

This document contains actions cards to support Core Team member roles and also outlines the additional support staff available that may be called in to support the response.
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5Medical Director
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8Head of Corporate Affairs


9Head of E Health


10Health & Safety Manager


11Head of Estates


12Head of Infection Prevention & Control


13Hotel Duty Manager


15Support Staff Action Cards




Major Incident Action Card 1
Senior Nurse

Role:
Out of hours The Senior Nurse is considered the senior staff member on site and as such will assess the situation and then contact the duty manager to discuss an appropriate response.  During hours the Senior Nurse will support the Director of Nursing co-ordinating the assessment of support needs and patient movement.

Actions:

· Senior Nurse will ensure the DM is alerted and discuss the incident requirements with the Duty Manager at the earliest possible time

· Establish any support required from affected clinical areas – assisting here able and updating DM  

· Establish the hospital bed status and ask nurse in charge of affected area(s) to identify patients fit for discharge home  

· Supervise the preparation of transfer of patients to wards 

· Organise decanting when requested by Duty Manager 

· Ensure qualified nurse familiar with patient accompanies them to relevant area where possible

· Liaise with other external bed managers if necessary 

· Keep DM informed  
· Provide DM info for sitrep to Scottish Government

· Liaise with the Duty Medical officer in co-ordinating clinical care 
Do not leave the hospital without authorisation from the Duty Manager – if event continues beyond shift and change of Senior Nurse required ensure communicated to Duty Manager and clear handover takes place
Major Incident Action Card 2
Duty Manager
Role:

Assumes role of Incident Controller, initiates the protocol and co-ordinates activity.  Will ensure relevant parties are notified and support.   Out of hours will agree with Senior Nurse appropriate level of response required; if full event declared all steps below apply.
Support will be provided from the Admin Role.  Hard copies of all plans are available in the Level 1 Boardroom inkling site protocols and guidance.        

Actions:

· Senior Nurse will discuss the incident requirements with the Duty Manager at the earliest possible time, ensure situation safe and any immediate support provided 

·  Convene the Core Team via switchboard 
· Establish overview of events and confirm if emergency services have been contacted and/ or are on site 

· According to information available establish if event is Level 2 or Level 3
· If Level 3 event confirm emergency services lead on site and establish communications

· Through Incident Meeting and communication with core team establish: 

· Exactly what has happened and impact 

· Support required from affected areas 
· The hospital bed status  
· Is decanting required and if so plan to do so 
· Liaise with communications to ensure comms agreed internally and externally including SitRep to Scottish Government
· Impact on activity – link to Senior Nurse, Medical Officer and Director of Operations to establish ability to deliver services and agree any plans for step down/ cancellation focusing on critical services and capacity from non essential areas to support 
· Maintain IM and communication during event 

· DM to agree step down of event in liaison with core team and emergency services

If event continues beyond 24 hours handover between DM if not possible for same DM to extend cover (consistency of role is preferred but recognised not possible, if change in role occurs ensure clear handover of position)
Major Incident Action Card 3
Medical Director
Role:

Provides expert medical input and coordinates activities of medical staff as required in the review and movement of patients and in ensuring critical services supported.  Role will be assumed by the Medical Director or nominated Associate Medical Director.  The Medical director delegates responsibility to the senior consultants within clinical areas to support decision making in relation to individual patient needs and movement.
Actions:

· Liaise with the Senior Nurse as soon as possible, ensure situation safe and any immediate support provided 

· Establish overview of events and medical support needs 
· Attend Incident Meeting in Level 1 Boardroom 
· Review and co-ordinate medical cover across site ensuring appropriate cover in place
· If required:
· Formulate decant plan with Senior Nurse
· Liaise with emergency services on casualty response for any injuries 
· Update DM on any casualties confirming nature of injuries and any supplies required to support
Do not leave the hospital without authorisation from the Duty Manager – if event continues beyond shift and change of Senior Nurse required ensure communicated to Duty Manager and clear handover takes place

Major Incident Action Card 4
Nurse Director
Role:

Expert nursing input regards care of patients and coordinates patient movements around hospital. The Nurse Director delegates responsibility to a nurse manager to provide up to date bed state and input to decision making regards movement of patients around hospital.  Role will be assumed by the Nurse Director or nominated Associate Director of Nursing.   
Actions:

· Liaise with the Senior Nurse as soon as possible, ensure situation safe and any immediate support provided 

· Establish overview of events and support needs 
· Attend Incident Meeting in Level 1 Boardroom 

· Review and co-ordinate nursing cover across site

· If required:

· Formulate decant plan with Medical Director 
· Support Medical Director in liaison with emergency services on casualty response for any injuries 

· Support to Communications in development of SitRep Update to Scottish Government 

Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 5
Director of Operations
Role:

Assume control of operational aspects and direct responsibility to link to operational leads. Role will be assumed by the Director of Operations and nominated Associate Director of Operations.     

Actions:

· Ensure Business Services Manager alerted 
· Liaise with the Associate Director of Operations/ Service Managers as soon as possible to assess any immediate support required 
· Establish overview of events and support needs 
· Attend Incident Meeting in Level 1 Boardroom

· Establish impact across services/ departments (link to Nurse Director/ Medical Director to avoid duplication in clinical areas)  

· Support decision making in relation to service delivery 

Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 6
Head of Corporate Affairs
Role:

Assumes control of media management and supports communication internally and externally regarding the event.  Role will be assumed by the Head of Corporate Affairs or Duty Communications Officer as deputy.  

Actions:
· Liaise with the Duty Manager as soon as possible to establish communication needs and that relevant people informed 

· Attend Incident Meeting in Level 1 Boardroom

· Assess communications impact i.e. external interest and advise Incident Meeting 

·  Bring the following to the Control room< Laptop/Mobile phone/Ipad and source access to the nearest printer.
· Provide strategic/operational advice on internal and external communications including key messages and audience. Part of this will agree spokesperson, if required
· Determine communication support for incident dedicating key tasks to individuals (may include other managers and departments).
· If appropriate, draft holding statement and agree governance for sign off (whether reactive or proactive will depend on strategy).
· Determine consistent media management strategy for the life of the incident, and identify media area if necessary (informing security if put in place).
· As necessary, liaise with other NHS Boards, Scottish Government, Police etc in line with Communication team protocols
· Support submission of SitRep to Scottish Government Resilience Unit 
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 7
Head of E Health
Role:

Assumes control of any e-health issues and availability of key systems and telecommunications.  Role assumed by Head of EHealth or nominated deputy. 

Actions:
· Establish ehealth impact of event (hospital services and e-health dept) 
· Initiate eHealth Disaster Recovery as needed and alert DM as soon as possible 
· Attend Incident Meeting in Level 1 Boardroom

· Provide strategic/operational advice on EHealth issues 
· If EHealth event advice on likely cause and recovery time
· Link to comms regarding updates to staff of any ehealth service issues 
· As necessary, liaise with other NHS Board EHealth leads and external companies (e.g. software providers) 
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 8
Health & Safety Manager
Role:

Provides advice and input regarding control and management of access to hospital, general health & safety and security issues.  Role assumed by H&S Manager or nominated deputy.  

Actions:
· Link to Duty Security Officer 

· Establish H&S impact of event 
· Attend Incident Meeting in Level 1 Boardroom

· Provide strategic/operational advice on H&S and security issues  
· If required:

· Co-ordinate lockdown of affected area and/ or site 

· Ensure access to site for emergency services 
· As necessary, liaise with other NHS Board leads and external bodies (e.g. HSE)
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 9
Head of Estates
Role:

Provides update on structural integrity and availability of key utilities such as power and water.  Role assumed by Head of Estates or nominated deputy.  

Actions:
· Establish impact on estates/ facilities (site services and dept)
· Initiate disaster recovery plans as required and alert DM

· Attend Incident Meeting in Level 1 Boardroom

· Provide strategic/operational advice on estates/ facilities issues 
· If EHealth event advice on likely cause and recovery time
· Link to comms regarding updates to staff of any estates/ facilities service issues 
· As necessary, liaise with other NHS Board Estates leads and external companies (e.g. service providers) 
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 10
Head of Infection Prevention & Control
Role:

For infection control event will ensure appropriate policies/ procedures are initiated and advise the DM on actions required. Provide advice and support on the movement of patients or equipment to ensure safe infection prevention and control.  

Will ensure housekeeping clean up support where required and provision of catering services to hospital.  Role assumed by Head of IPC or nominated deputy and supported by the Housekeeping Manager and Catering Manager.  

Actions:
· Establish impact on infection control, housekeeping and catering  (site services and dept)

· The PCIN will contact the Consultant Microbiologist to brief on the current situation and request on site support if required
· Assess risk using the mandatory Healthcare Infection Incident Assessment Tool ( HIIAT)
· Initiate  Chapter 3 ( Infection Incident/Outbreak) of the National Infection Control Manual where required and alert DM as soon as possible 
· Attend Incident Meeting in Level 1 Boardroom

· Provide strategic/operational advice on issues within remit  
· Link to comms regarding updates to staff/ patients/ public of any specific issues 
· Advise on any external reporting requirements
· As necessary, liaise with other NHS Board leads and external bodies 
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 11
Hotel Duty Manager
Role:

Provides advice and input regarding hotel – this will include ensuring appropriate support and response to event within the hotel and assessing impact on hotel of a site wide issue including support hotel can provide to hospital response.  

Actions:
· Establish impact on hotel services 
· If hotel event confirm as soon as possible if support required from emergency services, any injuries and if evacuation/ decant of any area(s) required 
· Attend Incident Meeting in Level 1 Boardroom

· Provide strategic/operational advice on issues within remit including support available from hotel for hospital event  
· Link to comms regarding updates to staff/ patients/ public of any specific issues 
· Advise on any external reporting requirements
· As necessary, liaise with other hotels to support decant of guests  
Do not leave the hospital without authorisation from the Duty Manager



The following staff can be called in depending on the type of event to assist:

	12. Senior Medical Officer 

	13. Duty Security Officer

	14. Duty telephonist – switchboard 

	15. Business Services Manager

	16. Catering Lead

	17. Housekeeping and Porting Operations Manager

	18 Senior Theatre Practitioner

	19. Spiritual Care Lead

	20. Administration Support


Major Incident Action Card 12
Senior Medical Officer
Role:

To support the Medical Director in co-ordinating medical response to an event.  This may include onsite casualties.  Role will be assumed by the anaesthetist on-call for the Resuscitation Team.  
Alert:
Will be contacted by the Medical Director and asked to assume role and details of support needed

Actions:
To link to Senior Nurse and support review of on-site casualties – identify any that can be treated on site and communicate with Senior Nurse and emergency services on those requiring transfer 
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 13
Duty Security Officer
Role:

To support the H&S Manager in site security management during an event.  Role will be assumed b ythe Security Officer on duty at time of event.  If shift change there must be a clear handover where possible involving the H&S Manager.  

Alert:

Will be contacted by the H&S Manager and asked to assume role and details of support needed.   

Actions:
· Ensure all relevant security staff aware of event 

· Agree security response required 

· Liaise with Head of Estates regarding lockdown, secure external doors (staff entrance & roller door leading to the hotel), as required.  Security officers to be deployed to Main hospital entrance and Loading Bay to secure against unauthorised access and place notices on closed doors advising the public and staff how to access the building

· Ensure site access roads kept clear for emergency access 

· Observe CCTV and escalate any issues to H&S Manager

Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 14
Duty Telephonist (switchboard)
Role:

To support the telephone communications via switchboard during event and contact of Core Team
Alert:

Can receive call from any staff member seeking Duty Manager to alert of a Major Event.
Actions:
· Contact Duty Manager as requested
· Alert Switchboard supervisor 

· Alert the Senior Nurse, Head of Corporate Affairs and Security Manager – at this time advise an incident has occurred and DM notified, place on standby for Incident Meeting and direct any communications to Duty Manager  

· When informed by Duty Manager initiate Core Team call to attend Level 1 Boardroom and alert message to Support Team 
· Continue with normal duties 

· Refer any media/ external calls relating to event to communications team 

· Support additional contact as requested by Duty Manager

· Take contact details for any staff calling and advise they will be called back – pass to Duty Manager 

· Escalate any issues to Duty Manager
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 15
Business Services Manager
Role:

As manager of hospital transport, booking office and medical records (including unit co-ordinators) will co-ordinate response from these areas initially communicating to areas and assessing impact and capacity for response.  
Alert:

Will be alerted by the Director of Operations 
Actions:
· Assess impact of event across departments and capacity to support response
· Liaise with Director of Operations and deputies to assess support required 
· Specifically:

· Support needed from medical records in providing bed status information and supporting Senior Nurse in review of patient status 

· Unit co-ordinator support to clinical areas

· Booking office/ scheduling support required in reviewing planned activity/ contacting patients

· Transport availability for discharge/ transfer of patients 

Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 16
Catering Lead
Role:

To ensure provision of catering facilities is maintained during an event with priority given to patient meal services.

Alert:

Will be alerted by the Head of Infection Prevention & Control  

Actions:
· Inform catering staff 

· Assess impact of event across catering 
· Assess likely catering requirement of affected areas

· Support provision of refreshments to staff supporting event

· Liaise with Duty Manager as needed  

Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 17
Housekeeping & Portering Operations Manager
Role:

To support a response and ensure provision of critical housekeeping and portering facilities is maintained during an event.

Alert:

Will be alerted by the Head of Infection Prevention & Control  

Actions:
· Inform housekeeping and portering staff 

· Contact off duty staff as needed for additional support to ensure critical areas maintained whilst response supported 
· Ensure adequate cleaning supplies 

· Work with Senior Nurse (or Duty Manager) to support cleaning of required areas

· Co-ordinate waste management (liaise with Head of Estates) 
· Assess level of portering support for transfer/ discharge of patients 

· Ensure adequate equipment and direct staff to support transfer/ discharge 

· Liaise with Senior Nurse and Duty Manager as needed  

Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 18
Senior Theatre Practitioner
Role:

To ensure critical theatre services are maintained in an event.

Alert:

Will be alerted by switchboard.

Actions:
· If out of hours inform the Theatre Manager

· Assess impact of event across theatres and capacity 

· Confirm emergency theatre and on-call availability 

· If required:

· Support set up of emergency theatre – out of  hours contact on-call team and CSPD; in hours liaise with medical staff to identify theatre for use 
Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 19
Spiritual Care Lead
Role:

To provide support to those affected by the event.  

Alert:

Will be alerted by switchboard and contacted to attend if required.  
Actions:
· Call in members of Spiritual and Pastoral care team to provide support as required to patients/ relatives/ staff involved and/ or affected by event 
· Prepare Spiritual Care offices and areas link to catering for tea/ coffee provisions 

· May call on volunteers to support as appropriate (only those trained specifically) 

Do not leave the hospital without authorisation from the Duty Manager

Major Incident Action Card 20
Administration Support
Role:

To provide administrative support to the Duty Manager in ensuring accurate records of the event and decisions made are maintained. 

Role can be undertaken by Executive PA’s and Clinical Governance Admin staff.    

Alert:

Will be alerted by the duty manager  

Actions:
· To ensure that the event is reported on Datix with as much information as possible 

· Administer the Major Incident Meetings specifically:

· Liaise with switchboard to send communication to Core and Support team members on meeting time – verbally confirm attendance with key members as instructed by DM and anyone off site confirm deputy and/ or dial in arrangements 

· Prepare Level 1 Boardroom for meeting

· Set up spider phone for conference calling 

· Retrieve BCP support documentation and distribute as required 

· Place attendance list and ensure all attending sign in 

· Minute meeting and clear record of actions – have this typed up and with DM ahead of next scheduled meeting

· Other duties as required by Duty Manager  

Do not leave the hospital without authorisation from the Duty Manager

