Binder Inventory and Audit Control Sheet

June 13, 2003

Audit Instructions:

· The Hotline Binder audit sheet is attached to these instructions. 

· It has all the materials listed in each section of the Hotline Binder for the date of June 13, 2003 by the order that they appear.

· Each binder should be checked as to:

· Whether the binder number and hotline station number match.
· That each section and numbered item in the binder index list is found in the proper section even though it might be out of order within that section.
· Ensure that each item in the section matches the index by title and by date.
· Record missing items by number on the sheet provided. 
SARS Hotline Binder Index – Update June 13, 2003 at 11:00 hrs
Section 1
Phone Log-in Instructions

· 1.1

Attendance While Assigned to SARS

· 1.2

Hotline Communication Flow and Command Structure (May 30th, 2003)

· 1.3

Log-in Instructions (No Date)

· 1.4

Log-out information without disconnecting calls (No Date)

· 1.5 

GN 9120 Wireless Headset Instructions 

Section 2
What is SARS?

· 2.1 Fact Sheets: 

· 2.1a 
SARS Letter for School and Child Care Centre Parents, Caregivers and Staff  (May 30th, 2003)

· 2.1b 
SARS (May 29th, 2003)

· 2.1c
Community Partner Letter includes Fact Sheet SARS - April 7th; Hand Washing - Apr. 2nd; Bleach and Water Disinfecting – Apr. 2nd

Section 3
Process for Dealing with SARS Calls

· 3.1

Hotline Process Flow and Decision Algorithm (revised June 5th, 2003) 
· 3.2

Symptomatic Callers with No Epidemiological Link – (Draft) June 6th, 2003 16:30

· 3.3

Excerpts - Ontario Public Health Guidelines for the Management of SARS Cases and Contacts (June 3, 2003 – 23:00)

· 3.4

Example of Public Health Letter dated June 3, 2003 
· 3.5 

SARS Hotline:  Process For Dealing With SARS Calls - Quarantine Calls (June 8th, 2003) (June 8, 2003) 

· 3.6

SARS Hotline:  Process For Dealing With SARS Calls – Contact F/U Callbacks (June 8th, 2003) 

· 3.7 

Quarantine Date Charts (May 10 - Jun. 20 & April10 – May 22)

· 3.8 

Health Canada: Infection Control Guidelines for Health Care Workers in Health Care Facilities and Other Institutions Settings (SARS) (revised April 7th, 2003)

· 3.9 

Health Canada: Infection Control Guidelines for Health Care Workers in Outpatient Settings (SARS) (revised March 25th, 2003 but printed on March 27, 2003))

· 3.10 
Change in Regulations/Reporting Guidelines making SARS a Reportable Disease (March   27th, 2003)

Section 4
Contact Follow-up and Documentation Forms

· 4.1

Procedure For Hotline Staff When Doing Contact Follow-Up (June 8, 2003, 1800) 

· 4.2

Steps In The Contact Follow-Up Process 

· 4.3

Contact Follow-Up Script (Yellow Paper Version) 

· 4.4

SARS Contact Assessment Form (April 12th, 2003)

· 4.5

SARS Information Line Tracking Form (April 17, 2003)

· 4.6

SARS Information Line Tracking Form – Outgoing Calls (April 17, 2003)

Section 5
Mask Information/Sanitizing with Bleach

· 5.1

Requests from Physicians for Masks, Thermometers (No Date)

· 5.2

Mask Order Information (No Date)

· 5.3

Mask Order Form (May 24th, 2003)

· 5.4

Fact Sheets 

· 5.4a
Handwashing (April 2, 2003) ( Duplicate found in Section 2 )

· 5.4b
Bleach and Water for Disinfecting (April 2, 2003) (Duplicate found in Section 2)

· 5.4c
Sanitizing with Chlorine (Bleach) No Date

Section 6
Information Regarding Discharged Patients

· 6.1

Disposition of Discharged Patients from Ontario Hospitals (April 2nd, 2003)

· 6.2

Hospital Classifications (No Date)

· 6.3

Draft - WHO hospital discharge and follow-up policy for patients who have been diagnosed with SARS (March 27, 2003)

Section 7
New/Communication Updates/Travel Advisories

· 7.1

Ontario. Ministry of Health, Daily SARS Levels Report  (June 12, 2003)
· 7.2

Risk Zones, June 8, 2003 –1800h 

· 7.3

Request for Letters-Stating Person is Free from Infectious Diseases & Able to Travel or Return to Work (June 11, 2003) 

· 7.4

Points Discussed at Staff Briefing for Hotline on June 10, 2003 by Mark Taylor

· 7.5

SARS Hotline Update – June 10, 2003 (4:30pm) 

· 7.6

SARS Hotline Update – June 4, 2003 (8am-4.30pm) 

· 7.7

SARS Hotline Update – June 2, 2003 (June 2, 2003)

· 7.8

WEB site printout from Toronto Public Health on SARS (June 1st, 2003)

· 7.9

Questions and Answers for Contact Follow-up (May 31, 2003) 

· 7.10
Side Two, of Questions and Answers for Contact Follow-up for Hotline Staff  (June 2nd, 2003) 

· 7.11
Description of Recent Toronto SARS Cluster –May 30th, 2003 
· 7.12
Hotline Binder Update – Evening Shift (May 30th, 2003)
· 7.13
SARS Hotline Friday May 30th 08:30-16:30 Shift (May 30th, 2003)

· 7.14
Toronto CNS letter to Residents of 4455 Bathurst Street 

· 7.15
Staff Update – Thursday May 29th, 2003 (May 29th, 2003)

· 7.16
SARS Update – May 28th, 2003 Day Shift (May 28th, 2003)

· 7.17
York Region – Letter to all Students, Parents, Guardians and Staff of Father McGivney Catholic Academy (May 27th, 2003)

· 7.18
Hotline – May 26th, 2003 – North York General Hospital – Branson Division etc…

· 7.19
Work Quarantine and SARS Screening Protocol for Paramedics (May 29th, 2003)

· 7.20
Hotline – May 26th, 2003 – Referral of Clients to Emergency
· 7.21
Facilities Where Some Quarantine is in Place May 25th, 2003 – 21:00

· 7.22
Please Clarify for Day and Evening Staff: re Masks (May 25, 2003)

· 7.23
SARS Update May 25th, 2003

· 7.24
SARS Update- Saturday May 24th, 2003 To all Shelter Operators from Maura Lawless, Manager   of Operations, Hostel Services Division includes Assessment and Screening Procedures for SARS and Protocol for Referral of Homeless individuals and Families Requiring Quarantine

· 7.25
Ministry of Health and Long Term Care – Ontario officials provide SARS Update (May 24, 2003)

· 7.26
Hotline Update Friday May23rd, 2003

· 7.27
Toronto News Release – May 22nd New SARS under Investigation

· 7.28
SARS Hotline Update Friday May 8th, 2003
· 7.29
Funeral Home requirements for death due to SARS ( May 1, 2003) (Change Order)
· 7.30
SARS Newsletter April 29, 2003
· 7.31
SARS Hotline Update Monday April 28th, 2003
· 7.32
TPH Memo – Management of Confidential SARS Information
Section 8
Medical Information for Hospitals

· 8.1

Diseases :SARS Hospital Directives (May 27, 2003) 

· 8.2

Minister of Public Safety and Security, Updated Provincial Inter-Facility Patient Transfer Directive (May 12, 2003)

· 8.3

SARS Provincial Operations Centre - Directives to all Ontario Acute Care Hospitals May 1st, 2003

· 8.4

Emergency Management Ontario, Provincial Operations Centre Situation Report (Mar. 31,2003)

· 8.5

OMA SARS Update (April 4, 2003)

· 8.6

Management of Cases and Health Care Workers (March 15, 2003)

Section 9
Travel Advisories

· 9.1

Health Canada Travel Medicine Program - (April 9, 2003)

Section 10
Helpful Telephone/Addresses/Websites

· 10.1
Diseases :SARS Assessment Clinics (June (4) 2003)
· 10.2
SARS Support Lines (June 2, 2003)
· 10.3
SARS  Hotline Update Hours of Operations (June 5, 2003, 2.30pm) 
· 10.4
Hospital Emergency Departments (No Date but distributed May 30, 2003)

· 10.5
Health Services for Immigrants, Refugees, and Newcomers in Toronto without Health Insurance (May 1st, 2003)

· 10.6
SARS  KEY TELEPHONE NUMBERS Updated and Checked June 11, 2003 (June11, 2003) 

· 10.6
Community Resources for Patients Being Discharged Home on Home Quarantine (June 2nd, 2003 

· 10.7
Weekend Telephone Resources includes Weekend Mental Health Resources (Dating Page 19 - 02.12.02)

· 10.8
Community Health Centers – Weekend References (Dating Page 32 – 02.12.02)

· 10.9
Saturday & Sunday Walk-in and After Hours Clinics – Weekend Reference South Region Includes Weekend East/West Region (Dating Page 27-02.12.02)

· 10.10
EI Protocol (May 2, 2003)

· 10.11
Fax – News release re: Changes to EI regulations related to SARS (sent April 10, 2003)

· 10.12
Emergency Financial Assistance (2 pages) (Printed May 6, 2003)

· 10.13
Province of Ontario, Ministry of Labour – telephone Numbers (March 28,2003)

· 10.14
Hospitals in Toronto (March 26, 2003)

· 10.15
Ontario Public Health Units (No Date)

· 10.16
Language Line Services – Quick reference Guide (No Date)

Work Sheet

· MC 
= Master Copy

· ILOC 
= Information Liaison Officer Copy

· TLC 
= Team Leaders Copy

First circle the Binder you are working on. Record missing binder items in each section by using the item number attached to each index listing - example under MC below.
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