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Definition of COOP
Continuity Planning is an effort to ensure that the 
capability exists to continue essential functions 
across a wide range of potential emergencies.
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Emergency Response and 
Recovery During an Incident
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Institutional Continuity Plan

Worksheets, Contact 
List, Supporting 

Documents

Alternate work 
procedures. Roles & 

Responsibilities 

Overall guidance and 
purpose (Continuity & 

Recovery Group)

Continuity of 
Opera& 
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Departmental Template
• Augment the Institutional Plan
• Formstack

• Emergency Contacts and Alternates
• Critical/Essential Department Operations 

(in order of importance)
•
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Critical/Essential Department Operations 
(In Order of Importance)
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Essential Resources/Supplies Required for 
Maintaining Department’s Critical Operations
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Department’s Internal Communication Plan in 
the Event of an Emergency
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Essential Contract Services Required for 
Maintaining Department’s Critical Operations
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Additional Department Staff Information
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Section XIII: Testing, Training, & Exercise

Example Worksheet

Action Responsible Position Frequency Tentative Schedule
Staff Orientation Meeting Director Annually March

Exercise/Drill (Call Tree Drill, Work from Home 
Drill, Table-Top Exercise, etc.)

Director Annually May

Plan Review Director Annually January

Worksheet I - Testing, Training and Exercise
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Section XIV: Plan Maintenance

Activity Tasks Frequency
Plan update & 
certification

Review entire plan for accuracy. 
Incorporate lessons learned and changes in 
policy and philosophy.  
Manage distribution.

Annually 

Maintains orders of 
succession and 
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Questions
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