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I.
PURPOSE:

To assure the Department is able to provide essential functions in the event of a major disruption, each Division should have a Continuity of Operations (COOP) Plan.  Supervisors must be familiar with their Division’s plan and each employee must know their responsibilities if the plan is activated. 
II.
SCOPE:

Department-wide.

III.
POLICY:

Supervisors are expected to participate in departmental and divisional COOP activities. Supervisors are also responsible for informing staff of their roles and responsibilities and assuring staff participation in all phases of continuity of operations. 

At a minimum, this means supervisors should:

1) Know their program or unit’s essential functions, who performs those functions, and where their Division’s COOP plan is located; 
2) Assure that current, written instructions are available for their employees if those employees need to contact alternate staff to perform essential functions;

3) 
Have a method to contact their staff during non-work hours, and ensure staff is aware of the method; 

4) 
Identify and document vital records, equipment, successors and systems necessary to carry out their program or unit’s essential functions; and,

5)  
Review and update staff duties periodically to assure employees understand their roles as they relate to the COOP phases of planning, preparedness, response and recovery.
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