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1. List all agency functions.  These functions may be identified through the following sources: agency mission statement, legislation authorizing the agency, regulations promulgated by the agency, standard operating procedures and emergency operating procedures, and former and current agency employees.
2. Determine if the function is essential. Do this by reconsidering the sources for agency functions by consulting with agency staff and management.  Consider which agency functions should be resumed within 12 hours and should be sustainable for up to 30 days.  Many services the agency provides to other agencies and the public will be essential functions. Also consider those functions that will only be essential during an emergency, and mark them as essential.

	1.  All Agency Functions
	2.  Essential?

	Capture and Destruction of Certain Animals

	Yes
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1.     List the functions identified as essential in Worksheet 1.
2.     Describe the essential function in terms of what processes and services are necessary to perform that function.  (Remember that a very simple essential function may need little description, so  
	the critical process or service may be the same as the essential function.)
3.     Prioritize the essential functions based on which essential functions must be resumed first.
4.     Identify key positions by comparing the functions identified in Worksheet 1 with the Current Agency Chart on Worksheet 3.  Those positions whose functions include critical processes and 
        services are key positions.
5-8. List the positions that would assume the authority of the key position if it became vacant unexpectedly, and any limitations the successor would have.  (The same successors may be named for 
        different key positions, but avoid designating the same position / individual as the first successor for several key positions.)

	1. Essential Function
	2. Critical Process or Service
	3. Priority
	4. Key Position(s)
	5. Successor 1 & Limitations
	6. Successor 2 & Limitations
	7. Successor 3 & Limitations
	8. Successor 4 & Limitations

	Capture and Destruction of Certain Animals
	Capture of wild, domestic, and/or livestock animals; isolation of such animals; if necessary, destruction of such animals
	2
	Field Agent
	Available Field Agent
	Available Field Agent
	Available Field Agent
	Available Field Agent
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Create a current agency chart for your agency.  List the name of the position and the position’s functions.  This should be a complete chart showing every agency position. The name of the individual in the position may be included. 
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Worksheet 4 should be completed for each agency building. 

1.      List an evacuation or shelter-in-place system that is in place to alert building occupants to evacuate or shelter-in-place.
2.      Describe the system listed in column 1.
3.      Note how frequently the system is maintained.
4.      Identify any back-up systems.
5.      Identify designated assembly areas for employees evacuating a building in the event of an emergency.  If a building has multiple designated assembly areas for different floors or sections of      
         the building, note this in parentheses. 
6-7.   Identify two alternate assembly areas to be used in the event that designated area cannot be used.

Building: Main (10 Church Circle Building)											

	1.  Evacuation or Shelter-in-Place System
	2.  Description
	3.  Maintenance Frequency
	4.  Back-up Systems
	5.  Designated Assembly Area (Floor/Section)
	6.  Alternate Assembly Area
	7.  Alternate Assembly Area

	PA System
	Loud speaker system through which all building occupants may hear announcements of the arrival of captured animals designated for isolation or destruction
	Quarterly
	People may be designated to go through the building and alert building occupants in person of the arrival of captured animals designated for isolation or destruction.  A phone tree system also may be used for this purpose.
	Parking lot of Wal-Mart across the street from 10 Church Circle Building
(Floor 2)
	Field behind 10 Church Circle Building, near picnic tables
	Department of the Environment at 626 W. Lansing St.
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Worksheet 5 should be completed for each agency building.

1.  Under “EET,” list the members of the Emergency Evacuation Team (EET).  Under “Employee Contact List,” list all agency employees.
2.  For EET members, designate the building floor or section for which that member of the EET is responsible.  For all other employees, list the building floor or section on or in which he or she 
     works.
3.  For all employees (those listed under “EET,” and those listed under “Employee Contact List”), provide the employees’ e-mail addresses.
4.  Likewise, their work phone numbers.
5.  Likewise, their home phone numbers.
6.  Likewise, their cell phone or pager numbers. 
7.  Provide the contact information of at least one emergency contact for each employee.
8.  List necessary accommodations for Functional Needs personnel

Building: Main (10 Church Circle Building)  

	1.  Employee Name
	2.  Floor/Section
	3.  E-mail Address
	4.  Work #
	5.  Home #
	6.  Cell or Pager #
	7.  Emergency Contact Information
	8. Accommodations for Functional Needs Personnel 

	EET
	

	Emmanuel Tomas Ferrera

	1
	eferrara@agency.gov
	(555)555-5687
	(555)555-5432
	(555)555-4321
	Julia Ferrara 
(wife)
(555)315-9080
	

	Joaquin Alejandro Paz

	2
	jpaz@agency.gov
	(555)555-4567
	(555)555-1324
	(555)555-4231
	Christine Paz
(wife)
(555)765-7862
	

	Employee Contact List
	

	Alistair Artemis Angistron

	1
	aangistron@agency.gov
	(555)555-6789
	(555)555-7654
	(555)555-6543
	Michael Faure (partner)
(555)422-9272
	

	Henrietta Rhys-McGhee

	2
	hrhysmcghee@agency.gov
	(555)555-8765
	(555)555-2134
	(555)555-2345
	Lewis McGhee (husband)
(555)259-7820
	

	Johann Helmut Schoenberg
	1
	jschoenberg@agency.gov
	(555)555-9876
	(555)555-3456
	(555)555-4567
	Greta M. Schoenberg (sister)
(555)347-6561
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1.  Identify the employees who will be members of the Family Support or Reconstitution Teams.
2.  Outline and define the roles and responsibilities of each member of each team.

	
	1.  Name
	2.  Role / Responsibilities

	Family Support Team

	Coordinator
	Johann Helmut Schoenberg
	Head the family support team.  Contact team members to implement family support plan; facilitate implementation of family support plan


	Team Member 1
	


	

	Team Member 2
	


	

	Team Member 3
	


	

	Reconstitution Team

	Coordinator
	Jack Johnson


	Oversee reconstitution.  Determine when to implement reconstitution plan; ensure that building is structurally safe and meets local occupancy regulations; inform appropriate people that main facility is habitable and normal operations are able to be resumed at main office

	Team Member 1
	


	

	Team Member 2
	


	

	Team Member 3
	

	


                     Preparing the States: 
Implementing Continuity of Operations Planning							                     Worksheet 6:
Family Support and Reconstitution Teams




1.  Determine whether or not the agency will provide counseling services.
2.  Designate who will provide the counseling services.
3.  Provide a contact person for the service provider.
4.  Provide contact information for the contact person.
5.  Designate for whom counseling will be provided.
6.  List the counseling services available from the service provider.

	1.  Counseling Provided?
	2.  Service Provider
	3.  Contact Person
	4.  Contact Information
	5.  Counseling for Whom?
	6.  Services Provided?

	Yes
	Feel Better Counseling Services
	Arthur Webman

	1234 Main St., Ste 201
1st City, 7th State
21210
W: (555)555-1234
awebman@work.com
	Employees and their immediate family members
	Will provide both individual and group therapy sessions; specializes in all aspects of post- traumatic stress disorder (PTSD)

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	



                     Preparing the States: 
                  Implementing Continuity of Operations Planning							            			Worksheet 7: 
		                                                                                                   								Counseling Services



1.  List the authority to be delegated.
2.  Designate whether the authority is “emergency” or “administrative.”
3.  List the position which has this authority during normal agency operations.
4.  List the conditions that would trigger a delegation of the authority.
5.  List the position or positions that will receive the authority if it must be delegated. 
6.  Indicate any rules that may exist for the delegation of authority.
7.  Outline procedures for the delegation, including notifying relevant staff of the transfer of power.
8.  Indicate any limitations on the duration, extent, and scope of the delegation.

	1.  Authority (Function)
	2.  Type?
	3.  Position Holding Authority
	4.  Triggering Conditions
	5.  Position(s) Receiving Authority
	6.  Rules
	7.  Procedures
	8.  Limitations

	To independently examine, capture, tranquilize, transport, detain, treat, vaccinate, neutralize, and/or destroy animals that are a threat to health, life, or property, and to acquire the resources needed to execute the foregoing measures.
	Emergency
	Agency Director
	Individual with higher authority not available; a significant animal health threat; danger of contraction/spread of disease among animals and animal products posing threat to health, life, property
	Agency Deputy Director and/or Deputy Director’s Designee(s)
	Individual possessing higher authority within the agency is not available
	Acting Director of SAHA or that individual’s designee submits a written statement to the State Department of Agriculture within 30 days describing the measures, the location and extent of their execution, and the nature of the precipitating threat; complete and send to State Dept of Agriculture Section 1 of Emergency Measures Form; if this is impractical, SAHA agents and staff may initially email/phone designated Dept of Agriculture staff.  Dept of Agriculture staff will review, and respond quickly to, the request
	Measures are executed in locations affected by a significant animal health threat concerning the state; danger is that of contraction or spread of contagious disease among animals, agricultural products, and/or humans, which in turn poses a threat to health, life, or property measures are temporary in nature, and necessary to preserve animal heath
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1.   List the critical processes and services that support essential functions.
2.   List the vital records or databases necessary to perform each critical process or service.
3.   List the vital record or databases: form (paper or electronic) / category (emergency or legal) / type (static or dynamic).
4.   If the vital record or database is in paper form, identify the record or database’s physical location.  If the vital record or database is in electronic form, identify the file name and location(s) on 
      a drive.
5.   Identify the staff member(s) responsible for maintaining the vital record or database.  
6.   Identify the network or server that supports the vital record or database.  
7.   Identify the vital record or database’s Recovery Point Objective (RPO).
8.   Prioritize the vital record or database – the shorter the RPO, the higher the priority.
9.   Identify any unique risks to which the vital record or database may be susceptible.
10. List the current protection method(s) in place for the vital record or database.
11. In considering what additional measures should be performed to protect the vital record or database, answer the questions:  Is offsite storage necessary?  Should the file be stored in an 
      alternative media?  Is duplication necessary? 

	1. Critical Process or Service
	2. Vital Record or Database
	3. Form /
Category /
Type
	4. Location
	5. Responsible Staff Member(s)
	6. Supporting Network or Server
	7. RPO
	8. Priority
	9. Unique Risk
	10. Current Protection Method
	11. Offsite storage? / Alternative Storage Media? / Duplication?

	Capture of wild, domestic, and/or livestock animals; isolation of such animals 
	1. Disease Monitoring Data
	Electronic/ Emergency/
Static
	C:\SAHA\animal\
Disease (on-site server) and R:\AnimalHealth\
Admin\Disease
(off-site server)
	IT Staff
	Server on- and off-site
	1 week
	1
	None
	Stored on- and off-site
	Yes / hard copy updated yearly / No

	
	2. Stockpile Inventory Database
	Electronic/ Emergency/
Dynamic
	R:\AnimalHealth\
Admin\Stockpile
(off-site server)
	IT Staff
	Off-site server; internet storage network
	14 days
	1
	None
	Secure Storage Room off-site
	Yes / Secure Internet Storage Network / No
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1.  List the name(s) of the company the agency uses for record recovery and restoration.
2.  Provide a contact person for the company.
3.  Provide contact information for the contact person.
4.  List the services provided by the company. 

	1.  Company Name
	2.  Company Contact
	3.  Company Contact Information
	4.  Services Provided

	The Paper People	
	Winston Crane
	256 Barker Ave., First City, Seventh State 01011; Phone: (555)555-1369 Hours:8AM-10PM
	Assessing and repairing to extent possible the structural integrity of paper records
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1.   List the critical processes and services that support essential functions.
2.   List the vital systems or equipment necessary to perform each critical process or service.
3.   Briefly describe the vital system or equipment.
4.   Provide the vital system or equipment’s location.
5.   Identify the staff member(s) responsible for maintaining the vital system or equipment.
6.   Identify the Recovery Time Objective (RTO) for the vital system or equipment.
7.   Prioritize the vital system or equipment – the shorter the RTO, the higher the priority.
8.   Identify any unique risks or seasonal sensitivities to which the vital system or equipment may be susceptible.
9.   List the current protection method(s) in place for the vital system or equipment.
10. List how frequently the vital system or equipment is maintained.
11. Provide any recommendations for additional protection methods for the vital system or equipment.

	1. Critical Process or Service
	2. Vital System or Equipment
	3. Description
	4. Location
	5. Responsible Staff Member(s) 
	6. RTO
	7. Priority
	8. Unique Risks / Seasonal Sensitivity 
	9. Current Protection Method(s)
	10. Maintenance Frequency
	11. Recommendations for Additional Protection Method(s) (if necessary)

	Capture of wild, domestic, and/or livestock animals; isolation of such animals; if necessary, destruction of such animals
	1.  Tranquilizers and tranquilizer guns; 
	Tranquilizers and tranquilizer guns 
	All offices
	Field Agent - Scientist
(Jamie Parker)
	24 hours
	1
	Personal safety / no seasonal sensitivity
	Locked gun cabinet
	Annual
	Keep tranquilizers and guns in separate locked cabinets

	
	2.  Animal destruction equipment
	Euthanizing agents and veterinary medicine equipment
	All offices
	Field Agent – Scientist
(Luke Hyatt)
	1 week
	2
	Short shelf life / several euthanizing agents destabilize at temperatures over 70F, so special care must be taken in the summer

	Locked Medical Office
	Quarterly
	None
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1.    List agency essential functions.
2.    List the number of personnel needed to perform that essential function.  Remember that this is the number of people that will need to be fed and provided for at the alternate facility.
3.    Indicate what electricity requirements are needed to perform that essential function.
4.    Indicate the communication requirements needed to perform that essential function.
5.    Indicate the space requirements needed to perform that essential function.
6.    Indicate whether lodging at the alternate work site will be necessary to perform that essential function, and if so, for how many.
7.    Indicate what security requirements may be necessary to perform that essential function.
8.    Indicate what secure storage requirements may be necessary to perform that essential function.
9.    Considering the essential function requirements identified in columns 1-6, list viable alternate work sites.
10.  Provide the alternate work site’s address.
11.  Indicate what transportation will be provided to the alternate work site, or if key personnel must provide their own transportation.
12.  Identify the agreement the agency has in place allowing it to use the alternate work site following a COOP event.
13.  Indicate the date this agreement was executed.
14.  Indicate the cost to the agency for this agreement.
15.  Provide any special notes that should be included regarding the alternate work site.

	1.  Essential Function
	2.  # of Personnel
	3.  Electricity
	4.  Communication
	5.  Space
	6.  Lodging
	7.  Security
	8.  Secure Storage
	9.  Alternate Work Site
	10.  Address
	11.  Transportation
	12.  Agreement
	13.  Date Executed
	14.  Cost
	15. Accommodations for Functional Needs Staff

	Capture and Destruction of Certain Animals
	5
	Standard
	Phone; e-mail; Two-way radio
	600 sq. ft., animal cages (10)
	Needed for 2
	Badges or other IDs;  key requirements; location of door requiring security codes, including rest rooms if desired

	Room numbers where animals, documents, and items requiring a secured venue can be stored; ensure there is adequate storage space
	SPCA Regional Center
	15 Easton Boulevard, Seventh City, Seventh State, 21182
	Personal Vehicle needed
	Inter-governmental MOU
	6-23-06
	Mutuality of obligation
	Refrigerator for personal medication

	1.  Essential Function
	2.  # of Personnel
	3.  Electricity
	4.  Communication
	5.  Space
	6.  Lodging
	7.  Security
	8.  Secure Storage
	9.  Alternate Work Site
	10.  Address
	11.  Transportation
	12.  Agreement
	13.  Date Executed
	14.  Cost
	15.  Accommodations for Functional Needs Staff 
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1.    List the current provider for each type of communication system (if applicable).
2.    List the services provided by the current provider.
3.    List any special services available from the current provider.
4.    List at least one alternative provider who may provide the communication system should the current provider be unable to do so.
5-6. List an alternative mode of communication to the communication system.

	Communication System
	1.  Current Provider
	2.  Services Provided
	3.  Special Services Available
	4.  Alternative Provider
	5.  Alternative Mode #1
	6.  Alternative Mode #2

	Voice Lines

	Verizon
	Local and long distance service; voicemail
	Emergency priority access to phone lines during times of limited service
	PBX
	Two-Way Radio
	N/A

	Fax Lines

	
	
	
	
	
	

	Data Lines

	
	
	
	
	
	

	Cell Phones

	
	
	
	
	
	

	Pagers

	
	
	
	
	
	

	E-mail

	
	
	
	
	
	

	Internet Access

	
	
	
	
	
	

	Instant Messaging

	
	
	
	
	
	

	Personal Digital Assistants (PDAs – e.g., Blackberry)
	
	
	
	
	
	

	Radio Communication Systems
	
	
	
	
	
	

	TTY (Deaf Teletype)
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1.  Provide an emergency number that employees may call to learn about the emergency and the status of the agency.
2.  Provide an emergency website that employees may check to learn about the emergency and the status of the agency.
3.  Provide the phone number of the agency’s State Emergency Operating Center.
4.  List a contact with the agency’s alternate work site(s), and his or her contact information.

	1.  Emergency Call-In Number

	
(555) 684-9652


	2.  Emergency Website

	
www.animalhealthCOOP.gov


	3.  State Emergency Operating Center

	
(555) 735-0946


	4.  Alternate Work Site Contacts
	Aidan York
15 Easton Boulevard
 (555) 555-9364

	
	



	
	



	Fire Department

	911

	Police Department

	911

	Ambulance/Emergency Medical Services

	911
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Note:  Much of the information in this worksheet has already been gathered for Worksheet 5.  It is a subset of that information, and is organized differently for a different purpose.  However, much of it may be taken directly from Worksheet 5.

1.  In the cell marked “Director,” enter the name of the agency’s director or head.  Under “COOP Team,” enter the names of the COOP team members.  Under “Key Personnel & Management,” enter the names of the individuals that hold the key positions listed in Worksheet 2, column 4.  Also list any individuals who are managers, but do not hold key positions.
2.  For all employees (“Director,” those listed under “COOP Team,” and those listed under “Key Personnel & Management”), provide the employees’ e-mail addresses.
3.  Likewise, their work phone numbers.
4.  Likewise, their home phone numbers.
5.  Likewise, their cell phone or pager numbers.
6.  Provide the contact information of at least one emergency contact for each employee.
7.  Note the distance between the employee’s residence and the main office, as well as the distance between the employee’s residence and alternate work site(s).
8.  Provide any additional relevant information that may affect the employee’s availability following a COOP event, such as family or transportation considerations.

	1.  Employee Name
	2.  E-mail Address
	3.  Work #
	4.  Home #
	5.  Cell or Pager #
	6.  Emergency Contact Information
	7.  Distance from Main Office and Alternate Work Sites
	8.  Other 

	Director:
Anne Esposito
	aesposito@agency.gov

	(555)772-8841
	(555)962-8374
	(555)224-9876
	Chris Nolan 
(uncle)
(555)315-9080
	Lives 20 miles from Main Office and 15 miles from SPCA Regional Center
	Single parent of 9 month old infant

	COOP Team
	
	
	
	
	
	
	

	Jamie Parker

	jparker@agency.gov
	(555)772-8842
	(555)334-9825
	(555)673-6392
	Christine Paz-Parker
(wife)
(555)765-7862
	Lives 30 miles from office and 40 miles from SPCA Regional Center
	Relies upon public transportation

	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	Key Personnel & Management
	
	
	
	
	
	
	

	Luke Hyatt
	lhyatt@agency.gov
	(555)772-8854

	(555)743-8888
	(555)817-0905
	Eleanor Hyatt (wife) (555)847-2736
	Lives 2 miles from Main Office and 7 miles from SPCA Regional Center
	Shares car with wife
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	FUNCTIONAL NEEDS INCIDENT CONSIDERATIONS

	Functional Needs – Physical Limitations

	Using the “Employee Self-Assessment,” please describe the specific physical limitations, needs, or necessary accommodations for the individuals with functional needs working for your organization. 
	

	Describe the general location of the individuals with functional needs in your facility (i.e., floor and building).
	

	Describe the procedures and resources that will be used to accommodate these needs during an evacuation (e.g., Evacu-Trac- especially important if individuals with mobility impairments are located above the first floor, wheelchair lift, collection points, staging areas, transportation resources, etc.).
	

	Describe the protocol and resources for providing short-term sheltering in place and mass-care needs (e.g., beds/cots, food and water, refrigeration capabilities, backup power supplies, etc.).
Custom tailor to client
	

	Functional Needs – Communications Limitations

	Using the “Employee Self-Assessment,” please describe the specific communication limitations, needs, or necessary accommodations required by the individuals with functional needs working for your organization.
	

	How will you accommodate these functional communications needs in pre-emergency preparedness communications (e.g., distributed and posted evacuation plans and procedures in Braille and alternative languages, employee training with functional needs accommodations, etc.). 
	

	How will you accommodate these functional communications needs during an emergency to alert and inform individuals with functional needs in the workplace and around the facility (e.g. fire alarms and strobe lights as part of the fire suppression system, designated company fire marshal, Functional Needs Liaison/Buddies, etc.).
	

	Describe how personnel with functional communication needs will be notified that the facility is closing (e.g., will a companywide text message or email be sent out, is there a call-in number, including a TTY number, or phone tree notification system that takes functional communication needs into consideration, or will this information be available in a medium that is accessible online, etc.)?
	

	Functional Needs – General Considerations

	How will your organization collect and update the information on employees’ functional needs (including temporary functional needs, such as surgery or pregnancy, as well as the functional needs of new hires or general employee condition updates)?
	

	How many designated “Functional Needs Liaisons” will be required (suggestion – same as the company designated fire marshal)?
	

	FUNCTIONAL NEEDS CONTINUITY CONSIDERATIONS

	Functional Needs – Physical Limitations

	Describe the necessary accommodations required by the individuals with physical limitations working for your organization that must be present in the Alternate Facility (e.g., providing a TTY phone, accessible parking, entrances (i.e., ramps, wide doors, hand rails, etc.), wide hallways (for manual and electric wheelchair accessibility), elevators and wheelchair accessible restrooms, and, if possible, if the primary workplaces is on a main public transportation route, the alternate facility should be too- this way transportation and visually limited employees will not be unduly burdened by the necessity of getting to work).
	

	Functional Needs – Communication Limitations

	Describe how personnel with functional communication needs will be notified that an alternate site is being used (e.g., will a companywide text message or email be sent out, is there a call-in number, including a TTY number, or phone tree notification system that takes functional communication needs into consideration, or will this information be available in a medium that is accessible online, etc.)?
	



Director
Anne Esposito
Oversees all agency initiatives, allocation of, and communication with staff
Deputy Director
Edward Bowen
Implements, coordinates, and supervises field office directors execution of agency initiatives
Chief Field Agent (CFA) – Main (5)
H. McGhee, J. Helmut, A. Angistron, E. Ferrara, J. Paz
Execute agency initiatives; direct agency staff; manage veterinarian licensing; exercise oversight of SPCA and public education programs, internships, community outreach, animal adoption programs; annual animal exposition
Field Agents: Investigators (25)
Perform animal inspections; enforce ingress and egress regulations; monitor animal transportation; capture and destroy certain animals; dispose and cremate carcasses; develop annual animal health report; keep veterinary stockpiles of agents
Field Agents: Scientists (25)
Monitor disease and animal migration; inventory livestock; quarterly environmental surveys of migratory birds, amphibian, and deer populations; develop annual animal health report; maintain laboratories; keep veterinary stockpiles of agents.
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