JOB DESCRIPTION:  

Section Environment of Care (EOC) Manager

JOB DESCRIPTION SUMMARY:

Serve as the primary point of contact on all issues related to the EOC Program within their duty section.  Direct all functions pertaining to their EOC program to include program design (documentation), staff training, program implementation, measurement, and program improvement.

QUALIFICATIONS:

EXPERIENCE:

1. Must hold the rank of E-5 or above.  (This requirement may be waived for unique circumstances.)

2. Must have a minimum of three years experience in the health care field.

3. Must be able to work effectively with employees.

4. Must be able to effectively work with a word processing software program.

EDUCATION:

1. Must complete the MDG’s initial EOC Manager orientation course and attend the annual refresher training course.

2. Should be familiar with the Joint Commission on Accredited Healthcare Organization’s EOC standards.

DUTIES AND RESPONSIBILITIES:

GENERAL:

1. Implement the MDG’s EOC Program within their assigned duty sections.

2. Maintain three types of documentation specific to their duty section:

2.1. Maintain an operating Instruction (OI) that outlines guidelines, procedures, and staff requirements relating to the EOC Program.  This OI should also list emergency procedure guidelines and roles and responsibilities of section staff.

2.2. Maintain an inspection checklist to be used as a tool to ensure specific standards are being met in their section.  This inspection checklist should be completed on a monthly basis and kept on file for 12 months.

2.3. Maintain a section-specific training plan or checklist.  This training checklist will ensure that the orientation and annual recertification training is standardized for all section staff.

3. Maintain an active orientation and recurring training program.  Ensure that all section staff receive initial orientation training and annual recertification training to include a review of the MDG and section-specific guidelines.  This initial and annual recertification training should be documented on the staff member’s AF Form 55, Employee Safety and Health Record and maintained in their competency folders.

4. Ensure the requirements listed in section OIs are implemented.

5. Keep section staff informed of issues addressed by the EOC Committee.

6. Continuously seek ways to improve their section’s EOC Program by implementing performance improvement initiatives and resolving identified discrepancies in a timely manner.

FIRE PREVENTION AND PROTECTION:

1. Serve as the section’s primary point of contact on all issues related to fire prevention and protection.

2. Ensure the MDG’s no smoking policy is communicated and enforced throughout their duty section(s).

3. Ensure all staff understand fire response and evacuation procedures.

4. Post the section’s fire evacuation map in a high visibility area.  The map must identify: emergency egress routes, locations of fire extinguishers, manual smoke exhaust pull stations, medical gas shut-off values, and fire alarm pull stations.

5. Contact Facility Management staff or the MDG’s Safety Officer immediately if assistance is needed in resolving any Fire Prevention and Protection Program-related issue.

JOB SAFETY:

1. Serve as the section’s primary point of contact on all issues related to job safety.

2. Ensure all staff complete a 35FW Form 33, Mishap Report, when active duty members are injured on or off duty and when non-active duty staff members (civilians, volunteers) are injured while on duty.  All mishap reports must be coordinated with the appropriate squadron commander and forwarded to the MDG’s Safety Officer within 3 duty days after the mishap occurred.

RESOURCE PROTECTION:

1. Serve as the section’s primary point of contact on all issues related to resource protection.

2. Ensure staff knows how to respond to THREATCON levels.

3. Maintain discipline in the use of department keys by ensuring staff protect the keys assigned to them.

EQUIPMENT SAFETY:

1. Serve as the section’s primary point of contact on all issues related to equipment safety.

2. Ensure staff are adequately trained on equipment management and safety issues.  Staff must also know how to obtain additional training. 

3. Ensure personal equipment items owned by staff members and used in their work section are given a safety inspection.  The appropriate safety inspection sticker should be placed on the item if it passes the inspection. 

UTILITY MANAGEMENT:

1. Serve as the section’s primary point of contact on all issues related to utility management.

2. Ensure all staff understand what to do during prolong utility outages. 

HAZARDOUS MATERIAL AND WASTE MANAGEMENT PROGRAM:

1. Serve as the section’s primary point of contact on all issues related to the section’s Hazardous Material and Waste Management Program.

2. Ensure all staff understand they have a right to know about the hazards associated with the chemicals that are stored in their work sections and those materials they work with.  Staff members should be trained on the section’s HAZCOMM program (if it applies). 

3. Ensure staff has a basic understanding of the handling and disposal of hazardous and infectious medical waste (if applicable).

RISK MANAGEMENT:

1. Serve as the section’s primary point of contact on all issues related to risk management issues.

2. Work in concert with the MDG’s Risk Manager in preventing and eliminating risks related to their EOC Program.

INFECTION CONTROL:

1. Serve as the section’s primary point of contact on all issues related to the section’s Infection Control Program.

2. If applicable, maintain an active infection control training program/manual within the work section.

