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[INSERT NAME OF UNIT]
[INSERT UNIT LOCATION]
[MM/DD/YY]

[bookmark: _Toc220405416]APPROVAL AND PROMULGATION
It is the policy of Florida Atlantic to protect its human and physical assets and ensure continued operations during and after all emergencies, whether natural or manmade, by implementing appropriate emergency management policies, plans, and procedures designed to ensure the University's ability to respond to and recover from emergencies effectively. 
The Unit Continuity of Operations Plan  (UCOOP) of the [INSERT NAME OF UNIT] is written in support of the FAU Comprehensive Emergency Management Plan (CEMP), and its Continuity of Operations Annex, and identifies the mission essential functions of the Unit and the activation of said functions at either primary or alternate sites. The Plan is designed to be flexible so that either portions of it or the entire Plan can be activated as needed based on the nature of the emergency. 
This Plan is intended to comply with all applicable University, local, state, and federal laws and regulations. In the absence of specific regulatory mandates for particular situations, best emergency management practices shall be followed. 
All Unit personnel of  [INSERT NAME OF UNIT] are expected to be familiar with the Plan and to carry out their assigned roles and responsibilities during an emergency. 
The [INSERT NAME OF UNIT] is authorized to amend this Plan to maintain operational consistency, implement corrective action, enhance the document, or apply other appropriate changes. 
It is authorized by [INSERT NAME OF UNIT LEADER], [INSERT UNIT LEADER POSITION], that this promulgation shall be effective upon signing and remain in force until amended or rescinded by further promulgation.
[INSERT NAME OF UNIT LEADER]
[INSERT MM/DD/YY] 
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[bookmark: _Toc213661600][bookmark: _Toc220405417][bookmark: _Hlk213663518]IMPORTANT PHONE NUMBERS
	UNIT NAME
	PHONE NUMBER

	University Hotline
	1-888-8FAUOWL
1-888-832-8695

	Florida Atlantic Police Department 
	Boca Raton: 561-297-3500
Jupiter: 561-799-8700
Harbor Branch: 772-216-1124
SeaTech: 954-924-7000
Davie: 954-236-1140
Fort Lauderdale: 954-201-4357

	Department of Emergency Management
	em@fau.edu 

	Office of Environmental Health & Safety 
	561-297-3129

	Work Control – Facilities 
	Boca Raton: 561-297-2240
Broward Campuses: 954-236-1534
Harbor Branch: 772-242-2246

	Office of Information Technology
	Help Desk: 561-297-3999

	Victim Services
	561-297-4814

	Counseling & Psychological Services
	Boca Raton: 561-297-2277
Jupiter: 561-799-8635
Davie: 954-236-1210

	Student Health Services
	Boca Raton: 561-297-3512
Jupiter: 561-799-8678
Davie: 954-236-0494
After-Hours Nurse Line: 561-297-3515, Option 3

	Student Accessibility Services
	Boca Raton & Davie: 561-297-3880
Jupiter: 561-799-8585

	Office of Civil Rights and Title IX
	561-297-3004
Florida Relay System: 800-955-8771





[bookmark: _Toc220405418]OVERVIEW 
[bookmark: _Toc220405419]Introduction
Per University Policy 3.4.1, Emergency Management, [INSERT UNIT NAME] is required to have a Unit Continuity of Operations Plan (UCOOP) to ensure the readiness and resilience of Unit operations and functions. A Unit is defined as entity or group of entities that share similar essential functions, which can be a division, unit, college, office, or center. This  UCOOP supplements Florida Atlantic’s Comprehensive Emergency Management Plan (CEMP), and its Continuity of Operations Annex, and is customized to meet the baseline of preparedness for a full range of potential emergencies that may disrupt normal operations. At a minimum, this UCOOP addresses the following:
· Succession planning; 
· Notification/Communication procedures; 
· Identification of essential functions;
· Establishment of means to support essential functions (i.e., space, equipment, databases); and
· Reconstitution procedures.
[bookmark: _Toc220405420]Planning Assumptions
The following assumptions are what the [INSERT UNIT NAME]  believes to be true when developing this UCOOP:
· Unit heads shall ensure that their staff are knowledgeable regarding their units’ emergency plans and procedures;
· All employees shall respond to an emergency event or threat according to applicable plans and procedures;
· Each employee shall immediately report a potential or actual emergency event or threat to the appropriate authorities (such as Florida Atlantic Police or 911) and to their immediate supervisor; 
· All members of the University community shall provide, within the limits of their abilities, assistance to those individuals requiring it, during or after an emergency. Normally, assistance is in the form of notifying emergency responders of the location of these individuals or by providing guidance to safe areas; and 
· All employees are expected to review existing emergency response protocols and procedures.  
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[bookmark: _Toc220405421]UNIT DESCRIPTION & FACILITY INFORMATION
1. [bookmark: _Toc220405422]Areas of Responsibility 
	UCOOP Purview of Responsibility 

	Task
	Yes
	  No

	Does this UCOOP account for more than one (1) Unit?
If more than one Unit is included in this plan, the Unit must provide justification for this action. 
	☐	☐
	COMPLETE THE SECTION BELOW IF THE ANSWER TO THE PREVIOUS QUESTION IS YES

	Please list all the Units that are accounted for or included in this plan?
1. 

	Has leadership from each Unit listed approved of their inclusion in this plan?
	☐	☐
	Please provide a clear justification for the inclusion of each unit in this plan
[Insert justification by outline each Unit’s relevance to the plan’s objectives]


[bookmark: _Toc220405423]List the Unit’s Areas of Responsibility
This should include any conference rooms or event space the Unit manages. Please add additional rows to the table below as needed.
	Campus
	Bldg. #
	RM #
	Type of Space
	Number of Unit Staff that work within the Facility.

	Choose an item.
	
	
	Choose an item.	

	Choose an item.
	
	
	Choose an item.	

	Choose an item.
	
	
	Choose an item.	

	Choose an item.
	
	
	Choose an item.	

	Choose an item.
	
	
	Choose an item.	

	Choose an item.
	
	
	Choose an item.	

	Choose an item.
	
	
	Choose an item.	

	Choose an item.
	
	
	Choose an item.	


[bookmark: _Toc220405424]Alternate Facility Information
In the event that an emergency renders the Unit’s primary facilities unavailable for use, it is the responsibility of  [INSERT UNIT’S NAME] to pre-establish alternate locations to perform the functions of the Unit. Please note that each primary facility, or area of responsibility, should have an alternate facility designated, as appropriate.  
[bookmark: _Hlk214546011][Insert a narrative with the procedures to activate the usage of the alternate facility, the primary and secondary positions that have authority to activate the usage of the alternate facility, and how Unit staff will be notified of this change. If the intent is to move to a virtual capacity, please explain this here.]
For assistance in drafting the Alternate Facility Procedures, please contact the Department if Emergency Management at em@fau.edu. 

	Primary Facility
	Alternate Facility
	Point of Contact for Alternate Facility
	Number of Staff Projected to Work at Alternate Facility
	List Name of Signed Agreement for Use of Alternate Facility

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc220405425]Flexible Work Arrangements During an Emergency
In the event of severe weather or other emergency situations, the University may suspend operations or cancel classes, either partially or fully. While safety remains the top priority, maintaining essential functions—when possible—may require flexible work arrangements for faculty, staff, and student employees.
Units are encouraged to consider in advance how flexible work arrangements (such as remote work or adjusted schedules) could support continuity of operations during such disruptions. Planning ahead can help minimize confusion and ensure employees are clear on expectations, responsibilities, and available resources during emergencies.
	Flexible Work Arrangements During an Emergency Preparation Checklist

	Task
	Yes
	  No
	Record Date of Completion/Notes

	Has the Unit identified which roles or functions could be performed remotely during an emergency?
	☐	☐	

	Has Unit leadership informed employees about the potential for flexible work arrangements during emergencies?
	☐	☐	

	Has Unit leadership discussed expectations around availability, communication, and deliverables during flexible work arrangements?
	☐	☐	

	Do applicable employees have the necessary equipment (e.g., laptops, secure VPN access) to work remotely if needed?
	☐	☐	

	Is there a plan for how the Unit will communicate work expectations during a University closure or emergency?
	☐	☐	

	Are employees aware of who to contact with questions or to report availability issues during an emergency?
	☐	☐	

	Has the Unit outlined how work arrangements will transition back to normal once operations resume?
	☐	☐	

	Has the Unit considered how timekeeping and accountability will be managed for remote or flexible work?
	☐	☐	


[bookmark: _Toc510524407][bookmark: _Toc510535079][bookmark: _Toc510535188][bookmark: _Toc510535251][bookmark: _Toc510524408][bookmark: _Toc510535080][bookmark: _Toc510535189][bookmark: _Toc510535252][bookmark: _Toc510127589][bookmark: _Toc510127681][bookmark: _Toc510161487][bookmark: _Toc510162085][bookmark: _Toc510171459][bookmark: _Toc510171551][bookmark: _Toc510171662][bookmark: _Toc510174110][bookmark: _Toc510174314][bookmark: _Toc510417961][bookmark: _Toc510418055][bookmark: _Toc510418463][bookmark: _Toc510418769][bookmark: _Toc510423239][bookmark: _Toc510423334][bookmark: _Toc510423429][bookmark: _Toc510127598][bookmark: _Toc510127690][bookmark: _Toc510161496][bookmark: _Toc510162094][bookmark: _Toc510171468][bookmark: _Toc510171560][bookmark: _Toc510171671][bookmark: _Toc510174119][bookmark: _Toc510174323][bookmark: _Toc510417970][bookmark: _Toc510418064][bookmark: _Toc510418472][bookmark: _Toc510418778][bookmark: _Toc510423248][bookmark: _Toc510423343][bookmark: _Toc510423438][bookmark: _Toc510127607][bookmark: _Toc510127699][bookmark: _Toc510161505][bookmark: _Toc510162103][bookmark: _Toc510171477][bookmark: _Toc510171569][bookmark: _Toc510171680][bookmark: _Toc510174128][bookmark: _Toc510174332][bookmark: _Toc510417979][bookmark: _Toc510418073][bookmark: _Toc510418481][bookmark: _Toc510418787][bookmark: _Toc510423257][bookmark: _Toc510423352][bookmark: _Toc510423447][bookmark: _Toc510127616][bookmark: _Toc510127708][bookmark: _Toc510161514][bookmark: _Toc510162112][bookmark: _Toc510171486][bookmark: _Toc510171578][bookmark: _Toc510171689][bookmark: _Toc510174137][bookmark: _Toc510174341][bookmark: _Toc510417988][bookmark: _Toc510418082][bookmark: _Toc510418490][bookmark: _Toc510418796][bookmark: _Toc510423266][bookmark: _Toc510423361][bookmark: _Toc510423456]
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UNIT DESCRIPTION & FACILITY INFORMATION
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[bookmark: _Toc220405426]SUCCESSION PLANNING
1. [bookmark: _Toc220405427]Orders of Succession: Next In Line to Lead
Orders of Succession are essential in the event that Unit leadership is permanently unavailable (e.g., position is vacant) or incapable (e.g., on vacation or on extended leave) of performing their legally authorized duties, roles, and responsibilities. In other words, the Orders of Succession outline those who are next in line to lead the Unit or key areas of the Unit. 
[bookmark: _Toc220405428]List of Successors 
	Key Unit Position Title
	Responsibilities
	Power Limitations of Successor
	Primary Successor
	Secondary Successor

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	


[bookmark: _Toc220405429]Succession Procedures
[Insert succession procedures that explain how staff will be informed of leadership changes and describe how and when the temporary leadership arrangement will end.]
For assistance in drafting the Succession Procedures, please contact the Department if Emergency Management at em@fau.edu. 


[bookmark: _Toc211329366][bookmark: _Toc211330093][bookmark: _Toc220405430]Delegations of Authority: Who’s Allowed to Approve Things
Delegations of Authority is the formal process of assigning specific duties and decision-making powers from one individual to another to ensure that critical functions can continue when the primary individual is unavailable. In other words, delegations of authority outlines who is allowed to approve things when the primary person responsible is permanently unavailable (e.g., position is vacant) or incapable of performing their legally authorized duties, roles, and responsibilities (e.g., on vacation or on extended leave) . 
	[bookmark: _Hlk211264287]Authority Type
	Person In Charge (Day-To-Day)
	Alternate(s) Who Can Make This Decision
	Does the Alternate Have Access to do This?
	What Conditions Would Require the Alternate to Step In?

	Signatory Authority
	
	
	
	

	Closing Office
	
	
	
	

	Making Purchases
	
	
	
	

	Granting Leave
	
	
	
	

	Approve Hiring for Budgeted Positions
	
	
	
	



[bookmark: _Hlk211426988]SUCCESSION PLANNING
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[bookmark: _Toc220405431]NOTIFICATION OF COOP OPERATIONS
It is the responsibility of primarily [INSERT POSITION TITLE] and secondarily [INSERT POSITION TITLE] to communicate and notify Unit staff of an emergency causing a disruption to Unit operations that required the activation of the UCOOP. 
[bookmark: _Hlk214546540][Insert protocol for a tiered system to notify the staff and appropriate personnel of changes to the operations of the Unit and activation of the COOP Plan. The protocol should address (1) who will communicate alternate operations status to Unit personnel, including student staff, (2) instructions regarding work assignment, location, hours, and who to report to, (3) how additional information will be made available, and (4) a schedule for information updates.]

For assistance in drafting the Notification of COOP Operations Procedures, please contact the Department if Emergency Management at em@fau.edu. 


	Redundant Notification/Communication Methods 

	Primary Method
	

	Secondary Method
	

	Tertiary Method
	



	COOP Notification Preparation Checklist

	Task
	Yes
	  No
	Record Date of Completion/Notes

	Do all employees have access to the redundant notification/communication methods mentioned above?
	☐	☐	

	Has the Unit considered how it will update its Unit website to showcase changes in operational status or location change?
	☐	☐	

	Has the protocol listed above been communicated to all employees?
This should be updated on a semesterly basis, or when staff changes occur. 
	☐	☐	





[bookmark: _Hlk211427027]NOTIFICATION OF COOP OPERATIONS
UCOOP	Version Date: JANUARY 2026	2

1. [bookmark: _Toc220405432]Relocation Kit 
In the event of a disruption that requires the Unit to temporarily relocate its office and its operations, having a well-prepared and easily accessible relocation kit is essential to maintaining continuity and minimizing downtime. A relocation kit is a collection of critical documents, equipment, and supplies necessary to quickly establish functional operations at an alternate site. 
	Relocation Kit Preparation Checklist

	Task
	Yes
	  No
	Notes/Comments 

	Does the Unit have a Relocation Kit?
	☐	☐	

	COMPLETE THE SECTION BELOW IF THE ANSWER TO THE PREVIOUS QUESTION IS YES

	Have essential documents and records been identified and included in the relocation kit?
	☐	☐	

	Is the Unit’s Phone Tree included in the relocation kit?
	
	
	

	Does the relocation kit contain necessary IT equipment (laptops, chargers, external drives)?
	☐	☐	

	Is there sufficient office supplies (pens, paper, forms, binders) in the relocation kit?
	☐	☐	

	Is the relocation kit stored in a secure, easily accessible location?
	☐	☐	

	Is the relocation kit reviewed and updated regularly?
This should be performed on a semesterly basis.
	☐	☐	
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[bookmark: _Toc220405433]ESSENTIAL FUNCTIONS 
Essential Functions are the most important operations that must continue during an emergency or be restored quickly afterward. They are not all of a Unit’s daily tasks—just the most critical ones.
In an emergency, these functions will be reviewed and prioritized based on the situation. Priorities may shift as the response and recovery evolve. That’s why it’s important for each Unit to clearly identify its essential functions and keep all supporting plans and resources up to date.
1. [bookmark: _Toc220405434]Levels of Criticality 
The University has implemented a four-tier criticality rating to further codify, operationalize, and categorize essential functions in alignment with the priorities and objectives of the University when facing an emergency or disruption, which are shown in Figure 1. 

Figure 1 Levels of Criticality
[bookmark: _Toc220405435]Essential Functions Creation Assistance 
[bookmark: _Hlk214548456]It is the responsibility of [INSERT UNIT NAME] to input Unit-specific information in the following sections to support the continuity of the Unit’s operations. 
The creation of essential functions should be a Unit-based team activity. Units who are in need of assistance in creating essential functions can schedule a planning session with the Department of Emergency Management.


ESSENTIAL FUNCTIONS
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	[bookmark: _Toc163831801][bookmark: _Toc220405436]ESSENTIAL FUNCTION #1: [INSERT FUNCTION NAME]

	Description: 
	

	Function Category:
	Choose an item.
	Responsible Position(s): 
	Primary 
	

	
	Alternate
	

	
	Tertiary
	

	
	Quaternary
	

	Level of Criticality 
	Choose an item.
	Regulatory or Legal Requirements:
	

	Primary Facilities
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Alternate Facilities to Execute this Function
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Number and Type of Personnel Required to Execute this Function

	Full-time
	Part-time
	Student
	Notes

	
	
	
	



	Institutional Impacts

	Area
	Applicability
	Describe the issues that would be created.

	Financial Loss
	Choose an item.	

	Would this function directly cause penalties or fines for the institution? 
	Choose an item.	

	Legal/Compliance Loss
	Choose an item.	

	Impact on Employees and/or  Students
	Choose an item.	

	Life Safety 
	Choose an item.	

	Reputational Loss
	Choose an item.	



	Dependences - Supporting Elements

	Internal Dependencies
	Unit(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	

	External Dependencies
	Provider(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	Units That Depend on This Function
	Unit(s)
	Function(s)
	Comments

	
	
	
	

	
	
	
	

	Cooperative Arrangements and/or Memoranda of Understandings

	Title
	Location
	Purpose
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	Technology Requirements (Software & Applications)

	Application
	Maximum Acceptable Downtime
	Use
	Workaround(s)

	
	
	
	

	
	
	
	

	
	
	
	

	Vital Files, Records, or Databases Required

	Name
	Type
	Media
	Location
	Off-Site Storage

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Special Equipment/Devices/Resources
	
	
	

	Item
	Quantity
	Location
	Special Requirements

	
	
	
	

	
	
	
	

	
	
	
	





	[bookmark: _Hlk211262795]Recovery Strategies Considerations – Essential Function #1

	Task
	Yes
	  No
	Notes/Comments 

	Staff Availability 

	Does this function depend on one or two individuals with unique skills?
	☐	☐	

	Can this function still be performed if 50% of staff are unavailable for an extended period?
	☐	☐	

	Have backup staff or cross-trained team members been identified?
	☐	☐	

	Are procedures and instructions documented so others can temporarily perform this function?
	☐	☐	

	Can this function be performed with some or all staff working remotely?
	☐	☐	

	Loss of Network Access

	Can this function continue if the University’s data network is unavailable?
	☐	☐	

	Are critical files or data backed up and accessible offline?
	☐	☐	

	Policy Exceptions

	Would current policies need to be waived or modified to implement your recovery plan?
	☐	☐	

	Have those potential policy exceptions been identified?
	☐	☐	

	Do you know who has the authority to approve those exceptions?
	☐	☐	

	Other Risks / Vulnerabilities

	Is there anything else that could stop this function from being performed?
	☐	☐	

	Have those been addressed in your continuity planning?
	☐	☐	





	[bookmark: _Toc220405437]ESSENTIAL FUNCTION #2:  [INSERT FUNCTION NAME]

	Description: 
	

	Function Category:
	Choose an item.
	Responsible Person(s): 
	Primary 
	

	
	Alternate
	

	
	Tertiary
	

	
	Quaternary
	

	Level of Criticality 
	Choose an item.
	Regulatory or Legal Requirements:
	

	Primary Facilities
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Alternate Facilities to Execute this Function
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Number and Type of Personnel Required to Execute this Function

	Full-time
	Part-time
	Student Position
	Notes

	
	
	
	



	Institutional Impacts

	Area
	Applicability
	Describe the issues that would be created.

	Financial Loss
	Choose an item.	

	Would this function directly cause penalties or fines for the institution? 
	Choose an item.	

	Legal/Compliance Loss
	Choose an item.	

	Impact on Employees and/or  Students
	Choose an item.	

	Life Safety 
	Choose an item.	

	Reputational Loss
	Choose an item.	



	[bookmark: _Hlk219891275]Dependences - Supporting Elements

	Internal Dependencies
	Unit(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	External Dependencies
	Provider(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	Units That Depend on This Function
	Unit(s)
	Function(s)
	Comments

	
	
	
	

	
	
	
	

	Cooperative Arrangements and/or Memoranda of Understandings

	Title
	Location
	Purpose
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	Technology Requirements (Software & Applications)

	Application
	Maximum Acceptable Downtime
	Use
	Workaround(s)

	
	
	
	

	
	
	
	

	
	
	
	

	Vital Files, Records, or Databases Required

	Name
	Type
	Media
	Location
	Off-Site Storage

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Special Equipment/Devices/Resources
	
	
	

	Item
	Quantity
	Location
	Special Requirements

	
	
	
	

	
	
	
	

	
	
	
	




	[bookmark: _Hlk211262891]Recovery Strategies Considerations – Essential Function #2

	Task
	Yes
	  No
	Notes/Comments 

	Staff Availability 

	Does this function depend on one or two individuals with unique skills?
	☐	☐	

	Can this function still be performed if 50% of staff are unavailable for an extended period?
	☐	☐	

	Have backup staff or cross-trained team members been identified?
	☐	☐	

	Are procedures and instructions documented so others can temporarily perform this function?
	☐	☐	

	Can this function be performed with some or all staff working remotely?
	☐	☐	

	Loss of Network Access

	Can this function continue if the university’s data network is unavailable?
	☐	☐	

	Are critical files or data backed up and accessible offline?
	☐	☐	

	Policy Exceptions

	Would current policies need to be waived or modified to implement your recovery plan?
	☐	☐	

	Have those potential policy exceptions been identified?
	☐	☐	

	Do you know who has the authority to approve those exceptions?
	☐	☐	

	Other Risks / Vulnerabilities

	Is there anything else that could stop this function from being performed?
	☐	☐	

	Have those been addressed in your continuity planning?
	☐	☐	






	[bookmark: _Toc220405438]ESSENTIAL FUNCTION #3: [INSERT FUNCTION NAME]

	Description: 
	

	Function Category:
	Choose an item.
	Responsible Person(s): 
	Primary 
	

	
	Alternate
	

	
	Tertiary
	

	
	Quaternary
	

	Level of Criticality 
	Choose an item.
	Regulatory or Legal Requirements:
	

	Primary Facilities
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Alternate Facilities to Execute this Function
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Number and Type of Personnel Required to Execute this Function

	Full-time
	Part-time
	Student
	Notes

	
	
	
	



	Institutional Impacts

	Area
	Applicability
	Describe the issues that would be created.

	Financial Loss
	Choose an item.	

	Would this function directly cause penalties or fines for the institution? 
	Choose an item.	

	Legal/Compliance Loss
	Choose an item.	

	Impact on Employees and/or  Students
	Choose an item.	

	Life Safety 
	Choose an item.	

	Reputational Loss
	Choose an item.	



	[bookmark: _Hlk219891491]Dependences - Supporting Elements

	Internal Dependencies
	Unit(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	External Dependencies
	Provider(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	Units That Depend on This Function
	Unit(s)
	Function(s)
	Comments

	
	
	
	

	
	
	
	

	Cooperative Arrangements and/or Memoranda of Understandings

	Title
	Location
	Purpose
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	Technology Requirements (Software & Applications)

	Application
	Maximum Acceptable Downtime
	Use
	Workaround(s)

	
	
	
	

	
	
	
	

	
	
	
	

	Vital Files, Records, or Databases Required

	Name
	Type
	Media
	Location
	Off-Site Storage

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Special Equipment/Devices/Resources
	
	
	

	Item
	Quantity
	Location
	Special Requirements

	
	
	
	

	
	
	
	

	
	
	
	




	Recovery Strategies Considerations – Essential Function #3

	Task
	Yes
	  No
	Notes/Comments 

	Staff Availability 

	Does this function depend on one or two individuals with unique skills?
	☐	☐	

	Can this function still be performed if 50% of staff are unavailable for an extended period?
	☐	☐	

	Have backup staff or cross-trained team members been identified?
	☐	☐	

	Are procedures and instructions documented so others can temporarily perform this function?
	☐	☐	

	Can this function be performed with some or all staff working remotely?
	☐	☐	

	Loss of Network Access

	Can this function continue if the university’s data network is unavailable?
	☐	☐	

	Are critical files or data backed up and accessible offline?
	☐	☐	

	Policy Exceptions

	Would current policies need to be waived or modified to implement your recovery plan?
	☐	☐	

	Have those potential policy exceptions been identified?
	☐	☐	

	Do you know who has the authority to approve those exceptions?
	☐	☐	

	Other Risks / Vulnerabilities

	Is there anything else that could stop this function from being performed?
	☐	☐	

	Have those been addressed in your continuity planning?
	☐	☐	
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[bookmark: _Toc220405439]NON-ESSENTIAL FUNCTIONS
Non-Essential Functions are functions that the Unit performs that are not critical to the Unit’s operations and do not need to be rapidly resumed should there be a disruption to Unit and/or University operations. Referencing the Levels of Criticality, these would fall under the category of Deferrable (Level 4) wherein the function can be resumed in thirty (30) days or more. 
[bookmark: _Toc220405440]Non-Essential Functions Creation Assistance 
It is the responsibility of [INSERT UNIT NAME] to input Unit-specific information in the following sections to support the continuity of the Unit’s operations. 
The creation of said functions should be a Unit-based team activity. Units who are in need of assistance in creating non-essential functions can schedule a planning session with the Department of Emergency Management.
	[bookmark: _Toc220405441][bookmark: _Hlk214549259]NON-ESSENTIAL FUNCTION #1: [INSERT FUNCTION NAME]

	Description: 
	

	Function Category:
	Choose an item.
	Responsible Person(s): 
	Primary 
	

	
	Alternate
	

	
	Tertiary
	

	
	Quaternary
	

	Level of Criticality 
	Deferrable (<30 Days)
	Regulatory or Legal Requirements:
	

	Primary Facilities
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Alternate Facilities to Execute this Function
	Campus(es)
	
	Building(s):
	
	Room(s):
	

	Number and Type of Personnel Required to Execute this Function

	Full-time
	Parti-time
	Student
	Notes

	
	
	
	



	Institutional Impacts

	Area
	Applicability
	Describe the issues that would be created.

	Financial Loss
	Choose an item.	

	Would this function directly cause penalties or fines for the institution? 
	Choose an item.	

	Legal/Compliance Loss
	Choose an item.	

	Impact on Employees and/or  Students
	Choose an item.	

	Life Safety 
	Choose an item.	

	Reputational Loss
	Choose an item.	



	Dependences - Supporting Elements

	Internal Dependencies
	Unit(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	External Dependencies
	Provider(s)
	Contact
	Email
	Phone
	Description of Service/Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	Units That Depend on This Function
	Unit(s)
	Function(s)
	Comments

	
	
	
	

	
	
	
	

	Cooperative Arrangements and/or Memoranda of Understandings

	Title
	Location
	Purpose
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	Technology Requirements (Software & Applications)

	Application
	Maximum Acceptable Downtime
	Use
	Workaround(s)

	
	
	
	

	
	
	
	

	
	
	
	

	Vital Files, Records, or Databases Required

	Name
	Type
	Media
	Location
	Off-Site Storage

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Special Equipment/Devices/Resources
	
	
	

	Item
	Quantity
	Location
	Special Requirements

	
	
	
	

	
	
	
	

	
	
	
	



	Recovery Strategies Considerations – Non-Essential Function #1

	Task
	Yes
	  No
	Notes/Comments 

	Staff Availability 

	Does this function depend on one or two individuals with unique skills?
	☐	☐	

	Can this function still be performed if 50% of staff are unavailable for an extended period?
	☐	☐	

	Have backup staff or cross-trained team members been identified?
	☐	☐	

	Are procedures and instructions documented so others can temporarily perform this function?
	☐	☐	

	Can this function be performed with some or all staff working remotely?
	☐	☐	

	Loss of Network Access

	Can this function continue if the university’s data network is unavailable?
	☐	☐	

	Are critical files or data backed up and accessible offline?
	☐	☐	

	Policy Exceptions

	Would current policies need to be waived or modified to implement your recovery plan?
	☐	☐	

	Have those potential policy exceptions been identified?
	☐	☐	

	Do you know who has the authority to approve those exceptions?
	☐	☐	

	Other Risks / Vulnerabilities

	Is there anything else that could stop this function from being performed?
	☐	☐	

	Have those been addressed in your continuity planning?
	☐	☐	


[bookmark: _Toc220405442]
RECONSTIUTION PROCEDURES
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RECONSTITUTION PROCEDURES
1. [bookmark: _Toc220405443]Resumption of Normal Operations
Reconstitution entails ending alternate operations and returning to a non-emergency status, or normal operations. Implementation actions associated with reconstitution include:
· Instructing personnel on how to demobilize resources and resume normal operations;
· Supervising an orderly return to the normal operating facility, a move to another temporary facility, or a move to a new permanent operating facility;
· Verifying that all systems, communications, and other required capabilities are available to allow operations of essential services at the new or restored facility; and
· Conducting an after-action review.
[bookmark: _Hlk214549445]It is the responsibility of [INSERT UNIT LEADERSHIP POSITION] to develop Reconstitution Procedures for the Unit. 
[bookmark: _Toc220405444]After-Action Report (AAR)
Activation of this Plan requires an after-action review process. Led by the [INSERT UNIT LEADERSHIP POSITION], this involves the participation and input of appropriate stakeholders to describe the Incident, identification of strengths, weaknesses, and gaps regarding the Unit’s COOP process. As a result, an improvement plan is developed to outline strategies for corrective actions and the responsible parties/units to implement such actions. The objective is to improve the Unit’s COOP process, which may include changes to policy, plans, and procedures, training or retraining staff, procurement of commodities or contractual services, establishing agreements, etc. 


[bookmark: _Toc220405445]TRAINING, EXERCISE & PLAN MAINTENANCE
1. [bookmark: _Toc220405446]Training  & Exercise
Educating, training, testing, and exercising allow employees of the [INSERT NAME OF UNIT] to familiarize themselves with their roles and responsibilities during an emergency, ensure that systems and equipment are maintained in a constant state of readiness, and validate specific aspects of the program/plan. 
It is the responsibility of [INSERT POSITION TITLE OF UNIT LEADERSHIP] to ensure that [INSERT NAME OF UNIT] staff are knowledgeable regarding their Units’ emergency plans and procedures.
The following are training and exercise suggestions for the Unit – points of contacts for each Training Type is listed with name of the training. 
	Training Type
	Description
	Record Date of Completion/Notes

	Response Training

Training – Seminar 
In-person with the Department of Emergency Management
	This awareness-level offering is designed to develop a conversation on what the risks, vulnerabilities, and disasters we may face as a community are, and builds upon this by discussing response actions that can be taken to protect yourself and those around you. 
	

	Unit Planning Training

Training – Seminar
Virtual with the Department of Emergency Management 
	This general session is designed for individuals who are leading or participating for the first time in developing a Unit Emergency Response Plan (UERP) or Unit Continuity of Operations Plan (UCOOP).
	

	Relocation Drills 

Exercise – Operations-based 
In-person with the Department of Emergency Management 
	This is an operations-based exercise wherein the Unit performs an announced or unannounced drill to test the activation of the COOP and the movement of the Unit to its pre-established alternate facilities. 
	

	COOP Tabletop Exercise 

Exercise – Discussion-based
In-person with the Department of Emergency Management 
	These are designed and tailored to specific participants and create an environment where individuals can assess their prior COOP planning and preparedness efforts. 
	



[bookmark: _Toc220405447]Plan Maintenance
The [INSERT NAME OF UNIT] facilitated the development of the Plan with participation from the [INSERT POSITION TITLE OF UNIT LEADERSHIP] and appropriate Unit staff. Revisions to this Plan will be on an "as needed" basis following actual events, exercises, or additions to governing laws or regulations, or periodic review of the Plan by the [INSERT NAME OF UNIT].
The Plan will undergo formal review by the [INSERT NAME OF UNIT] with consultation from the [INSERT POSITION TITLE OF UNIT LEADERSHIP] on an annual basis. 
	Plan Maintenance Checklist

	Task
	Yes
	  No
	Record Date of Completion/Notes

	Has this Unit elicited input from all employees (including student staff) regarding the effectiveness and usability of this Plan?
	☐	☐	

	Have post-incident critiques and recommendations from the past year been considered when revising this Plan?
	☐	☐	

	Have recommendations from previous exercises and training from the past year been considered when revising this Plan?
	☐	☐	
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[bookmark: _Toc220405448]APPENDIX I: COOP IMPLEMENTATION PROCEDURES CHECKLIST
The intent of the COOP Implementation Procedures Checklist is to provide a guide for Units to complete specific tasks to execute the contents of this plan during an emergency. 
In preparation of an emergency, Units are encouraged to tailor this Checklist to Unit-specific needs and operations. 
	ACTIVATION OF COOP

	TASK
	TASK OWNER

	☐	Activate Unit’s COOP.
	

	☐	If necessary, invoke the Succession Plan.
	

	☐	Initiate notification using the Unit’s Phone Tree or COOP Notification Procedures. 
	

	☐	Convene a Unit meeting at a predetermined alternate site.
	

	☐	Determine which essential functions have been affected.
	

	☐	Assemble supporting elements required for re-establishing and performing essential functions at the alternate facility location (i.e., Relocation Kit):
· Records and databases
· Critical technology
· Critical equipment
	

	☐	Communicate with external contacts and vendors, as appropriate.
	

	☐	Take appropriate preventive measures to protect other equipment that will not be relocated.
	

	☐	Arrange for computer connectivity and phone line transfers to the designated alternate facility, if applicable. 
	

	☐	Ensure go-kits are complete and ready for transfer. 
	

	☐	Essential personnel begin movement to the alternate facility. 
	

	☐	Develop and deliver status reports to Unit and/or Division Leadership. 
	

	☐	Notify remaining staff and appropriate personnel of the movement to the alternate location or alternate work arrangements. 
	

	ALTERNATE OPERATIONS

	TASK
	TASK OWNER 

	☐	Prioritize essential functions. Consider modified business hours & service. 
	

	☐	Notify customers and supporting Units of operations to shift to alternate operations, as appropriate. 
	

	☐	Track the status and restoration efforts of all essential functions.
	

	☐	Develop and deliver a status report as the status of restoration efforts changes. 
	

	☐	Track all related cost recovery efforts (i.e., damage assessment, labor tracking, emergency purchases). 
	

	RECONSTITUTION

	TASK TITLE
	TASK OWNER

	☐	Conduct transition of all functions, personnel, and equipment from the alternate location back to the designated facility or new facility for Unit operations. 
	

	☐	Schedule and conduct initial debrief with staff.
	





Mission Critical (Level 1) – Meets the parameters of being mission critical, and a recovery time objective typically between 0 to 24 hours. Mission critical are those functions that have the likelihood to impact or support:


Moderate (Level 3) – A typical recovery time objective between 11 to 30 days.


Deferable (Level 4) – A typical recovery time objective beyond 30+ days.


The health and safety of the University community,


The ability to stabilize or resolve an incident, including providing basic care services,


The protection of facilities, infrastructure, and the environment, or


Support the mission and vision of the University while having a regulatory/contractual/or legal requirement and could impact the reputation of the University.


Critical (Level 2) – A typical recovery time objective between 2 to 10 days.


LEVELS OF CRITICALITY
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