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HEALTHCARE COALITION OF MAINE
UNIVERSAL EMERGENCY CONTACT DIRECTORY
For all healthcare provider types



	PLANNING RESOURCE ONLY  HCC-ME is not a regulatory, licensing, accreditation, survey, or enforcement authority and does not impose emergency preparedness requirements. This universal form is an optional planning tool. Each organization remains responsible for identifying and meeting all requirements that apply to its provider type, license, certification, services, population, and physical environment.


ORGANIZATION INFORMATION
	Field
	Organization Entry

	Organization / Facility Name
	<Enter organization name>

	Provider Type
	<Enter provider type>

	Primary Address / Service Area
	<Enter>

	Document Owner / Department
	<Enter>

	Last Verified / Updated
	<Date>

	Next Scheduled Review
	<Date>

	Primary 24/7 Organizational Phone
	<Enter>



Use this directory to maintain primary and alternate emergency contacts that support internal response, external coordination, regulatory/public-health communication, and continuity of operations. Not every category will apply to every provider type; add or remove rows as needed.

	PRIVACY / SECURITY  Do not place unrestricted employee personal phone lists, passwords, protected health information, or other security-sensitive details in a broadly distributed copy. Reference a controlled roster or secure location when appropriate.








A. INTERNAL LEADERSHIP & RESPONSE CONTACTS
	Role / Function
	Primary Contact
	24/7 Phone
	Email
	Alternate / Backup

	Executive / Administrative Lead
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Clinical / Nursing Lead
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Emergency Preparedness Coordinator
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Alternate Emergency Preparedness Coordinator
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Facilities / Life Safety / Environment of Care
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Infection Prevention / Public Health Liaison
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Safety / Security
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Human Resources / Staffing
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Information Technology / Cybersecurity
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Communications / Public Information
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Pharmacy / Medication Lead
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>

	Supply / Logistics / Procurement
	<Name>
	<24/7 phone>
	<Email>
	<Alternate / backup>




B. EMERGENCY SERVICES, GOVERNMENT & COMMUNITY COORDINATION
	Agency / Partner
	Contact / Unit
	Phone / 24-7
	Email / Website
	Alternate / Notes

	Fire / EMS
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Law Enforcement
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Local / County Emergency Management Agency
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Maine Emergency Management Agency
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Maine CDC / Public Health
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Applicable Maine Licensing / Regulatory Agency
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Maine Office of State Fire Marshal / Local AHJ
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Healthcare Coalition of Maine District Liaison (optional planning resource)
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Local / Regional Hospital or Referral Partner
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Poison Control / Specialized Emergency Resource
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>

	Other Government / Community Partner
	<Contact / unit>
	<Phone / 24-7>
	<Email / website>
	<Alternate / notes>









C. CONTINUITY & HEALTHCARE PARTNERS
	Function
	Organization
	POC
	24/7 Phone
	Alternate / Notes

	Receiving / Referral Facility
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Transportation / Patient Movement
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Pharmacy / Medication Support
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Oxygen / Medical Gas / DME
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Laboratory / Diagnostic Services
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Behavioral Health / Crisis Services
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Staffing / Temporary Personnel
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Utilities / Critical Infrastructure
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Alternate Operating / Care Location
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>

	Other Continuity Partner
	<Organization>
	<POC>
	<24/7 phone>
	<Alternate / notes>











D. DIRECTORY VERIFICATION LOG
	Verification Date
	Verified By
	Changes / Notes
	Next Review

	<Date>
	<Verified by>
	<Changes / no changes>
	<Next review>

	<Date>
	<Verified by>
	<Changes / no changes>
	<Next review>

	<Date>
	<Verified by>
	<Changes / no changes>
	<Next review>

	<Date>
	<Verified by>
	<Changes / no changes>
	<Next review>

	<Date>
	<Verified by>
	<Changes / no changes>
	<Next review>
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