HEALTHCARE COALITION OF MAINE | UNIVERSAL SUPPORTING DOCUMENTATION INDEX
	[image: ]
	
HEALTHCARE COALITION OF MAINE
UNIVERSAL SUPPORTING DOCUMENTATION INDEX
Master index for emergency preparedness evidence maintained outside the EOP



	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>



DOCUMENTATION PRINCIPLE: The EOP should explain what the organization will do. This index shows where the organization can produce the policy, agreement, record, inspection, roster, map, form, or other evidence that supports the plan. HCC-ME does not require a particular filing method.

	PRIVACY / SECURITY  Large, confidential, or security-sensitive records do not need to be inserted into the EOP when they are clearly referenced and readily retrievable by authorized staff. Use controlled locations for PHI, personnel information, passwords, detailed security information, and other restricted records.




MASTER SUPPORTING DOCUMENTATION INDEX
	Category
	Document / Evidence
	Owner
	Storage Location / Reference
	Last Verified
	Access / Notes

	Risk Assessment / HVA
	Current facility/organization and community-based HVA or risk assessment
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	EOP Governance
	Current EOP approval, review/revision history, distribution/control records
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Policies & Procedures
	Emergency preparedness policies/procedures and policy review records
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Communication
	Emergency contact directories, call trees, notification procedures, redundant communication resources
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Population / Service Profile
	Population served, access/functional needs, service capability and continuity considerations
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Leadership / Authority
	Orders of succession, delegations of authority, incident leadership assignments
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Agreements / MOUs
	Receiving/referral, transportation, staffing, pharmacy, supply, utility and other continuity agreements
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Resources / Supply Chain
	Critical resource inventories, par levels, alternate vendors, conservation and emergency procurement procedures
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Evacuation / Relocation / SIP
	Evacuation or relocation plans, routes, maps, alternate destinations, transportation capability and shelter-in-place information
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Staffing
	Emergency staffing plan, call-back rosters, agency resources, volunteer processes and staff-support procedures
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Utilities / Emergency Power
	Generator details, fuel plans, supported loads, utility contingency procedures and testing/maintenance records
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Fire / Life Safety
	Applicable inspection/testing records, impairment documentation and corrective actions
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Training
	Initial, annual, just-in-time or other applicable emergency preparedness training records and competency evidence
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Exercises / Drills / AAR
	Exercise/drill records, actual-event documentation, AAR/IPs, corrective-action logs and evidence of completion
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Public Health / Infection Prevention
	Outbreak procedures, reporting processes, PPE/respiratory-protection continuity and related records
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	IT / EHR / Cyber Downtime
	Downtime procedures, backup/recovery documentation, paper processes and cyber incident procedures
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Clinical / Operational Continuity
	Medication, oxygen/DME, laboratory, referral/transfer, alternate-workflow and essential-service continuity evidence
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Incident / Regulatory Reporting
	Incident reports, required notifications, re-entry/recovery records and external reporting documentation
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Licensing / Certification / Accreditation
	Current licenses, certifications, accreditation documents and provider-specific regulatory references
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>

	Other
	Other emergency preparedness evidence identified by the organization
	<Owner>
	<Storage / link / binder>
	<Date>
	<Restricted? / notes>




ADDITIONAL ORGANIZATION-SPECIFIC DOCUMENTATION
	Category
	Document / Evidence
	Owner
	Storage Location / Reference
	Last Verified
	Access / Notes

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>

	<Category>
	<Document / evidence>
	<Owner>
	<Storage / reference>
	<Date>
	<Notes>











INDEX REVIEW / VERSION CONTROL
	Review Date
	Reviewed By
	Locations Verified
	Changes / Follow-Up
	Next Review

	<Date>
	<Reviewed by>
	<Source / file locations verified>
	<Changes / follow-up>
	<Next review>

	<Date>
	<Reviewed by>
	<Source / file locations verified>
	<Changes / follow-up>
	<Next review>

	<Date>
	<Reviewed by>
	<Source / file locations verified>
	<Changes / follow-up>
	<Next review>

	<Date>
	<Reviewed by>
	<Source / file locations verified>
	<Changes / follow-up>
	<Next review>

	<Date>
	<Reviewed by>
	<Source / file locations verified>
	<Changes / follow-up>
	<Next review>
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