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▪ Describe the Boston Healthcare Preparedness 
Coalition (HPC) and Boston Public Health 
Commission’s (BPHC) Office of Public Health 
Preparedness (OPHP)

▪ Describe the BPHC Medical Intelligence Center 
(MIC) Duty Officer (DO) program

▪ Discuss the development process for our MIC DO 
Job Aids 

▪ Provide recommendations for building your own 
coalition duty officer job aids



ALISON RANDALL

▪ OPHP: Senior Program 
Manager, Health Care 
System Preparedness

▪ Boston HPC: Manager

BEN MCNEIL

▪ OPHP: Associate 
Director, Healthcare 
System Preparedness, 
Response and Recovery

▪ Boston HPC: Planning & 
Operations



▪ 6 healthcare 
coalition regions in 
the state

▪ City of Boston is 
Region 4C = Boston 
Healthcare 
Preparedness 
Coalition (HPC)







•

Vision

•

Mission

The Office of Public Health Preparedness envisions a resilient Boston 
through healthy, informed, and connected communities that are 
supported every day and during emergencies by strong, integrated 
public health and healthcare systems.

The mission of the Office of Public Health Preparedness is to enhance 
community, public health, and healthcare system resilience in order to 
prepare for, respond to, and recover from emergencies that impact 
health and access to healthcare.
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1. Situational Awareness

2. Resource Coordination

3. Human Services Coordination



▪ Rapidly assess situation

▪ Ask the right questions

▪ Recommend actions

▪ Initiate plans & processes



▪ Complex information 
gathering and decision-
making

▪ Different than daily role for 
most

▪ Unfamiliar equipment and 
platforms

▪ Limited time for training & 
exercises







9:41am – 12:56pm

 3 Alert Notifications

 26 phone calls

 64 text messages



“Business” Employee 

What SHOULD the 
business outcomes 

be?

What SHOULD the 
staff performance 

be? 

What IS the actual 
staff performance? 

What IS the actual 
business 

outcomes? 

*Staff performance = accomplishments and behaviors







Observe Orient Decide Act



DECIDE
1. Send a notification?
2. Activate plans or 

systems?
3. Activate the MIC?

OBSERVE
Gather & document 

complete 
information

ORIENT
Determine potential 

impact. Classify 
incident. 

ACT
Activate plans and systems

ACT
Activate MIC

DEMOBILIZE

Close out 
event

Consult w/ 
response partner 

or 2nd DO

ACT
Send notification

Gain 
required 
approvals









▪ Duty Officers need tools to move fluidly between 
their on-call roles and day-to-day roles in the 
workplace

▪ Job Aids support consistent and comprehensive 
information gathering and swift decision making 

▪ Increased efficiency in initial response actions 
leads to stronger partnerships within the 
healthcare coalition



1) Understand your coalition’s response expectations and 
responsibilities

2) Assess your coalition’s Duty Officers’  skill set and 
training capacity

3) Look to best practices in different fields

4) Test and gain feedback. Again and again.



To download the job aids and 
key references: 

https://delvalle.bphc.org/dutyoffic
er

For more information contact: 

bmcneil@bphc.org

(617) 343-6953

https://delvalle.bphc.org/dutyofficer
mailto:bmcneil@bphc.org
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