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Overview 

Overview 
Workshop Description 
In this all-day workshop, you will gain practical strategies and insights to enhance your facility's 

preparedness and response capabilities for all types of hazards. Designed for both newcomers and 

those experienced in healthcare emergency preparedness, Plan, Prepare, Act combines didactic 

lectures, interactive activities and discussions, and realistic scenarios to provide practical skills and 

knowledge ready for implementation. You will explore challenges and best practices in incident 

management, continuous program management, and regionwide coordination, all while engaging 

with peers in collaborative learning. The workshop offers practical tools based on national 

frameworks and guidelines, ensuring that you are equipped with up-to-date practices and resources. 

By the end of the day, you'll be prepared to apply these concepts to your own facility, enhancing your 

preparedness and planning activities. 

Target Audience 
This workshop is intended for those responsible for emergency preparedness at healthcare facilities, 

including Emergency Preparedness Coordinators, Emergency Management Program Leads, and 

others such as Facilities Management Staff, Administrative and Support Staff, and Clinicians. 

Learning Objectives 
By attending this workshop, participants will be able to: 

1. Discuss the core components and best practices for an effective all-hazards emergency 

preparedness program. 

2. Identify steps to improve operationalization and continuous improvement of emergency plans. 

3. Discuss the importance and underlying principles of risk assessments. 

4. Determine effective communication strategies for different types of emergencies. 

5. Identify key community stakeholders to engage in collaborative planning for a coordinated 

response during large-scale incidents. 

6. Access and utilize key regional, state, and national resources that support healthcare emergency 

preparedness planning and response. 
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Agenda 

Module Module Title Timing 

1 Welcome & Introductions 8:30 am – 9:15 am 

2 Emergency Preparedness (EP) as a Program 9:15 am – 10:05 am 

Break 10:05 am – 10:20 am 

3 Initiating Your Response 10:20 am – 11:00 am 

4 Activating for Incident Response 11:00 am – 11:55 am 

5 Effective Response through Integrated Planning 11:55 am – 12:30 pm 

Lunch 12:30 pm – 1:15 pm 

6 Local and Regional Response 1:15 pm – 2:00 pm 

7 Complex Incidents 2:00 pm – 2:45 pm 

Afternoon Break 2:45 pm – 3:00 pm 

8 Demobilizing and Ready for the Next One 3:00 pm – 3:30 pm 

9 Taking It Home 3:30 pm – 4:00 pm 

10 Conclusion 4:00 pm – 4:30 pm 

Online Materials 
Online versions of your Participant Guide, Resource Guide, and related files for this workshop are 

available on the Workshop Google Drive. Access the files by scanning the QR code below. This QR 

code will be active through December 2024. 
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Instructor Credentials 
Mea E. Allen, M.Ed. 

Mea Allen is a learning designer and strategist with expertise in designing and delivering learning 

solutions for emergency contexts. She founded Vital Learning Strategies to leverage her 20+ years 

of experience in both online and on-site training. 

At the Boston Public Health Commission's Office of Public Health Preparedness, Ms. Allen 

strengthened emergency preparedness competencies for over 15,000 learners through the DelValle 

Institute for Emergency Preparedness. She designed and facilitated exercises to strengthen public 

health and healthcare capabilities for incidents such as the H1N1 pandemic, the 2013 Boston 

Marathon bombings, Ebola, blizzards, and healthcare facility operations interruptions. Additionally, 

Ms. Allen managed the Boston Healthcare Preparedness Coalition through the COVID-19 pandemic, 

aligning strategic planning and Hazard Vulnerability Analyses (HVA) to mitigate emergency impacts 

on the healthcare system and residents of Boston. 

Ms. Allen holds an M.Ed. in Instructional Design from the University of Massachusetts Boston, where 

her capstone research focused on performance support for public health response operations. 

Stephen G. Monteiro, MS, NRP 

Stephen Monteiro is a seasoned expert in healthcare emergency management with over 20 years of 

experience. He has developed and led comprehensive Emergency Management Programs at 

prestigious institutions, including Boston Children's Hospital, Massachusetts General, and Children's 

Mercy. 

Mr. Monteiro focuses on providing strategic leadership during disruptions and national disasters. As 

a healthcare consultant, he aligns clinical and non-clinical teams to ensure operational excellence 

and drive sustainable change. 

Stephen holds a Master of Science in Leadership and Organizational Change from Regis College 

and a Bachelor's degree in Biology from Bucknell University. He has completed Executive Education 

in Leadership Development at Harvard Business School and is currently pursuing an MBA from 

Bentley University. Additionally, he is a Nationally Registered Paramedic and has been a dedicated 

member of the Massachusetts-1 Disaster Medical Assistance Team since 2011. 
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Link to evaluation form: https://form.jotform.com/vlsworkshops/plan-prepare-act-evaluation 
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Activity Instructions and Worksheets 
This section contains instructions and worksheets for course activities. 

Module 3 Activity: Initial Assessment 
Work with the others in your group to conduct an initial assessment of the scenario presented in the 

video. 

1. Use the Hospital Incident Command System (HICS) IAP Quick Start form below. 

2. Review the “Assess the Situation” the page 11 of your Resource Guide. 

3. Use the questions presented to conduct a rapid initial assessment. 

4. Fill in the Situation Summary box in the IAP Quick Start form below. 
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Module 4 Activity: Setting Incident Objectives 
Work with the others in your group to work on the incident objectives for the scenario presented in the 

video. 

1. Select one objective: 

• Identify extent of outage and consider evacuation 

• Maintain patient care capabilities 

• Minimize impact on hospital operations and clinical services 

• Communicate the situation status to patients, staff, and the public 

(Note: These objectives are from the HICS Incident Response Guide for Utility Failure) 

2. With your group, decide if you’d like to modify your selected objective in any way. Write your 

objective on the 2nd page of your IAP Quick Start below. 

3. Fill in one strategy to accomplish the objective. 
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Module 5: Multi-year Planning Worksheet 

Scenario: 
Over the past few months, an outpatient clinic leadership has seen a concerning increase in aggressive 

and unruly behavior from patients and visitors. This trend includes verbal threats, hostile interactions, 

and occasional physical confrontations. The clinic staff is becoming increasingly concerned about their 

safety and the safety of patients, and the situation is beginning to disrupt normal operations and patient 

care. 

The staff has formally requested several measures to address these concerns. They ask for enhanced 

monitoring systems, such as additional security cameras and alarms, to track and respond to aggressive 

incidents better. There is also a need for a visible security presence, including hiring or deploying 

security personnel to ensure immediate response and deterrence. Additionally, the staff has requested 

that a designated safe space be identified within the clinic where staff can retreat if they feel threatened 

or unsafe during such incidents. 

Instructions: 
Using the POETE framework, sketch out your plan for the planning priority described in the scenario. 

Planning 

What plans need to be updated or changed to address aggressive behavior? 

Organizing 

What teams or roles must be established or strengthened (e.g., security, de-

escalation teams)? 

Equipping 

What equipment or resources (e.g., personal protective equipment, de-escalation 

tools) are necessary? 

Training 

What training is necessary for staff to effectively utilize the updated plans, 

organization, and equipment? 

Exercises 

What exercises can be planned to test and reinforce the staff’s ability to handle these 
situations? 

Additional Questions: 

• About how long do you think it will take to complete these activities? 

• How do you align and coordinate this work with other identified planning priorities? 

• How might a Multi-Year Training and Exercise Plan (MYTEP) be used to help organize this 
work? 
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All Modules: Your Take-Home Action Plan 
Use this space to build your personalized take-home action plan to help you put what you’ve learned into 
practice. Take a moment after each module to jot down key points, topics you’d like to dive deeper into, 

and ideas for actions you can take to boost preparedness at your facility. 

Key points to remember Topics to explore further Actions to improve facility 

preparedness 
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Key points to remember Topics to explore further Actions to improve facility 
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Key points to remember Topics to explore further Actions to improve facility 

preparedness 
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