New York State Evacuation of Facilities in Disasters System (NYS eFINDS) Procedure

1. eFINDs Purpose: eFINDS is a secure and confidential electronic or paper system that provides real-time access to patient/ resident locations during an evacuation event. X Hospital will use this system to log and track patients during a full or partial evacuation as designated by the Hospital Incident Command System (HICS). 
2. eFINDs Operation: 
a. Patient/ resident data can be entered, and location updated and tracked using hand-held scanners, mobile applications, or paper/handwritten tracking (in case of power outage, or time constraints). By using the eFINDS system of barcodes and wristbands, each patient is associated with a unique identification number that can then be updated with their personal data at the originating and/or destination facility. When the hospital is evacuating, the eFINDS wristband/ barcode should be affixed to each patient including those discharged to home, and sheltering in place.
b. The eFINDS web application is located on the NYSDOH Health Commerce System (HCS) https://commerce.health.state.ny.us/public/hcs_login.html. In order to access and use the online aspects of eFINDS, an individual must: (1) have their own HCS account, and (2) be assigned to at least one of the two eFINDS roles in the HCS Communications Directory; " eFINDS Administrator" or "eFINDS Data Reporter”. See the see the eFINDS Quick Reference Card Attachment for directions on HCS/ e-FINDS access issues. 
3. 
eFINDs Supplies and Equipment: 
a. List of supplies and equipment:

· Handheld scanner issued by NYSDOH, located [xxxxxxx]. 

· Other scanners identified as compatible by the hospital [describe, i.e., medication scanners, & where located and accessed] 
· The hospital has wristbands equal to the certified number of inpatient beds at the facility (for actual event use - i.e., during evacuation; and training), pre-printed with barcodes and the facility name. These are located [xxxxxxx]. 

· Paper Barcodes Log that includes a list of all assigned barcodes, facility name, and blank fields to enter patient data (name, DOB, gender, etc.) located [xxxxxxx].

· Computer (s) with access to the internet/ HCS, if the online application is used.
· The e-FINDS Administrator or e-FINDS Data Reporter roles [or designee per hospital] will retrieve the equipment and deliver it to the designated locations (per hospital, Units, Evacuation Portals, or just-in-time).

4.     Roles and Responsibilities for eFINDS:
a. Hospital Incident Command System (HICS): 
· Contacts the NYSDOH Western Region Office and requests an Evacuation Operation be created in eFINDS (if an evacuation operation is not already activated).
· Activates the Patient Tracking Unit according to hospital’s Evacuation Plan
· Determines how the eFINDs system will be used and communicates to the Patient Tracking Unit:
· Use eFINDs paper, and/or eFINDS online HCS components. The wristband with barcode is always applied.
· Name of the hospital’s Evacuation Operation in the eFINDs Application. 

· Hospital location(s) where eFINDs will be implemented (such as on Units, or at the evacuation staging/ loading areas)
b. Patient Tracking Unit Leader (PTUL) will:
· Activate staff pre-assigned to eFINDS Reporting Administrator and eFINDS Data Reporter roles, and provide eFINDS Job Action Sheets. 
· Hospital staff names assigned to eFINDS Administrator and eFINDS Data Reporter roles can be found in the [hospital’s Evacuation Plan, HICS chart, etc]. If these persons are not available, the Hospital HCS Coordinator should assign other staff to the eFINDS roles in the HCS Communications Directory at the time of the emergency.
· Communicate HICS decisions to the eFINDS Administrator and Data Reporter roles. 
· Monitor eFINDS tracking of patients as they are updated at destination facilities and account for all patients.
c. eFINDS Administrator role: Performs operations per their Job Action Sheet (JAS) and the eFINDS Quick Reference Card Attachment under the direction of the PTUL.   
d. eFINDS Data Reporter role: Performs operations per their JAS and the eFINDS Quick Reference Card Attachment under the direction of the PTUL. 

5.    Procedure for Patient/ Resident Tracking with e-FINDs:
a. HICS communicates which eFINDS functions (paper and/ or electronic) will be used. 
b. eFINDS supplies and equipment are delivered to the operational areas as directed. 
c. Follow the designated eFINDS process. Use of functions with/ without the scanner can be found in the JAS for eFINDS roles and in the eFINDS Quick Reference Card Attachment.

---------------------------------------------------------------------------------------------------------------------------

6. HICS will determine use of eFINDS based on the availability of power and internet access, and the ability to prepare patients/residents:
a. Emergent evacuation procedure (immediate exit from the facility due to an imminent threat/hazard, most likely to a stop-over point): The patient’s existing hospital wrist band issued on admission will be the form of identification, and if able, a paper log of patients as they leave their Unit and the facility is developed. 
· eFINDS should be initiated at the stop-over location. The HICS will designate staff to deliver and implement e-FINDS supplies and equipment at the stopover location as directed.
· Every effort should be made to use eFINDS and the barcode numbers tracked when patients/residents are being immediately evacuated to another facility, or to multiple locations that might include a non-healthcare stop-over. If the receiving location is not one that has access to eFINDS to record the evacuees it receives, then the sending hospital should use other communications with the receiving location, and use the paper log to track the barcode numbers on the bracelets of those evacuees received.  

b. Urgent or planned evacuation procedure: 
1)   No Power/ Internet access, or limited time situation: Affix pre-printed wristbands to each patient and enter patient data (name, DOB, destination) to the Paper Barcode Log in the entry next to their wrist band number. A copy of the paper Log should be sent with each transport that is destined for a different facility.
2)  With Power/ Internet access: HICS will direct the eFINDS online system be used and the pre-printed eFINDS wristband or a barcode be affixed to each patient. Using the eFINDS application for patient data entry:

1. A computer with internet/ HCS access is accessible where patient data entry will occur. 

2. Single patient entry with a scanner: use eFINDS or compatible scanner to scan patient wristband barcode and enter patient data one at a time into eFINDS; minimum data entered should include first and last name, date of birth, gender, destination if known. 

3. Single patient entry without scanner: manually enter the patient’s wristband barcode and data one at a time into eFINDS; minimally patient first and last name, date of birth, gender, destination if known. 

4. Multiple barcodes and patients’ demographic data may be entered manually to a fillable spreadsheet on the eFINDS system, or;

5. Multiple patients’ demographic data can be entered to a fillable Excel barcode spreadsheet that has been downloaded to a file on the hospital’s computer. The Excel sheet can then be uploaded into the eFINDS system and will populate patients’ data into the system. Note: The Excel file name cannot be changed or the upload will fail.
c. As patients arrive at receiving facilities, their destination information is updated in e-FINDS by the receiving facility. 
d. Patient destination follow-up is conducted with receiving facilities per the hospital’s evacuation plan and via e-FINDS if this application has been used. The evacuating hospital’s Patient Tracking Unit monitors and records patients’ final destinations.   
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