

Continuity of Operations (COOP) Plan

Agency Name:

                                                                                       
                    

(Note: Some planning elements may not be applicable to your specific COOP)
	Initial Planning


	Needed Actions
	Reference in Plan
	Status

	1. Assemble planning team representative of critical areas within the organization.   Labor representatives should be included.
	
	
	

	2. Establish mission, team responsibilities and time frame for development of plan
	
	
	

	3. Establish protocols and responsible parties for maintaining observation of status of potential pandemic threats and establishing trigger points for levels of plan activation
	
	
	

	4. Coordinate with insurers for review of coverage and  maximum utilization of insurance resources
	
	
	

	5. 
	
	
	

	6. 
	
	
	

	Vulnerability Assessment


	
	
	

	7. Determine estimated financial impact (revenue) of a pandemic on agency
	
	
	

	8. Assess impact of pandemic on human resources due to factors such as personal illness, family illness, community containment measures and quarantines, school and /or business closures and public transportation closures.
	
	
	

	9. Identify essential employees and other critical inputs (vendors, contractors) required to maintain business operations 
	
	
	

	10. Identify gaps and weaknesses in communications with staff, patients, and community partners
	
	
	

	11. Identify critical issues and barriers to sustaining continuity of operations
	
	
	

	Essential Functions


	
	
	

	12. Identify and prioritize essential functions
 
	
	
	

	13. Identify minimal staffing requirements and a management plan/contingency for each essential function 
	
	
	

	14. Identify resource requirements for each essential function
	
	
	

	15. Identify critical data and data systems for each essential function
	
	
	

	16. Identify needed support activities as part of essential functions.
	
	
	

	17. Create processes and procedures to acquire resources necessary to continue essential functions and sustain operations for up to 30 days
	
	
	

	18. Develop relationships/MOUs with back up vendors
	
	
	

	19. Develop relations/MOUs with like providers for support; staff sharing; patient coverage; supplies
	
	
	

	Crisis Management and Line of Succession


	
	
	

	20. Line of succession is established for the agency’s highest position of authority and other leadership positions. 
	
	
	

	21. Limitations on delegate authority are listed.
	
	
	

	22. Crisis management - rosters of trained personnel with the authority to perform essential functions and activities are maintained (Incident Command System)
	
	
	

	23. Rules and procedures for implementing order of succession are established and include initiating conditions, notification methods and terminating conditions.
	
	
	

	Alternate  Sites

	
	
	

	24. In the event of travel restrictions, alternate sites for the positioning of supplies, deliveries, and staff reporting are designated.
	
	
	

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

	26. 
	
	
	

	27. Plan addresses physical security and access controls.
	
	
	

	Communications
	
	
	

	28. Establish an emergency communications plan that includes identification of key contacts (& backups), chain of communications, and process for tracking  and communicating essential functions, including patient care status
	
	
	

	29. Procedures/plans exist for access to data and systems necessary to conduct essential activities and functions
	
	
	

	30. Establish call in or hotline number for staff and patients who suspect illness in their home
	
	
	

	Vital Records and Databases
	
	
	

	31. A plan is in place for the safe storage of and remote access to financial and clinical data in case of office relocation
	
	
	

	32. Essential legal / financial records, such as accounts receivable; contracting and acquisition files; official personnel files; Social Security, payroll, retirement, and insurance records and property management and inventory records, are identified, inventoried, copied and stored in a safe location
	
	
	

	Staff 
	
	
	

	33. Develop a comprehensive series of educational and orientation programs that outline staff roles and responsibilities; provide knowledge base and policies and procedures for JIT training
	
	
	

	34. Create employee team to encourage staff and family preparedness; provide resources
	
	
	

	35. Recruit and train ancillary workforce, including volunteers
	
	
	

	36. 
	
	
	

	37. 
	
	
	

	Occupational Health
	
	
	

	38. Estimate employee absences by time frame during a pandemic
	
	
	

	39. Develop a priority plan for distribution of antiviral and immunizations (when available)
	
	
	

	40. Establish guidelines for employee health self reporting
	
	
	

	41. Establish guidelines/policies for employee “sick” days 
	
	
	

	42. Establish employee educational programs on infection control, safe work habits, family health
	
	
	

	43. Incorporate training on emergency response in employee handbooks and orientation
	
	
	

	44. Evaluate availability of mental health services and improve access if needed
	
	
	

	45. Estimate potential demand for PPE and establish procedures for creating, locating, maintaining and accessing a stockpile 
	
	
	

	Finance 
	
	
	

	46. Payroll – Plan for payroll continuity
	
	
	

	47. Establish contingency plans based on

            estimated potential economic disruption 
	
	
	

	48. Identify regulatory barriers to timely reimbursement, 
            and institute policies and procedures to request 
            waivers
	
	
	

	49. Work with clinical to establish forms and data sets that allow for shortened admissions times if OASIS documentation requirements are waived
	
	
	

	
	
	
	

	Patient Impact
	
	
	

	50. Develop a plan for pandemic surveillance and reporting in patient population
	
	
	

	51. Develop plan for patient and family education,  including resources for patient self management
	
	
	

	52. Develop allocation plan for PPE for patients/families
	
	
	

	Community Coordination
	
	
	

	53. Collaborate with insurers, health plans, local public health agencies and community providers to share plans, contact information and expectations
	
	
	

	54. Collaborate with local, State and federal emergency managers to share plans, contact information and expectations
	
	
	

	55. 
	
	
	

	56. 
	
	
	

	57. 
	
	
	

	Drills/Exercises
	
	
	

	58. Develop a  progressive exercise program to test the continuity of operations plan on an annual basis
	
	
	

	59. Evaluate and revise the plan as needed, but on no less than an annual basis
	
	
	

	
	
	
	


	Essential Function
	Staff
	Time Frame Requirements 
	Barriers
	Plan Reference

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	


� Essential Function is defined as: those functions necessary to continue to provide vital services and sustain an economic base during an emergency.
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