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Employee Hurricane Preparedness Guide
As we learned with past hurricanes,
Woman’s serves a vital role in the region
for the care of mothers, infants and other
patients during times of crisis. Since then,
we have made changes in our emergency
preparedness plans that incorporate the
lessons learned and ensure that we are
fully prepared for future hurricanes and
severe weather.
Every employee contributed to our success
in caring for the many patients in our
hospital during past hurricanes. Many
employees have established roles or
responsibilities in the event of a hurricane,
but other employees may be asked to
perform other duties that are outside of
their normal job responsibilities. We want
to make sure you have the most up-to-date
information so that we continue providing
the highest quality care to our patients.
Your department manager will be the
first source of information for you in
planning for and responding to any
disaster. This guide will help supplement
that information by providing general
information on communication, staffing,
security, sheltering and other issues.

General Preparedness
Departments should make sure their emergency call chains and any
hurricane procedures within the department are current. Please make
sure new employees are oriented to the policies and are aware of their
role in a hurricane.
In the event of impending severe weather conditions, departments
should prepare for the loss of electricity and check to make sure only
essential equipment is plugged into red outlets. Check flashlight
batteries and charge cell phones, Cisco wireless phones beginning
August 5, 2012, and radios. Keep extra batteries on hand.

Communication
Communication (both internal and external) is crucial in preparing for
and responding to an emergency. With the approach of a storm, the
Woman’s Employee Emergency Information line will be activated to
provide general emergency information to employees. The emergency
information line should not replace the communication between
you and your supervisor, manager or director. We have established
communication times to distribute information to employees about an
approaching hurricane. The scheduled times are 10:30 AM and 4:30 PM.
However, we will add additional times as needed both before, during
and after the hurricane to make sure employees have the most current
information.
The telephone numbers below will assist you in obtaining essential
information in the event of an emergency weather situation:
Employee Emergency Information Line___ 225-924-8733
Emergency Command Center_________ 225-924-8152
Staffing/Labor pool issues Help Line____ 4357 (HELP)
To call 8000 extensions_______________ 225-924-plus ext.
To call 5000 extensions_______________ 225-231-plus ext.
To call 3000 extensions_______________ 225-924-8100 plus ext.
Voicemail telephone number__________ 225-924-8181
Main Hospital telephone number______ 225-927-1300
Internet access to the hospital:
Hospital website____________________ http://www.womans.org
To access your e-mail________________ http://webmail.womans.org
Physician’s access___________________ http://www.womanspol.com

Staffing
Our employees are essential to our ability to provide compassionate,
quality care during a crisis. Human Resources will work with
department managers to ensure that enough staff is present to
adequately care for patients during and immediately after a storm.
The presence of certain categories of employees has been determined
to be essential in order to staff the hospital during an emergency
situation. These employees will be expected to report to work as
scheduled. Employees in clinical departments and areas responsible
for direct clinical support may be asked to work extra hours to care
for our patients during the disaster, which could mean staying at the
hospital for an extended period of time. Shift assignments will be
made available to these employees so that they do not become overly
fatigued. Temporary lodging assignments may also be provided by the
Incident Command Center.
Information on the departments and staff designated as first
responders during an emergency can be found in Human Resources
Policy #224, available on the Intranet. In some instances, employees
will be asked to perform roles that are outside of their normal duties.
Employees in support departments and volunteers may be needed to
work in temporary roles to help facilitate locating families, transporting
patients and other duties. Human Resources is responsible for
coordinating a labor pool comprised of employees who do not have
direct patient care responsibilities but who are willing to assist in other
ways until the emergency period is over.
Each employee is responsible for knowing his or her role and
responsibilities in the event of an emergency situation. For further
information on emergency staffing practices, please ask your
supervisor or refer to Human Resources Policy #224.

Security
We must maintain the security of the hospital during an emergency
to ensure the safety of our patients, employees, physicians and
visitors. There may be times during the emergency when we restrict
access to entry points of the hospital. Employees and physicians will
be asked to show a hospital badge before entering the facility. Your
badge is also important as it will help you travel to the hospital if
roads are closed by the authorities.
While the hospital is not designed to be a general shelter for the
community, the last several hurricanes have taught us that people
with special needs will come here. To help us identify the individuals
who should be here from those who should not, a color-coded
wristband will be issued to each visitor or person that is provided
shelter in the hospital.

Incident Command Center
Woman’s uses an Incident Command Center (ICC) to coordinate
storm preparation, response and communication with state and local
emergency management officials. Some of the processes coordinated
in the ICC include staffing, bed availability, supply management and
logistics. Requests by outside agencies or other facilities for supplies
or resources should be directed to the ICC. The ICC can be reached
at 924-8152 and is located in the Board Room on the first floor of the
hospital near the hospital entrance by the Assessment Center. The ICC
is activated by the Incident Commander and is staffed by members of
the hospital’s leadership team and support staff.

Sheltering
Four groups of people will be allowed in the facility during, and
immediately after a hurricane.
Patients and their families. It is the responsibility of every employee to
be helpful and reassuring to our patients and their families during a
hurricane. In the event of a storm, family members are encouraged
to seek safety at an approved shelter. Any requests to shelter family
members and visitors must be approved by a member of the ICC. In
those specific instances, the family member should bring their own
personal supplies, including medications, special diet foods and
bedding supplies.

Employees and their families. During a storm, we recognize that having
a well-staffed hospital to care for patients affects our employees
and their families; it is a very emotional and trying time for all of
us. Provision of child care and employee and family lodging will be
evaluated by the ICC. Implementation is subject to approval by the
Incident Commander.
Physicians and their families. Physicians are crucial to maintaining
the readiness of Woman’s during and after a hurricane. In the event
of a storm, physicians’ families are encouraged to seek safety at an
approved shelter. Any request for shelter for a physician’s family
must be approved by the Incident Commander. Refer to Medical
Staff Policy “Disaster Operations for Medical Staff.” Until approval is
received, employees should not bring children or family members to
the hospital.
Special needs individuals. As in the past, there may be times when

patients with special needs require shelter at the hospital during
or immediately after a storm. Special needs include, but are not
limited to, expectant mothers with an imminent due date, infants
who normally receive home health services (monitor/ventilator
dependent), parents of newborns who were delivered elsewhere but
who require medical assistance, or any person in need of immediate
medical assistance. Shelter for any special needs patient must be
approved by the Incident Commander.

Information Systems
The Information Systems will maintain the accessibility of the
hospital’s network to patient care areas as long as possible during
and after the storm. Information Systems’ staff will be on-site
throughout the crisis period to make sure computer systems are
backed up, files are secured and equipment is protected.

Preparing For The Storm
To prepare your home, you should consider the following:
r Materials to protect and repair your home – shutters, plywood, duct
tape, plastic sheeting, etc.
r Emergency supplies – batteries, manual can opener, diapers, baby
formula, water (one gallon per day per person), matches, flashlights,
disposable plates, disposable utensils
r Generator (if possible) to run your refrigerator/freezer
r Gasoline – fill car tanks and have extra gasoline as back up at home
r Medications – ensure you have an adequate supply
r Cash – ATM machines are often down due to utility outage
Below is a list of critical items to store safely in case of emergency:
q Birth, marriage and/or death certificates
q Driver’s license (or other personal identification)
q Passports
q Wills, deeds
q Inventory of household goods
q Immunization records
q Bank and credit card account numbers
q Stocks and bonds
q Emergency contact list and phone numbers
q Map of the area and phone numbers of places to stay
q Important pictures
Note: FEMA urges keeping these items in a watertight container, but you
may want to consider a water resistant, fireproof safe to address other
disasters (fire, tornadoes, etc).
What to bring to work:
q Your Woman’s Hospital identification badge
q Sleeping bag, pillow, blanket
q Change of clothing, uniform and comfortable shoes
q Personal toiletries and a towel
q Cash and/or small change
q Any special diet needs for 72 hours

This guide is intended to help
answer many of the questions
you may have about your role
in the event of a hurricane
or severe storm. If you have
any unanswered questions,
please talk to your supervisor,
director or manager.
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