[image: image1.png]OFFICE OF
& PUBLIC HEALTH
PREPAREDNESS





Continuity of Operations: Awareness
[image: image2.png]DELVALLE
INSTITUTE FOR
EMERGENCY
PREPAREDNESS



Continuity of Operations Plan Checklist

The following checklist can be used to track progress during the COOP planning process. The checklist is divided into the Assess, Build, and Maintain phases of the COOP Planning Cycle, with specific tasks for each element within the three phases. 

	Essential Functions
	Yes
	No

	1. Essential functions are identified and prioritized
	
	

	Support Functions
	Yes
	No

	1. Essential emergency management plans are identified 
	
	

	Plans include:
	
	

	· Emergency Operations Plan
	
	

	· Communications Plan
	
	

	· Pandemic Plan
	
	

	· (Add additional plans as needed)
	
	

	· (Add additional plans as needed)
	
	

	· (Add additional plans as needed)
	
	

	2. Essential legal / financial records are identified, such as:
	
	

	· Accounts receivable
	
	

	· Contracting and acquisition files 
	
	

	· Official personnel files 
	
	

	· Social Security 
	
	

	· Payroll
	
	

	· Retirement 
	
	

	· Insurance records and property management 
	
	

	· Inventory records
	
	

	3. Support for essential functions are identified, including:
	
	

	· Staffing
	
	

	· Resources
	
	

	· Critical data and data systems 
	
	

	· Processes and procedures exist to acquire resources to continue essential functions and sustain operations for up to 30 days  
	
	

	· Employees are trained in household emergency preparedness 
	
	

	· Rosters of trained staff with the authority to perform essential functions and activities are maintained
	
	

	Hazard Vulnerability Analysis
	Yes
	No

	· An HVA (Hazards Vulnerability Analysis) has been undertaken and risks prioritized
	
	

	
	
	

	Concept of Operations (CONOPS) 
	Yes
	No

	How to activate and implement your COOP Plan is defined, including: 
	
	

	· Roles and functions of leadership and staff in various scenarios
	
	

	· Detailed description of how operational decisions will be made
	
	

	· Necessary actions to be taken
	
	

	· Information flow that will accompany the actions  
	
	

	· Validation by those who must take the actions
	
	

	Organization Foundation Information
	Yes
	No

	· Includes Delegations of Authority 
	
	

	· Rules and procedures for order of succession include initiating conditions, notification methods and terminating conditions  
	
	

	· Includes Orders of Succession (to assume responsibility-including initiating conditions, notification methods, and terminating conditions) 
	
	

	Communications
	Yes
	No

	· Procedures/plans exist for communications with COOP contingency staff, management, and other organizational components 
	
	

	· Procedures/plans exist for communications with other agencies and emergency personnel 
	
	

	· COOP Plan includes provisions for establishing interoperable communications with all identified essential internal and external organizations, critical customers, and the public
	
	

	· Redundant communication systems are identified
	
	

	Alternate Facilities 
	Yes
	No

	· Immediate capability exists to operate under potential threat conditions in alternate facility
	
	

	· Staff for Emergency Relocation Group (ERG) are identified
	
	

	· Sufficient space and equipment to sustain the relocating organization is identified 
	
	

	· Pre-positioned resources are identified or contingency contracts are established with appropriate resource providers
	
	

	· COOP Plan includes consideration for redundant communication systems at the alternate facility
	
	

	· Alternate facilities enable logistical support, services, and infrastructure systems e.g., water, electrical power, heating, and air conditioning)
	
	

	· COOP Plan addresses considerations for the health and safety of relocated employees 
	
	

	· COOP Plan addresses physical security and access controls at the alternate facility 
	
	

	
	
	

	Training and Exercises
	Yes
	No

	1. COOP Plan includes:
	
	

	· Annual agency training and exercising of policies and procedures
	
	

	· Quarterly drill of emergency alert, notification, and communication systems and procedures 
	
	

	· Refresher training and orientation for COOP staff
	
	

	· Inter-agency exercising where applicable and feasible 
	
	

	· Annual review process and the ability to make any needed revisions
	
	

	Maintenance and Updates 
	Yes
	No

	1. Corrective Action Plans are developed based on lessons learned from exercises and real-time activations
	1. 
	

	2. The COOP Plan is reviewed and necessary changes made
	2. 
	




