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MAINE FEDERALLY QUALIFIED HEALTH CENTER EMERGENCY OPERATIONS     PLANNING TOOLKIT
A practical guide to using the HCC-ME FQHC planning resources


This toolkit is designed to help Maine Federally Qualified Health Centers build, review, organize, and strengthen their emergency preparedness program using a consistent set of planning tools.
	IMPORTANT  HCC-ME is not a regulatory, licensing, accreditation, survey, or enforcement authority and does not impose emergency preparedness requirements. These resources are optional planning tools. Each organization remains responsible for identifying and meeting all current Federal, State of Maine, local, CMS certification, fire/life-safety, privacy, infection-control, accreditation, and organizational requirements that apply.



WHO SHOULD USE THIS TOOLKIT?
This toolkit is intended for Maine Federally Qualified Health Centers. It is especially useful for health center administrators, clinical and nursing leadership, practice managers, emergency preparedness leads, safety/facilities staff, infection prevention staff, quality staff, information technology, pharmacy/vaccine managers, and other team members involved in continuity planning.
WHAT THIS TOOLKIT IS DESIGNED TO DO
Provide a Maine-specific starting point for creating or updating an Emergency Operations Plan (EOP).
Help organizations organize applicable CMS, Maine, fire/life-safety, public-health, accreditation, and other requirements without treating HCC-ME recommendations as requirements.
Connect the EOP to the organization’s Hazard Vulnerability Analysis (HVA), policies, communication plan, training/testing program, and supporting records.
Give organizations practical forms and trackers that can be used during preparedness activities and actual emergencies.
Make supporting documentation easier to find, maintain, and produce during internal review, survey, accreditation, or other oversight activity.


RECOMMENDED ORDER: HOW TO USE THE TOOLKIT
You do not need to complete every document at once. Use the toolkit in the order below and update the materials as your organization plans, exercises, and real-world experience evolve.
	1
	Review the Compliance Checklist
	Start with the FQHC Emergency Preparedness/Readiness Checklist. Identify what your health center already has, what needs review, what is missing, and where supporting evidence is stored.

	2
	Complete or Update the HVA
	Use the HCC-ME Healthcare HVA and FQHC HVA Considerations Guide to review health-center and community risks. Prioritize hazards and consequences that may affect patients, staffing, access to care, referral/transfer, utilities, vaccines/medications, supplies, communications, EHR access, and continuity of essential services across sites.

	3
	Build or Update the EOP
	Use the Maine FQHC EOP Template as the main planning document. Replace placeholders with organization-specific information and remove or mark N/A content that does not apply.

	4
	Cross-Reference Policies and Evidence
	Use the Policies & Procedures Crosswalk and Supporting Documentation Index to show where required policies, agreements, inspection records, training records, rosters, maps, and other evidence are maintained. Large or confidential records do not have to be inserted into the EOP when they are clearly referenced and readily retrievable.

	5
	Customize Operational Forms
	Review the standalone forms and keep the ones your health center will actually use. Customize closure/reopening, essential-services continuity, alternate-care location, patient referral/transfer, vaccine/medication refrigeration, EHR/IT downtime, supply-chain, staff-accountability, exercise, and AAR/IP tools to fit health-center operations.

	6
	Train, Drill, Exercise, and Improve
	Use the training and exercise tools to document applicable preparedness training, CMS exercises where applicable, actual-event responses, after-action findings, and corrective actions. Update the EOP and supporting procedures when lessons learned identify needed changes.

	7
	Review at Least Annually
	Verify the HVA, EOP, policies, contacts, agreements, staffing strategies, utilities/critical dependencies, exercises, and supporting-document locations at least annually and whenever material changes occur. Confirm current source versions during review.



A SIMPLE WAY TO THINK ABOUT THE TOOLKIT
	PLAN  The EOP explains what the health center will do.



	PROVE  The Supporting Documentation Index shows where the health center can find the policies, agreements, records, inspections, rosters, maps, forms, and other evidence that supports the plan.



	PRACTICE  Training, drills where applicable, exercises, actual-event response, AARs, and corrective actions demonstrate that the plan is understood, tested, and improved over time.





WHAT IS INCLUDED IN THE FQHC TOOLKIT?
	Toolkit Area
	What You Will Find

	1. Main Planning Documents
	Maine FQHC EOP Template; FQHC Emergency Preparedness/Readiness Checklist; HCC-ME Healthcare HVA and FQHC HVA Considerations Guide.

	2. Crosswalks & Documentation
	FQHC regulatory/guidance crosswalk; applicable CMS and State of Maine requirements; Policies & Procedures Crosswalk; Supporting Documentation Index.

	3. Operational Forms
	Site closure/reopening; essential-services continuity; alternate-care location; referral/transfer; vaccine/medication refrigeration; IT/EHR downtime; supply-chain and staff-accountability tools.

	4. Training, Drills & Improvement
	Emergency preparedness training log; annual training/exercise calendar; exercise documentation; After-Action Report / Improvement Plan; corrective-action tracking.

	5. Official Regulations & Resources
	Current official links and source references for applicable CMS/FQHC requirements and guidance, HRSA resources where applicable, State of Maine requirements, Maine CDC/public health, and supporting preparedness guidance.



BEFORE YOU CONSIDER THE TOOLKIT COMPLETE
☐  Your health center-specific EOP has been completed, reviewed, approved, and dated.
☐  Your HVA is current and the EOP addresses the organization’s priority risks and consequences.
☐  Required emergency preparedness policies/procedures are current and cross-referenced.
☐  Primary and alternate emergency contacts are current and accessible during downtime.
☐  Receiving/referral, transportation, vendor, staffing, and other continuity arrangements are current, as applicable.
☐  Site closure/reopening, essential-services, alternate-care, referral/transfer, vaccine/medication refrigeration, and IT/downtime forms are ready for use.
☐  Required or applicable training, exercise documentation, AAR/IPs, and corrective actions are maintained.
☐  Vaccine/medication, infection-prevention, utility, IT/EHR downtime, supply-chain, and other supporting records are readily retrievable.
☐  The organization has documented where supporting records are stored and who is responsible for maintaining them, and current Federal and Maine sources have been re-verified before final adoption or major revision.
NEED HELP?
For optional preparedness support, technical assistance, training, exercises, and connection to regional partners, organizations may connect with HCC-ME. Regulatory interpretations or compliance determinations should be directed to the appropriate regulatory agency or authority having jurisdiction.
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