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FQHC CLINIC CLOSURE / REOPENING CHECKLIST
Emergency Closure • Service Interruption • Safe Reopening

	PLANNING BASIS  FQHC continuity planning should address services the site can continue, modify, reduce, suspend, or redirect during an emergency. This checklist supports those decisions and should be used with the EOP, HVA, communication plan, referral processes, facilities/IT procedures, and applicable HRSA, Maine, payer, and local requirements.


SITE / EVENT INFORMATION
	Facility / Site
	<Insert>
	Event / Reason
	<Insert>

	Closure decision date/time
	<Insert>
	Decision authority
	<Insert>

	Expected duration
	<Insert>
	Incident / record location
	<Insert>


1. CLOSURE DECISION
	☐ Assess immediate safety of patients, staff, visitors, and building

	☐ Determine full closure, partial closure, delayed opening, or service reduction

	☐ Identify urgent/time-sensitive services that cannot be interrupted

	☐ Confirm referral / diversion / alternate-site options

	☐ Identify utilities, IT, staffing, weather, security, infection-control, access, or supply issues driving closure

	☐ Document decision authority, trigger, time, and expected reassessment


2. PATIENT / CLINICAL CONTINUITY ACTIONS
	☐ Review same-day appointments and patients currently onsite

	☐ Triage urgent clinical needs and arrange referral/transfer as appropriate

	☐ Reschedule non-urgent visits and document patient notifications

	☐ Address medication refill, laboratory, imaging, wound care, prenatal, behavioral health, chronic disease or other time-sensitive follow-up

	☐ Activate after-hours / emergency coverage messaging if applicable

	☐ Provide patients with emergency instructions and alternate points of care as appropriate

	☐ Protect and maintain access to patient records and pending results


3. OPERATIONAL CLOSURE ACTIONS
	☐ Notify leadership, staff, on-call roles and individuals providing services under arrangement

	☐ Update phone message, website, patient portal, signage and other public channels

	☐ Notify key partners / vendors / landlord / utilities as needed

	☐ Secure medications, vaccines, controlled supplies and refrigerated products

	☐ Secure cash, prescription pads, devices, PHI and other sensitive assets

	☐ Activate EHR / IT downtime or remote-work procedures if systems are affected

	☐ Verify building security, alarm systems, water, HVAC and other conditions before leaving

	☐ Document outstanding work, pending referrals/results, deliveries and follow-up owners




4. REOPENING READINESS CHECK
	☐ Building access is safe and any required inspection/clearance is complete

	☐ Electricity, HVAC, water/sewer, communications and other required utilities are reliable

	☐ Fire/life-safety and security systems are operational as applicable

	☐ IT/network/EHR/phones are operational or approved downtime processes can safely support service

	☐ Medication/vaccine refrigeration status is verified and any temperature excursion is resolved before product use

	☐ Critical clinical supplies, PPE, medications, forms and equipment are available

	☐ Adequate staff and required clinical coverage are available

	☐ Cleaning/environmental conditions are acceptable for patient care

	☐ Any infection-control or public-health restrictions are addressed

	☐ Referral, lab, pharmacy and other key service partners are available

	☐ Patient access/parking/transportation conditions are acceptable

	☐ Leadership authorizes reopening and documents date/time/scope


5. REOPENING COMMUNICATION & RECOVERY
	☐ Notify staff of reopening time, scope, staffing plan and any temporary restrictions

	☐ Notify patients and update website/phone/portal/signage

	☐ Prioritize rescheduling of urgent and time-sensitive care

	☐ Reconcile EHR/paper records, messages, referrals, lab results and downtime documentation

	☐ Reconcile medications/vaccines/supplies and document any product disposition

	☐ Monitor operations after reopening for unresolved safety or service issues

	☐ Complete AAR / improvement actions when warranted


REOPENING AUTHORIZATION
	Authorized by
	<Name / title>
	Date / time
	<Insert>

	Scope
	<Full / phased / limited services>
	Next reassessment
	<Insert / N/A>
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