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PURPOSE
Emergencies are unplanned events that can cause significant injury, or even death, to employees,

customers, or the public, disrupt or close down operations, cause physical or environmental damage, or harm the organization’s public image. Human services agencies in PSA 11 have a special responsibility to prepare and serve the community to the best of their ability, after disaster or emergency. Part of that responsibility is to develop a continuity of operations (COOP) plan that will allow the agency to prepare and resume service after a natural disaster or emergency.

A COOP plan addresses emergencies from an all hazards approach. The COOP plan is designed to establish policy and guidance to ensure the execution of mission essential functions. The plan specifies procedures for alerting, notifying, activating and deploying employees; identify mission essential functions; establish an alternate facility; and roster personnel with authority and knowledge of functions.

In the event a situation results in a cessation of services by a Subcontractor, the Contractor (Agency) shall retain responsibility for performance under their contract and must follow procedures to ensure continuity of operations without interruption.
COOP UPDATES
Name(s), Position(s), and contact number(s) of staff responsible for developing, coordinating, & updating COOP plan:

	Name
	Position
	Office number
	Cell 

number

	
	
	
	

	
	
	
	


1. Mission Essential Functions 

Identify and describe those programs or services affected by this plan.  Specify which of your activities will continue in the event of a natural disaster, and which will not.  Describe your priorities for serving clients during recovery (e.g., facilities, staff, supplies).
2. Orders of Succession & Delegation of Authority

Name of individual(s)/position(s) & Contact Numbers in order of succession.  Please include:
1a. Executive Officer:  The person with the highest level of responsibility for your agency/organization and executive decision-making. This person would be authorized to close the agency, redirect resources, and reassign staff. This is usually the Executive Director, Administrator, President, or CEO.
2a. Client Care: The person responsible for ensuring quality of care for clients before, during, and after an emergency. This is usually a Program Director or Manager, or the lead Case Manager with management/supervisory authority over staff who provide direct care or assistance to clients.
1b. and 2b. Alternate Contacts, in case one or both of these persons is unavailable.

	Name
	Position
	Office number
	Cell 

number

	1a. 
	
	
	

	1b.
	
	
	

	2a.
	
	
	

	2b.
	
	
	


3. Interoperable Communications 

Describe how you will communicate with staff in the event of a disaster; include alternate forms of communication available (e.g., cell phones, texting, email).  Describe how you collect and update contact information on staff, and how you activate a “call down” list or telephone tree during emergencies.

4. Vital Records and Databases 

CYBER SECURITY

To protect our computer hardware, we will:

To protect our computer software, we will:

RECORDS BACK-UP

Identify what you will do to backup and protect essential data and documents (insurance policies, banking statements) from your payroll and accounting systems and describe how you will provide for the continuity of your financial functions (e.g., paying bills, providing services, paying employees) if your usual way of doing business is disrupted by an emergency.  Describe how you will secure client records and maintain privacy during a disruption.
Personnel Issues and Coordination 

Describe the management and staff responsible in case of a natural disaster:

5a. Name(s)/position(s) of staff responsible for maintaining communications plan:

5b. Name(s)/position(s)/Agency responsible for employee preparedness training: 

5c. Staffing necessary for post-disaster response

6.
Facility Preparation

Describe the steps you will take to secure your facility and equipment (e.g., computers, electrical equipment, and paper filing systems) to protect them from possible damage from wind and water (e.g., move everything away from windows, fire and waterproof storage).

7. Training & Testing

Describe your organization’s annual activities undertaken to train staff on what to do in the event of an emergency (e.g., annual training, practice events).
8. Plan Maintenance 

Describe how often and when you will review and revise your COOP, and who is responsible for keeping information, such as client and/or employee contact lists, current.

9. GENERAL INFORMATION AND PROCEDURES 

A. 
DISASTER PUBLIC AWARENESS 

Describe how you will educate your clients and employees about disaster preparedness (e.g., annual training, handouts, and materials) well in advance of hurricane season.

B. 
CLIENT PLANNING 

Describe all activities that will be implemented to ensure your client population is ready for an emergency.  This could include encouraging clients to register with the special needs registry, providing handouts on evacuation and disaster preparedness/recovery, making phone calls before the emergency to identify any service or evacuation needs, calling all clients after the emergency to reassure clients that services will be restored as quickly as possible.  Describe the process and identify who is responsible for each activity, and note when this will occur (e.g., upon intake and again at the beginning of hurricane season).

C. 
DISASTER PREPAREDNESS AND RESPONSE TRAINING 

Describe how you will prepare your staff annually in advance of hurricane season.  Note any training activities or joint efforts with other providers; include dates.

D. 
DISASTER COORDINATION 

Describe other organizations that play a key role in your disaster plan (e.g., the county, the Alliance) as well as any subcontractors (e.g., caterers, food vendors) that will need to work together to serve your client population before, during, and after a disaster.

E. 
SERVICE DELIVERY AND COORDINATION 

Describe activities that will be conducted immediately prior to and immediately following a disaster.  Describe whether your programs will be offline during the emergency, and how/how long it will take for you to bring your programs back online.  Describe any alternatives (e.g., alternate service locations, meal sites) that may be part of your organization’s response.  Most importantly, please describe how you will reassure your clients that they will be able to access much-needed services after a disaster or emergency.

F. 
DEMOGRAPHICS/ HAZARD ANALYSIS 

Describe whether your facilities are in an evacuation zone, a flood plain, or other areas that may be affected by weather related disasters or other emergencies, such as Turkey Point nuclear power plant.

10. DISASTER SPECIFIC INFORMATION 


A. 
SEASONAL WEATHER MONITORING 

Identify which staff member will be responsible for monitoring weather reports and reporting potential storm situation to appropriate management staff. 


B. 
TROPICAL STORM/HURRICANCE ADVISORY 

Storm approaching. Describe what your organization will do when the designated civil authorities announce such an advisory (e.g., what emergency procedures will be initiated, what emergency supplies will be prepared or procured, what will staff tell clients).  


C. 
TROPICAL STORM/HURRICANE WATCH 

Storm expected in 24 to 48 hours.  Describe what your organization will do when the designated civil authorities announce the existence of Hurricane Watch status.  Describe what staff will be asked to do (e.g., prepare the facilities, prepare their own families, notify supervisors of where they will be and how they can be contacted).  Include a description of communication plans, and what staff will be instructed to do  for clients  (e.g., reschedule appointments, special needs registry, review evacuation plans).


D. 
TROPICAL STORM/HURRICANE WARNING 

Storm expected in 24 hours or less.  Describe what your organization will do when the designated civil authorities announce the Hurricane Warning stage.  This should be the highest level of preparation, and should anticipate an imminent threat that could potentially close institutions and suspend program activities.  Describe what staff responsibilities might be during the storm itself (if staff stay with clients), and what staff are expected to do once the “All Clear” has been announced.


E. 
HUMANITARIAN/IMMEDIATE RELIEF 

When the “All Clear” has been announced and it is safe to go in the streets again, describe activities your organization will conduct to determine if there are damages to the facilities or if there are staff who are unable to return to work.  Describe any recovery operations (e.g., food, ice, water, home visits) in which your organization will participate.  Describe how you will communicate with the Alliance and other organizations during recovery to ask for or offer assistance.


F. 
SHORT TERM/INTERMEDIATE RELIEF 

According to the conditions of your facilities and your community in general, describe whether your organization will be able to offer short-term assistance to a) your clients and b) others in the community (e.g., crisis intervention/stabilization services, information and referrals, case management/case follow up, meals, transportation). 

G. 
LONG TERM RELIEF 

Describe how regular services will resume after the disaster, once damages of the building and grounds are assessed and it is determined safe to open your facilities and resume services to clients. 

11.
NON-DISASTER RELATED INFORMATION
In the event a situation results in a cessation of services by a Subcontractor, the Contractor (Provider) shall retain responsibility for performance under their contract and must follow procedures to ensure continuity of operations without interruption.  
In this section, all Providers must indicate how they will ensure continuity of critical services in the event of a non-disaster or non-weather related emergency.  
Providers offering nutrition services must describe the agency’s specific back-up procedures for ensuring continuity of all critical services without interruptions.

Nutrition Provider must:

a) Describe the specific back-up procedures detailing how it will ensure at least three (3) days’ worth of shelf stable meals or have a pre-approved three-day (3) menu for emergency meals with reserved funds set aside to purchase the food items.  Describe how either option will be made available immediately (no gaps) to clients, in the event of a non-disaster emergency, until the back-up caterer can provide services in order to ensure continuity of meal services without interruption. 
b) Describe how your agency will purchase, retain, and distribute the three-day (3) shelf stable meals or the three-day (3) pre-approved menu meals in case on a non-disaster related emergency.
c) Describe how your agency will have at least one back-up caterer (same meal type) who can provide meals immediately in the event of an emergency.  Copy of the back-up caterer’s license and the agreement must be submitted with the COOP.  The Provider must ensure that the back-up caterer has had no Administrative complaints or closures in the past 12 months, as per the requirements of Chapter 4, of the DOEA Programs & Services Handbook.
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