
MANAGEMENT& 
SUPERVISORY 

Team 
 
 
Will maintain /direct 
appropriate clinic 
operations, assess 
ability to continue 
regular services, 
provide direction to 
staff, establish a 
command section and 
communicate/ 
coordinate activities 
with DOC and/or 
DBH Administration 

MEDICAL TEAM 
 
 
 
 

Will provide basic 
CPR/First and/or 
assist medical 
professionals with 
medical emergencies 
 
Relocate deceased to 
temporary morgue 
 
Find sheltering for 
those who are 
immobile 

DAMAGE 
ASSESSMENT & 

SECURITY TEAM 
 

 
Will work with Bldg. 
Managers LSCs and 
Bldg. Superintendent 
(Ron Tibbs) to 
conduct initial 
facility damage 
assessment and shut 
off utilities (as 
required) and secure 
equipment, provide 
internal /external 
security for facility 
and Supply Team. 

COMMUNICATIONS  
(Clerical) TEAM 

 
Will provide clerical, 
support, assist with 
report writing & 
communication 
support to 
supervisors. Will 
transmit occupant, 
damage, operational 
and activity status 
reports and other 
needs to the DOC 
and/or DBH 
Administration.  
 
 Some will be 
scheduled to become 
an ONSITE 
resource in the field. 

SUPPORT 
SERVICES TEAM 

 
Will provide all 
required support for 
other teams 
 
 
 
 
 
May be scheduled to 
become an ONSITE 
resource in the field 

SUPPLY  
TEAM  

 
 
 
 

Will collect, manage 
all available supplies 
in a central location 
and distribute as 
instructed by 
supervisors & the 
DOC.  Will establish 
sheltering in place 
facilities if required 

TRANSPORTATION 
TEAM 

 
 
 
 

Will provide 
transportation as 
required to medical 
facilities or as 
required by DOC 
 
 
Some will be 
scheduled to become 
an ONSITE 
resources in the 
field 

In-House 
COUNSELING 

TEAM 
 
 
 

Will provide crisis 
counseling to staff, 
clients, visitors and 
the community as 
required.  
 
 
 
Most will be 
scheduled to become 
ONSITE resources 
in the field. 

DOC STAFF 
 
 
 
 
 

Please enter names of 
anyone pre-assigned 

to DOC during a 
disaster.  

 

EOC STAFF 
 
 
 
 
 

Please enter names of 
anyone pre-assigned 

to EOC during a 
disaster.  

 

(Field Positions) 
TEAM CAPTAINS 

 
 
 
 

Please enter names of 
anyone pre-assigned 
as a Team Captain or 

Administrative 
Assistant during a 

disaster.  
 
 

                                                             
                                                                  
                                                                  
                                                                  
                                                                  
                                                   
                                                   
                                                   
                                                   
                                                   
                                                   
                  v                                 
                                                   
                                                   

Please see DBH training schedule for information on the BHRC Disaster Training on June 17, 2008 
 

PROGRAM:   ____________________________   SUPERVISOR:  _____________________________ DATE COMPLETED:  _____________________________ 
 
Assign ALL staff to a team above by placing their name(s) in slot most appropriate with their skills and abilities.  Smaller available staff may require assignment to multiple responsibilities. 
 
Please submit to the Disaster/Safety Division no later than:  30 April 08



STAFF RELOCATION & SERVICE REDIRECTION PLAN 
 
Whenever you find it necessary to evacuate your facility due to an emergency, you should communication with your PM/DD.  If it appears it will be necessary to close the facility or an extended 
period of time (several hours/days) due to a power outage, chemical release, fire, earthquake, etc., options on how to handle staff who are on the clock come from the Director’s Office (with 
consultation from HR).   
 
When notifying management of the closure, be prepared to report:1) the nature of the emergency; 2) expected closure period and 3) anticipated impact to client load.  You may be able to divert 
staff to other pre-designated DBH facilities instead of placing them on vacation or other leave status.  Having a Staff Relocation & Service Redirection Plan will help in quickly reassigning staff to 
continue the flow of work to continue and allow clients to be seen.  Ideally, these relocations should afford adequate space and access to office equipment, so employees may remain productive 
while on duty.   Your plan should also include a means of handling clients currently in the clinic, cancelling or diverting their appointments other facilities and notifying those who were not to be 
notified of the closure.   
 
NOTE 1:  Relocation agreements should be worked out in advance with the “sister clinic(s) you plan to divert staff/clients to.  
NOTE 2:  Redirect staff to field assignments when appropriate.   
NOTE 3:  Identify work staff can do without access to computers and other office equipment.   
 
 Describe how clients in the clinic will be 

handled/transported from the closed clinic. 
      

 Describe how appointments for prescheduled clients will 
be handled. 

      

 Describe how clients will be notified of the clinic closure       
 Describe department staff will be notified of the clinic 

closure 
      

 Indicate where you would divert clients to who must be 
seen. 

      

 Describe how you would transport clients to another clinic 
for service. 

      

 Describe how you will “tag” the clinic and inform clients 
who were not notified of the closure and are en route. 

      

 Secondary facility Staff to be redirected to this facility Work which can be done at secondary facility 
                   
                   
                   
 
 
Use a continuation page if necessary



Staff Acknowledgement 
 
I have been trained and understand my responsibilities according to my facility Disaster Response/Relocation 
Plan. 
 

Staff Name Signature Date 
 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
Program/Clinic: _________________________________   LSC: ________________________________ 
 
 
Forward the original of form to Disaster/Safety to Kethura Solano 850 E. Foothill Blvd. Rialto, CA  92376 (909) 
873-4475 and maintain a copy at the facility in your Safety Manual, Section 10.  Thank you!
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