  #floodname
Final post (flood name) are no longer in effect. Thank you #NHSLocation (website) If there is an image
for your assistance.
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1.0 Purpose
To provide a plan to identify a code situation and response actions in the event of an ICT Failure.

20 Background
A Code Beige is an Information / Communication Technology failure. This code is conducted with the
participation of the ICT Help Desk. The code may be initiated by the Help Desk.

3.0 Scope
Applies to all employees, persons with practicing privileges (physicians, dentists, midwives and RNs in
the Extended Class), volunteers, students/learners, independent and external contract workers at each
hospital site within Niagara Health.

4.0 Policy
4.1 Code Beige is a code enacted/approved by the ICT team. When a system failure occurs,
immediately consult with the ICT team to discuss next steps.

4.2 ltis imperative to escalate system failures immediately. This is inclusive of paging system failures.
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Procedure
5.1  Sending Alerts
a) Confirm Code Beige with ICT first

5.2
Responsibilities at all NH Sites Refer to
ICT Service Disruption Initial Assessment Appendix A
Resource Centre JAS Appendix C
Staff JAS Appendix D
Code Team JAS Appendix E
Department Lead JAS Appendix F
Manager On-Call JAS Appendix G
Director On-Call JAS Appendix H
Vice President JAS Appendix |
Executive Leadership JAS Appendix J

Definitions

6.1  Code Beige is an Information/Communication Technology failure.
a) Stage 1 Minor — There is no Stage 1 — go to Stage 2 or 3
b) Stage 2 Major — Major functionality is severely impaired:
i) Operations can continue in a restricted fashion, although long-term productivity might be
adversely affected
i) A major milestone is at risk; ongoing and incremental installations are affected
iii)  Atemporary workaround is available
c) Stage 3 Critical — Production server or other mission critical system(s) are down and no
workaround is immediately available:
i) All or a substantial portion of mission critical data is at a significant risk of loss or
corrupted
i) A substantial loss of service
iii)  Business operations have been severely disrupted

Education/Communications
7.1 Code Beige Online training for all staff at all sites describes a Code Beige, the stages and actions
to be taken during a Code Beige.

7.2  Crisis Event Management — 2.4 Communication Protocol for Impact Levels A-D
7.3  Staff/patient/vendor messaging/external stakeholders

7.4  Social media

7.5 Communication approval process

Appendices

Appendix A - Code Beige Initial Assessment Checklist

Appendix B - Job Action Sheet Summary (All Roles)

Appendix C — Switchboard/Resource Centre Job Action Sheet and Checklist
Appendix D - Staff Job Action Sheet and Checklist

Appendix E - Security Job Action Sheet and Checklist

Appendix F - Department Lead Job Action Sheet and Checklist

Appendix G - Manager On-Call Lead Job Action Sheet and Checklist
Appendix H - Director On-Call Job Action Sheet and Checklist

Appendix | - Vice President On-Call Job Action Sheet and Checklist
Appendix J - Executive Leadership Team Job Action Sheet and Checklist
Appendix K - Communications Table

Appendix L - Messaging Templates
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9.0 Related Documents
ICT Process — Crisis Event Management

10.0 Related Forms
N/A

11.0 References
N/A
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Appendix A
Code Beige — ICT Service Disruption Initial Assessment

Definitions, Code Team Members and Assessment
Initial Discovery and Immediate Actions
« Contact ICT Service Desk

+ Notify Dept. Lead
+ Check the Service Desk banner for further instructions

There is no Stage 1 - go to Stages 2 or 3

Maijor functionality is severely impaired - Stage 2 Major

Operations can continue in a restricted fashion, although long-term productivity might be adversely
affected

A major milestone is at risk; ongoing and incremental installations are affected

Operations can continue in a restricted fashion, although long-term productivity might be adversely
affected

A temporary workaround is available

If answer is "yes" to any of the above questions and "no" to the Stage 3 Assessment, then the ICT failure
is a Stage 2

O oO|jg) ojgl d

Contact Resource Centre Ext. 55555 and advise of ICT Service Disruption - Stage 2, site, and location

Production server or other mission critical system(s) are down and no workaround is immediately available.
- Stage 3 Critical

All or a substantial portion of mission critical data is at a significant risk of loss or corrupted

A substantial loss of service

Business operations have been severely disrupted

If answered "yes" to either of the two previous questions, the ICT Service Disruption is a Stage 3

Ooo|ojoo

Contact Resource Centre Ext. 55555 and advise of ICT Service Disruption - Stage 3, site, and location

Severity 1 support requires to have dedicated resources available to work on the issue on an ongoing basis
during contractual hours.

Code Team Membership

« ICT Service Desk
« ICT Technical Team
« ICT Information Solutions Team
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Appendix B
Job Action Sheet Summary (All Roles)

This summary page provides a quick reference of the key points with the various JAS for each Role.

Code JAS Summary

Group Stage 1

Chain of Command

Executive

Leadership
Team (ELT) | No Stage 1
/ VP
On-Call

EOC/
Director No Stage 1
On-Call

Stage 2

VP On-Call:

Join EOC Conference Call
Approve Code Green
Review and

approve

Communication

S

Determine impact on
operations and consider
COORP activation

Update ELT

Lead EOC Conference Call;
develop Action Plan

Discuss with Incident
Commander at each site, and
VP On- Call

Consider escalation to Stage 3
Determine impact on
operations and consider
COORP activation

Consider Code Green as
required

Conduct patient census;
consider early discharge as
required

Consider delay/cancel non-
essential functions

Develop communications plan
Issue All Clear

Stage 3

Establish ELT meeting
Review and approve
communications
Approve Continuity of
Operations Plan
Advise stakeholders

VP On-Call:

Attend the EOC

Approve Code Green
Determine impact on operations
and consider COOP activation
Develop communications plan
Issue All Clear

Lead EOC Conference Call;
develop Action Plan

Discuss with Incident
Commander at each site, and VP
On- Call

Consider escalation to Stage 3
Determine impact on operations
and consider COOP activation
Consider Code Green as required
Conduct patient census;
consider early discharge as
required

Consider delay/cancel non-
essential functions

Develop communications plan
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Staff:
Incident
Command No Stage 1 :
Post (ICP)

Code Beige — ICT Failure

Check for Service Desk banner
for further instructions

Assess patients’ conditions, safety
of occupants

Prepare patients for evacuation

as directed

Ensure transfer of
belongings, medications and
records upon evacuation

Dept. Lead/Manager On-Call

Assume role of Incident Commander

Determine if patient care is
compromised by ICT

failure

Direct staff to evacuation patients

if required

Liaise with Dept. Leads;

determine ICT status of each
department and impact on patient
care

Determine up-staffing requirements

Code Team:

Communications

Refer to ICT PROCESS —
CRISIS MANAGEMENT
DOCUMENT

Activate alternate systems as
needed

Determine requirements for
vendor/ contractor attendance,
additional resources
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Check for Service Desk
banner for further instructions
Assess patients’ conditions,
safety of occupants

Prepare patients for
evacuation as directed

Ensure transfer of
belongings, = medications
and records upon
evacuation

Lead/Manager On-Call:

Assume role of Incident
Commander

Determine if patient care

is compromised by ICT
failure

Direct staff to evacuation
patients if required

Liaise with Dept. Leads;
determine ICT status of each
department and impact on
patient care

Determine up-staffing
requirements

Advise NEMS of ED
closures or redirects; advise
alternate sites

Code Team:

Referto ICT PROCESS —
CRISIS MANAGEMENT
DOCUMENT

Activate alternate systems as
needed

Determine requirements for
vendor/ contractor attendance,
additional resources

Resource .
Centre No Stage 1 .

Contact ICT Helpdesk

Send out PA Announcement
Phone Director On-Call
Send NHS Emergency
Management group email
Send out All Clear PA, email

Contact ICT Helpdesk

Send out PA Announcement
Phone Director On-Call
Send NHS Emergency

Management group email
Send out All Clear PA, email
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Appendix C

Switchboard / Resource Centre Job Action Sheet and Checklist

Definition

1. SENDING ALERTS

PA
Announcement

(3 times)

Phone/Contact Responders

Send Group Emails

(Verbally confirm with
Service Desk or ICT On-
Call)

Code Beige - ICT Failure — Stage 2 Major

ICT functionality is severely impaired

Confirm Code Beige with ICT Service Desk
first

Code Beige — Stage 2 - [location description not required]

All Sites « ICT Helpdesk

Email distribution groups: « NHS Emergency Management

Code Alert: Code Beige — (insert Service Desk

Subject Line (cut and paste, update Banner Info) Stage 2 — [Site]

site)

There has been an ICT failure [describe outage]
in the following departments: [list affected

Email Body (cut and paste, update departments].

outage description, list departments)

A Code Update Email will be sent as more
information comes available.
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2. EOC ACTIVATION

A. Call the Director On-Call

(according to schedule)

1/ Confirm the Director On-
Call is aware of the Code and
has spoken with the Dept.
Lead or Manager On-Call

2/ Confirm the Director On-Call
wants to activate the
EOC Teleconference Meeting

NAME: Code Beige — ICT Failure

Mon-Fri: 0830-1630

(start with #1 until someone answers)
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1. Director, Quality, Patient Safety, Risk
and Patient Relations

2. Director, EVS, Patient Transportation,
Waste and Linden Services

3. Director Facilities Engineering, Capital
Planning, Biomedical Engineering,
Parking and Security

4. Director, Finance

5. Director, Patient Care SCS

After-hours

Refer to Director On-call schedule

B. Establish
‘Teleconference Meeting
’ as per Director On-Call

1. Teleconference Meeting
invitation subject line (cut
and paste, update site)

EOC Conference Call — Code Beige — Stage 2 —
[Site]

1. Send Teleconference
Meeting invitation via email
to leadership list
1. Setstarttime to
begin immediately
2. Call Leadership list to
advise of Teleconference
Meeting invitation

e Manager of affected department (M.-F. 0830-
1630 hours), or Manager On-Call (after hours)

e Manager of Risk or designate ( M.-F. 0830
1630), or Risk On-Call (after hours)

o Director of affected department (M.-F. 0830-

1630), or Director On-Call (after hours)

Executive Site Lead (daytime)

Director of Facilities

Communications

Director of ICT

Manager of Resource Centre

VP On-Call

3. CODE UPDATE EMAIL

+ Receive
information from
Dept. Lead

+ Send Code
Update Email

Email distribution groups:

« NHS Emergency Management

Subject Line (cut and paste, update
site)

Code Update Email: Code Beige — Stage 2 —
[Site]

Email Body

« Open CODE UPDATE EMAIL
- Enter content into template; Copy and
paste template into Email body

Email Attachment as required

Code Support Documents
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4. ADDITIONAL DUTIES AS REQUIRED

Downtime Procedures - Activate downtime procedures as required
Complete Documentation N/A

Media Inquiries « Direct media inquiries to Communications Dept.
Patient Inquiries N/A

ED Closure Notifications — as

directed N/A
EOC Hotline N/A
5. ALL CLEAR
Authority to give the “All Director On-call
Clear”
PA Announcement (once) All Clear Code Beige
Email distribution groups: « NHS Emergency Management

Group Emails

Subject Line (cut and paste, update Code Alert: Code Beige — Stage 2 — [Site] — All
site) Clear

6. POST INCIDENT PROCEDURES

Record Code Log




srahealth

Extraordinary Caring. Every Person. Every Time.

PAGE 10 OF 27
NAME: Code Beige — ICT Failure

Code Beige — Stage 3 — Resource Centre JAS

Code Beige — Stage 3 Critical

Definition

Production server or other mission critical system(s) are down with no immediate
workaround available

1. SENDING ALERTS

Confirm Code Beige with ICT Service Desk

first

PA

Code Beige — Stage 3 [location description not required]
Announcement
(3 times)
Phone/Contact Responders

All Sites « ICT Helpdesk

Email distribution groups: + NHS Emergency Management

Send Group Emails

(Verbally confirm with
Service Desk or ICT On-
Call)

Code Alert: Code Beige —(insert Service Desk

Subject Line (cut and paste, update Banner Info) Stage 3 — [Site(s)]

site(s))

There has been an ICT failure [describe

Email Body (cut and paste, update outage] at [site(s)].

t ipti it I
outage description, site(s)) A Code Update Email will be sent as more

information comes available.
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2. EOC ACTIVATION

a. Call the Director On-Call

(according to schedule)

1/ Confirm the Director On-
Call is aware of the Code and
has spoke with the Dept. Lead
or Manager On-Call

2/ Confirm the Director On-Call
wants to activate the
EOC Teleconference Meeting

Mon-Fri 0830-1630

(start with #1 until someone answers)

1. Director, Quality, Patient Safety, Risk and
Patient Relations

2. Director, EVS, Patient Transportation, Waste
and Linden Services

3. Director Facilities Engineering, Capital
Planning, Biomedical Engineering, Parking
and Security

4. Director, Finance

5. Director, Patient Care SCS

After-hours

Refer to Director On-call schedule

b. Establish ‘Teleconference
Meeting’ as per Director On-
Call

1. Teleconference Meeting
invitation subject line (cut
and paste, update site(s))

EOC Conference Call — Code Beige — Stage 3 —
[Site(s)]

1. Send Teleconference
Meeting invitation via email
to leadership list

1. Setstarttime to

begin immediately
2.Phone leadership list to
advise of Teleconference
Meeting invitation

- Manager of affected department (M.-F. 0830-
1630 hours), or Manager On-Call (after hours)

« Manager of Risk or designate ( M.-F. 0830
1630), or Risk On-Call (after hours)

- Director of affected department (M.-F. 0830-
1630), or Director On-Call (after hours)

- Executive Site Lead (daytime)

- Director of Facilities

« Communications

+ Director of ICT

« Manager of Resource Centre

-« VP On-Call

3. CODE UPDATE EMAIL

+ Receive
information from
Dept. Lead

+ Send Code
Update Email

Email distribution groups:

« NHS Emergency Management

Subject Line (cut and paste, update
site)

Code Update Email: Code Beige — Stage 3 —
[Site]

Email Body

- Open CODE UPDATE EMAIL
« Enter content into template; Copy and
paste template into Email body

Email Attachment as required

Code Support Documents
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4. ADDITIONAL DUTIES AS REQUIRED

Downtime Procedures

« Activate downtime procedures as required

Complete Documentation N/A
Media Inquiries  Direct media inquiries to Communications Dept.
- Transfer call to unaffected Depts.
Patient Inquiries - For affected depts. advise caller there is an emergency code in effect and to
please call back in 30 minutes.
ED Closure Notifications — as + Notify NEMS of any ED closures
directed  Notify other Niagara Health sites of ED closure
EOC Hotline N/A
5. ALL CLEAR
Authority to give the “All VP On-call

Clear”

PA Announcement (once)

All Clear Code Beige

Group Emails

Email distribution groups:

« NHS Emergency Management

Subject Line (cut and paste, update
site)

Code Alert: Code Beige — Stage 3 — [Site(s)]
— All Clear

6. POST INCIDENT PROCEDURES

Record

Code Log
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Appendix D
Staff Job Action Sheet and Checklist

Code Beige - Stage 1 Minor

O | There is no Stage 1 - Go To Stage 2 or 3

Code Beige - Stage 2 Major

Step 1 — Activate and Notify

O | Notice the ICT Failure

Contact Dept. Lead. If Dept. Lead is not available, contact Resource Centre Ext. 55555 and advise of
Code Beige

O | Receive Code Alert

Step 2 — Action Plan

O | Check the Service Desk banner for further instructions

O | Update ICT upon their arrival

If patient care is being affected by the ICT Failure:

O | Prepare patients for evacuations as directed

O | Assess the patient’s conditions and prioritize those at most risk

O | Ensure the transfer of patient’s belongings, medications and records upon evacuation

Evaluate safety of patients, family, staff and facility and recommend protective and corrective actions to
minimize hazards and risks

Step 3 — All Clear

O | ICT will confirm when equipment is back on-line

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

Code Beige - Stage 3 Critical

Step 1 — Activate and Notify

O | Notice the ICT Failure

0 Contact Dept. Lead. If Dept. Lead is not available, contact Resource Centre Ext. 55555 and advise of
Code Beige

O | Receive Code Alert

Step 2 — Action Plan

O | Check the Service Desk banner for further instructions

O | Update ICT upon their arrival

If patient care is being affected by the ICT Failure:

O | Prepare patients for evacuations as directed

O | Assess the patient’s conditions and prioritize those at most risk

O | Ensure the transfer of patient’s belongings, medications and records upon evacuation

Step 3 — All Clear

O | Receive Code Alert: All Clear

O | ICT will confirm when equipment is back on-line

Step 4 — Post Incident

O | Assist as required
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Appendix E
Code Beige Team Job Action Sheet and Checklist

Code Beige - Stage 1 Minor

O | Thereis no Stage 1 - Go To Stage 2 or 3

Code Beige - Stage 2 Major

Step 1 — Activate and Notify

O | Receive Code Alert

O | Attend Code location as required

O | Liaise with Dept. Lead for information

If not already done so, complete INITIAL ASSESSMENT CHECKLIST and advise Resource Centre Ext.
55555

[74)
=3
(1]

p 2 — Action Plan

Refer to ICT PROCESS - CRISIS MANAGEMENT DOCUMENT

Assess and advise Incident Commander of the extent and possible duration of ICT failure

Activate alternate systems as needed

Liaise with Dept Lead and determine critical equipment that is affected

Determine and advise on the effects on other departments, if any

Determine requirement of vendors or contractors for emergency repairs and immediate response

Assess need for additional ICT upstaffing and advise ICT Manager

ommunicate to the Incident Commander when the following thresholds have occurred:

ICT Failure source discovered

ICT restored

Equipment maintenance initiated (if required)

Ogoogeooojoo|iOoo

Equipment maintenance completed (if required)

Step 3 — All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

Code Beige - Stage 3 Critical

Step 1 — Activate and Notify

Receive Code Alert

Attend Code location as required

Liaise with Dept. Lead for information

If not already done so, complete INITIAL ASSESSMENT CHECKLIST and advise Resource Centre Ext.
55555

p 2 — Action Plan

Refer to ICT PROCESS - CRISIS MANAGEMENT DOCUMENT

Assess and advise Incident Commander of the extent and possible duration of ICT failure

Activate alternate systems as needed

Liaise with Dept. Lead and determine critical equipment that is affected

Determine and advise on the effects on other departments, if any

Determine requirement of vendors or contractors for emergency repairs and immediate response

O oiog|ojg|o|e o |gojg|o
©

Assess need for additional ICT up-staffing and advise ICT Manager

O

ommunicate to the Incident Commander when the following thresholds have occurred:

ICT Failure source discovered

ICT restored

Equipment maintenance initiated (if required)

ggoio

Equipment maintenance completed (if required)
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Step 3 — All Clear

O | Receive Code Alert: All Clear

O | ICT will confirm when equipment is back on-line

Step 4 — Post Incident

O | Assist as required
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Appendix F
Department Lead Job Action Sheet and Checklist

Code Beige - Stage 1 Minor

O | There is no Stage 1 - Go To Stage 2 or 3

Code Beige - Stage 2 Major

Step 1 — Activate and Notify

O | Receive information from Staff re: ICT failure

0 If not already done so, complete INITIAL ASSESSMENT CHECKLIST and advise Resource Centre Ext.
55555

O | Receive Code Alert

Step 2 - Action plan

O | Determine if patient care is being compromised by the ICT failure

O | Direct staff to evacuation patients if required

O | Update Manager On-Call

O | Contact Resource Centre and provide information for Code Update Email

Step 3 — All Clear

O | The Code Team will advise when the Code has been resolved

O | Contact Manager On-Call and advise of the All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

O | Complete Code IRS

Code Beige - Stage 3 Critical

Step 1 — Activate and Notify

O | Receive information from Staff re: ICT failure

O If not already done so, complete INITIAL ASSESSMENT CHECKLIST and advise Resource Centre Ext.
55555

O | Receive Code Alert

Step 2 — Action plan

O | Establish Incident Command Post location and assume role of Incident Commander; don IC vest

O | Update Code Team upon their arrival

O | Contact Resource Centre Ext. 55555 to advise of Code Team arrival

O | Determine if patient care is being compromised by the ICT failure

O | Direct staff to evacuate patients if required

O | Update Manager On-Call

O | Contact Resource Centre and provide information for Code Update Email

Step 3 - All Clear

O | The Code Team will advise when the Code has been resolved

O | Contact Manager On-Call and advise of the All Clear

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

O | Complete Code IRS
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Appendix G
Manager On-Call Job Action Sheet and Checklist

Code Beige - Stage 1 Minor

O | There is no Stage 1 - Go To Stage 2 or 3

Code Beige - Stage 2 Major

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action plan

Liaise with Dept. Lead and Code Team to determine extent of ICT failure

Take over role of Incident Commander if required; don IC vest

Ensure the extent of the ICT failure onsite has been determined and upgrade/downgrade Stage
accordingly

Liaise with Dept. Leads and determine effect on patient care

Direct Dept. Leads to determine the affects on scheduling for elective procedures, surgeries, non-essential
hospital services and advise accordingly

O | o |goo|gno

Liaise with Code Team and assess need for and obtain additional staff and request up-staffing through
Director On-Call

The Code Team will advise on the following:

failure source located

ICT failure corrected and systems back on-line

Maintenance initiated (if required)

Maintenance complete (if required)

Contact Resource Centre and provide information for Code Update Email

ep 3 — All Clear

The Code Team will advise when the Code has been resolved

Contact Director On-Call and notify of All Clear

Oogeooooo

Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist as required

Code Beige - Stage 3 Critical

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action plan

Liaise with Dept. Lead and Code Team to determine extent of ICT failure

Take over role of Incident Commander if required; don IC vest

Ensure the extent of the ICT failure onsite has been determined and upgrade/downgrade Stage
accordingly

Liaise with Dept. Leads and determine effect on patient care

Contact and update Director On-Call to address patient care concerns

Update Director On-Call and advise on the extent of the Code

Direct Dept. Leads to determine the effects on scheduling for elective procedures, surgeries, non-essential
hospital services and advise accordingly

Liaise with Code Team and assess need for and obtain additional staff and request up-staffing through
Director On-Call

O | 0O |Ooogoo|ojd

The Code Team will advise on the following:

O | ICT failure source located

O | ICT failure corrected and systems back on-line
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Maintenance initiated (if required)

Maintenance complete (if required)

Contact Resource Centre and provide information for Code Update Email

THE EVENT OF A REQUIRED SHUT DOWN OF A CRITICAL DEPARTMENT (I.E.: EMERGENCY DEPT.):

Ensure that EMS is notified to redirect patient flow to an alternate site

Ensure that other NHS sites are notified by Resource Centre Ext. 55555 in the event of an Emergency
Department closure

Contact and update Director On-Call

[1]

p 3 — All Clear

Code Team will advise when the Code has been resolved

Contact Director On-Call and advise of All Clear

Receive Code Alert: All Clear

Ooiog|eda O gzogio

Contact and advise Resource Centre to discontinue ambulance diversion (confirm with Director On-Call)

St

ep 4 — Post Incident

|

Assist as required
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Appendix H
Director On-Call Job Action Sheet and Checklist

Code Beige - Stage 1 Minor

O | There is no Stage 1 - Go To Stage 2 or 3

Code Beige - Stage 2 Major

Step 1 — Activate and Notify

O | Receive Code Alert

O | Receive update from Dept. Lead/Manager On-Call

O | Inform the ICT Manager/Designate if the ICT Manager has not yet been notified

Step 2 — Action plan

O | Ensure Incident Commander has been appointed for each site

O | Liaise with the Incident Commander from each site and Code Team and determine extent of ICT failure
O | Consider escalation to Stage 3

O | Determine requirement to activate the EOC

O | Lead Teleconference Meeting EOC Meeting; develop Action Plan

O | Approve activation of backup communications systems

O | Contact and update VP On-Call

O | Determine impact on operations and consider COOP activation

O | Consider Code Green as required

O | Notify departments to assess patients for early discharge to decrease patient census if required
O | Determine the need to extend curtail or cancel non-essential function

O | Develop communications plan

O | Receive the Code Update Email from Resource Center

Step 3 — All Clear

O | Receive notification of All Clear status from the Incident Commander at each site

O | Contact Resource Centre Ext. 55555 and advise of the All Clear

Step 4 — Post Incident

O | Conduct Post Incident Debrief as required

Code Beige - Stage 3 Critical

Step 1 — Activate and Notify

Receive Code Alert

Receive update from Dept. Lead/Manager On-Call

Inform the ICT Manager/Designate if the ICT Manager has not yet been notified

p 2 — Action plan

Ensure Incident Commander has been appointed for each site

Liaise with the Incident Commander from each site and Code Team and determine extent of ICT failure

Lead the Teleconference Meeting EOC Meeting; develop Action Plan

Determine impact on operations and consider COOP activation

Consider Code Green as required

Contact and update VP On-Call

Approve activation of backup communications systems

Notify departments to assess patients for early discharge to decrease patient census if required

Determine the need to extend curtail or cancel non-essential function

Develop communications plan

Oioio|o|oig|jo|jojg|o|jojeoig| o
©

Receive the Code Update Email from Resource Center
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Step 3 — All Clear

O | Receive notification of All Clear from the Incident Commander at each site

O | Advise VP On-Call that the Code has been resolved

O | Receive Code Alert: All Clear

Step 4 — Post Incident

O | Conduct Post Incident Debrief as required
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Appendix |
VP On-Call Job Action Sheet and Checklist
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Code Beige - Stage 1 Minor

O | There is no Stage 1 - Go To Stage 2 or 3

Code Beige - Stage 2 Major

Ste

p 1 — Activate and Notify

O | Receive Code Alert

Ste

p 2 — Action plan

Receive update from Director On-Call

Report to EOC as required

Determine impact on operations and consider COOP activation

Approve Code Green as required

Notify departments to assess patients for early discharge to decrease patient census as required

Determine the need to extend curtail or cancel non-essential functions

Review and approve communications plan

Update ELT

Ogoooojoa|ga|o

Receive the Code Update Email from Resource Center

Ste

p 3 — All Clear

O |

Receive Code Alert: All Clear

Ste

p 4 — Post Incident

O ‘ Assist with Post Incident Debrief as required

Code Beige - Stage 3 Critical

Ste

p 1 — Activate and Notify

O

‘ Receive Code Alert

Ste

p 2 — Action plan

Attend the Emergency Operations Centre

Determine patient care impact; develop an action plan with the Director On-Call

Determine impact on operations and consider COOP activation

Approve Code Green as required

Develop communications plan

Direct any Media communications

Update the ELT

Discuss incident with vendor, Fire Dept. or community officials as required

Receive Code Update Email from the Resource Centre

p 3 — All Clear

Receive update from Director On-Call when the Code has been resolved

Notify Resource Centre Ext. 55555 to advise of the All Clear

o|o|o|e|o|olo|ojo|o|o|o|o

Receive Code Update Email from the Resource Centre

Ste

p 4 — Post Incident

O

Post Incident Debrief — support as required




PAGE 22 OF 27
nicaarahealth NAME: Code Beige — ICT Failure

Extraordinary Caring. Every Person. Every Time.

Appendix J
ELT Job Action Sheet and Checklist

Code Beige - Stage 1 Minor

O | There is no Stage 1 - Go To Stage 2 or 3

Code Beige - Stage 2 Major

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action plan

Receive updates and discuss Code with VP On-Call

Discuss impact on hospital operations and affected departments

Review and approve communications

Assist with Media Communications and statements to the media

Receive Code Update Email from Resource Centre

[1]

p 3 — All Clear

Receive update from VP On-Call when the Code has been resolved

D|o|e| o|o|o|jo|o

Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist with Post Incident Debrief as required

Code Beige - Stage 3 Critical

Step 1 — Activate and Notify

O | Receive Code Alert

Step 2 — Action plan

Receive update from VP On-Call

Report to ELT Committee (phone in as required)

Discuss the Code, resources needed, expected duration, impact on the hospital

Review requirements for resources needed

Determine the need to extend curtail or cancel non-essential functions

Review and approve communications (Memos, social media, website)

Approve Continuity of Operations (COOP) plan, approve AD Hoc Crisis Management Team to oversee
COOP

Receive the Code Update Email from Resource Center

Advise Chief of Staff

Contact Board of Directors, CEO

Contact LHIN

ep 3 — All Clear

The VP On-Call will advise when the Code has been resolved

ggeoooo o |oojoooig

Receive Code Alert: All Clear

Step 4 — Post Incident

O | Assist with Post Incident Debrief
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Appendix K

NAME: Code Beige — ICT Failure

Communication Table
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Code Type Sent by There is NO Stage 1 Stage 3 - Critical
Production server or other
Code Beige — N/A ICT functionality is severely | mission critical system(s)
ICT Failure impaired are down with no
immediate workaround
available
Code N/A ICT ICT
Membership
All Clear .
Approved N/A Director On-Call VP On-Call
by
Staff Director On-Call VP On-Call / ELT Committee
c a q Communications | N/A
ode ICT Failure message ICT Failure message
Message
Patient Cod N/A
atient Lode Communications Director On-Call VP On-Call / ELT Committee
Message
\C/((a)g:or Communications | N/A Director On-Call VP On-Call / ELT Committee
Message
N/A
Website Communications Director On-Call VP On-Call / ELT Committee
N/A
FB Communications Director On-Call VP On-Call / ELT Committee
N/A

Twitter

Communications

Director On-Call

VP On-Call / ELT Committee
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Appendix L
Messaging Templates
STAFF CODE MESSAGE:

(DATE and TIME)

CODE ALERT: CODE BEIGE — STAGE 3 - Site

(ICT TEAM) are on site investigating CODE BEIGE STAGE 3 which occurred (date and time).

As a result:

« Listimpact (e.g. email is down, departments affected/closed — appointment schedules, access to
hospital card and OHIP numbers, etc.)

Health and safety is always a top priority and we will continue to work with (Experts: e.g. Police, Fire, EMS,
Security) to proactively monitor this situation.

(Staff) will remain on stand-by to quickly address incidents that may arise. If you experience an emergency or
injury while on site, please dial 55555 to receive aid ASAP.

As you may know, the emergency management program can be found (link, hard copy location).

This Emergency Bulletin was sent by (NAME and TITLE), and will be updated every (X) hour(s), on the hour. If
you have any questions or concerns, please contact (EXTENSION)

STAFF CODE MESSAGE UPDATE: FINAL
(DATE and TIME)

CODE ALERT: CODE BEIGE - ALL CLEAR

Please be advised that the (ICT) have
confirmed the ALL CLEAR. All systems have

resumed regular operations.

We would like to thank everyone for their assistance in ensuring the health and safety of our staff, visitors and
patients.

This Emergency Bulletin was sent by (NAME and TITLE). If you have any questions or concerns, please contact
(EXTENSION)
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CODE ALERT: CODE BEIGE — STAGE 3 — Site

(If closures become necessary)

PATIENT CODE MESSAGE
(DATE and TIME)
***TIME SENSITIVE UPDATE ***
Please be advised that (site entrance, clinic) is temporarily closed.
If you have an appointment on (date), please do not make your way to the (site).
Please contact your referring (doctor/clinic staff) (when?) to reschedule your appointment. Please be assured
that we will work with your doctor to ensure your appointment or procedure is rescheduled as quickly as
possible.
We sincerely regret any inconvenience and thank

you for your patience. We will provide an update

once this status has changed at (website)

Sent by (NAME and TITLE).

Sent by (NAME and TITLE).

PATIENT UPDATE -FINAL
(DATE and TIME)
Please be advised that (clinic) has reopened and resumed
regular operations. We sincerely regret any inconvenience

and thank you for your patience.

Sent by (NAME and TITLE).
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Facebook
Criteria

Initial post

Update 1

Update 2

Update 3

(If applicable)

Final post

Appendix M
Social Media
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Draft Hashtags # URLs / Links  Include Images

Please be advised that (site entrance, clinic) is
temporarily closed.

If you have an appointment on (date),
please do not make your way to the (site).

Please contact your referring (doctor/clinic

staff) (when?) to reschedule your #NHSLocation
appointment. Please be assured that we will

work with your doctor to ensure your

appointment or procedure is rescheduled as