	[image: A picture containing text, sign

Description automatically generated]
	College/Department Name
Continuity of Operations Planning Guide




College/Major Area/Department/Unit Name
Campus or REC Location(s) and/or Facilities Occupied
Planning and Preparedness
Primary Mission Essential Functions
Primary Mission Essential Functions (PMEFs) are those functions that need to be continuous or resumed within 24 hours or less after an event/emergency and maintained for up to 30 days or until normal operations can be resumed. The departments and units identified in WSU’s Emergency Support Functions (ESFs) table assume primary responsibility for maintaining PMEFs at the campus and university level.
To promote emergency response planning, identify your college/area/department/unit PMEFs below that must be addressed within 24 hours of an emergency (add more rows as needed):
	Table 1. Primary Mission Essential Functions

	PMEFs
	Description

	1
	

	2
	

	3
	

	4
	



Based upon the list above, coordinate with the departments/units identified in the ESFs table to ensure operational continuity. Examples include ensuring critical equipment is supplied with backup power or research animals receive care, etc. 

Continuity of Operations (COOP) Core Response Team
Review the following college/area/department/unit COOP plan and identify COOP Core Response Team personnel. University and campus ESFs will use this list to liaison with your college/area/department/unit. These personnel will assist with adapting your college/area/department/unit to an event/emergency and with the transition to recovery. The emergency contact information identified below must provide for emergency communication during and outside of normal work hours. Some areas/departments/units may not have personnel, or backup personnel assigned to each of the positions listed, and one individual may fulfill multiple roles, this is entirely acceptable; however, please ensure sufficient crossover training among personnel to enable an effective response.
	Table 2. COOP Core Response Team

	College/Area/Department/Unit Personnel
	Name:
	Emergency Phone:
	E-mail:

	Executive Officer, Principal Administrator, Department Chair, Director:
	 
	 
	 

	Designated COOP Coordinator:
	 
	 
	 

	Backup COOP Coordinator:
	 
	 
	 

	Facilities Liaison or Manager:
	 
	 
	 

	Backup Facilities Liaison or Manager:
	 
	 
	 

	Information Technology Liaison or Manager:
	 
	 
	 

	Backup Information Technology Liaison or Manager:
	 
	 
	 

	Human Resources Liaison or Manager:
	 
	 
	 

	Backup Human Resources Liaison or Manager:
	 
	 
	 

	Safety Liaison or Manager:
	 
	 
	 

	Backup Safety Liaison or Manager:
	 
	 
	 

	Budget/Finance Manager:
	 
	 
	 

	Backup Budget/Finance Manager:
	 
	 
	 

	Communications Coordinator/Manager:
	 
	 
	 

	Backup Communications Coordinator/Manager:
	 
	 
	 



Please email pages 1 and 2 identifying PMEFs and the COOP Core Response Team members and contacts to emergencymanagement@wsu.edu. WSU Emergency management will review your PMEFs and engage ESFs for planning support. The following pages provide planning guidance for response to and recovery from emergent events. 


Response and Recovery
College/Area/Department/Unit Response and Recovery Plan
	Table 3. Response and Recovery Guidance

	Step #
	Step
	Step Detail
	Additional Resources
	Core Response Team Members Responsible

	1
	Contact COOP Core Response Team members and arrange for a meeting.
	Contact team members (see separate contacts list for contact information) or their alternates and arrange a meeting.

	Telephone
Computer and internet – email, Microsoft Teams
COOP Core Response Team contact information – consider prepopulating e-mail groups and/or Teams chats with COOP Core Response Team contacts.
	COOP Coordinator:
Back up:
College/Area/Department/Unit Executive Officer/Principal Administrator/Department Chair/Director: 

	2
	COOP Response Team meets and evaluates emergency’s effects/impacts upon operational resources.
	Meet with COOP Response Team members assess impacts/affects upon resources under their control, including:
· People
· Facilities
· Operational Infrastructure
· Research
· Animals, etc.  
Based on the situation, engage Campus ESFs for assistance as needed. 
	Meeting location
Telephone
Microsoft Teams
Zoom
Consider prepopulating e-mail groups and/or Teams chats with COOP Core Response Team contacts.

	COOP Coordinator:
Back up:
Facilities Manager/Coordinator:
IT Manager:
College/Area/Department/Unit Executive Officer/Principal Administrator/Department Chair/Director:
College/Area/Department/Unit Human Resources Manager:
College/Area/Department/Unit Safety Liaison or Manager:
Financial Manager:

	3
	Engage WSU and campus Emergency Support Functions (ESFs) responsible for the affected areas above. 
	Reference WSU/Campus ESFs and contacts table. Prioritize impacts and affected areas that if not addressed immediately could result in further harm/damage. Next, prioritize operationalizing systems and infrastructure that help to maintain service to critical functions, bridging the gap from recovery to “new” normal operating conditions.
	ESFs Contact Table
Telephone
IT/Internet Connectivity
Facilities
	COOP Coordinator:
Back up:
Facilities Manager/Coordinator:
IT Manager:
College/Area/Department/Unit Executive Officer/Principal Administrator/Department Chair/Director:
College/Area/Department/Unit Human Resources Manager:
College/Area/Department/Unit Safety Liaison or Manager:
Financial Manager: 

	4
	Establish emergency operating protocols based upon functionality and resource availability to support critical functions within operational limitations. 
	When conditions affect people or significant portions of campus or facilities, remote work may be necessary. Some personnel may not be available. After activating/engaging WSU/Campus ESFs, to the extent feasible, without endangering personnel, utilize internal support functions to enhance operationality.
	Telephone
IT/Internet Connectivity
College/Area/Department/Unit administration and resources
	COOP Coordinator:
Back up:
Facilities Manager/Coordinator:
IT Manager:
College/Area/Department/Unit Executive Officer/Principal Administrator/Department Chair/Director:
College/Area/Department/Unit Human Resources Manager:
College/Area/Department/Unit Safety Liaison or Manager:
Financial Manager: 

	5
	Notify and update users as systems become available.
	Maintain communication with outside users to update them of systems and operational status. Update staff and users as systems become available.
	Computers
IT/Internet Connectivity
College/Area/Department/Unit administration and resources
Telephones
	Communications Coordinator/Director:
Back up:
COOP Coordinator
Back up:

	Some emergencies may render campus and/or facilities inaccessible as identified in step 4. When conditions improve, and at the direction of Incident Command in collaboration with WSU ESFs, perform the following steps when returning to campus facilities. 

	6
	Identify damage to infrastructure/facilities/areas/equipment.
	Walk through College/Area/Department/Unit facilities. Assess extent of damage to infrastructure, areas, equipment, and facilities. 
	ESF #2
ESF #3
ESF #10
IT/Internet Connectivity
College/Area/Department/Unit administration and resources
	COOP Coordinator:
Back up:
Facilities Manager/Coordinator:
Back up:
IT Manager:
College/Area/Department/Unit Safety Liaison or Manager:
Specialized College/Area/Department/Unit personnel:

	7
	Return personnel to campus/facilities as space and capability become available.  
	As space becomes available and as capability increases, the director, or designee, will direct the human resources manager to contact and relocate staff as necessary. 
	Facilities
IT/Internet Connectivity
Computers
Staff contact information
Telephone
	College/Area/Department/Unit Executive Officer/Principal Administrator/Department Chair/Director:
Human Resources Manager:
Back up:
Facilities Manager/Coordinator

	8
	Notify and update users as systems become available.
	Maintain communication with outside users to update them of systems status.  Update staff and users as systems become available.
	Computers
IT/Internet Connectivity
Telephones
	Communications Coordinator/Director:
Back up:
COOP Coordinator:

	9
	Resume Normal Operations  
	When all systems have been restored, resume normal operations.
	Normal, “new” normal operating support systems, facilities, and personnel
	College/Area/Department/Unit Executive Officer/Principal Administrator/Department Chair/Director:
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