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[bookmark: _Toc158201916]Introduction
A disaster can strike at any time and do significant harm. It could interrupt the organization and result in community service disruption and/or revenue loss. It can be advantageous to have a strong Continuity of Operations Plan (COOP) that will enable you to launch your organization as soon as possible. The following steps are essential in creating and developing an organizational continuity plan: COOP

a. Identifying your threats
b. Identify staff and roles for support in an emergency
c. Identify critical operations to maintain and how
d. Identify your critical organizational documents 
e. Educate your staff on the organization plan and conduct trainings

 
There are many key components to develop an organizational plan that will help protect your employees, volunteers, and your organization. Two goals to keep in mind at every step while creating your plan are:
a. Protect employee’s safety
b. Protect your organization’s key functions
Pro Tip
Having the proper tools in place is important in protecting your organization. For example, do you have insurance that will protect your organization from different disasters. It would be best to check in with your insurance and have an understanding how much and what they will cover in case you have to make any changes. 
[bookmark: _Toc158201917]Plan Development 
The first step in developing this plan is identifying what the threats are to your organization. Knowing what kind of threats you could experience will give you an understanding how you can prepare for an emergency. Brainstorming with a group of key leaders is a great way to start identifying the threats and getting an idea on how to prepare for a variety of hazards. 
[bookmark: _Toc158201918]What are Your Threats?
What are going to be the biggest threats when it comes to your organization? There are likely a number of different types of hazards that can threaten your organizations. With each consider your particular operation and how these may affect your ability to do business. (We filled in the most common for you)
Pro Tip
Check out this website for more information on types of threats that may cause business interruption https://www.ready.gov/business . For local information check out our hazard mitigation plan for Sonoma County https://permitsonoma.org/hazard-mitigation 





	Threat
	 Potential Disruption

	Flood
	Building damage, client and staff dislocation, community stress

	Wildfire
	

	Earthquake
	

	Dam Failure
	

	
	

	
	

	
	

	
	


Table 1
[bookmark: _Toc158201919]What type of services are you providing in a disaster? 
What will you need when a disaster happens. Will you need gift cards to help the people that are in need? Will you provide mental health services to the people that were affected by the disaster? You can list the services you can offer in the space provided in the table below.
	Possible Resources 
	Vendor/provider
	What will you need?

	Gift Cards
	 
	

	Mental Health Services
	
	

	Housing Support
	
	

	Food Support
	
	

	
	
	


Table 2
[bookmark: _Toc158201920]Employees/Volunteers 
[image: ]Your first priority is to make sure that your employees/volunteers are safe. Your organization will need leaders who will oversee the COOP operation. These leaders must be dependable and capable of handling high stress environments. Appoint a COOP Manager to lead the plan development and put the plan in action. The COOP Manager may not be the organization’s leader, who will potentially have other duties in a disaster. The COOP manager should assess the operations' efficacy and determine what resources are required to increase its durability.  
Employees and volunteers are essential to an organization. The number one goal in your organization is to make sure that your staff and volunteers are safe and in a safe location. Also consider preparedness education for those you will lean on in a disaster- if your staff doesn’t have an emergency plan for their family, it could affect your ability to depend on their assistance in running your organization. 
This is a template to keep your employee’s information and capacities. 	
Pro Tip
Consider how you will continue to pay your employees during a period if your location is shut down.
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	Employee/ Volunteer Name
	Disaster Incident Position
	Telephone Number
	Email Address
	Home Address
	Able to Work in a disaster?
(Y/N)

	
	COOP Manager
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 3
[bookmark: _Toc158201921][bookmark: _Hlk158203889][bookmark: _Hlk147311633]Emergency contacts
	Employee/ Volunteer Name 
	Emergency Contact Name
	Phone Number
	Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 4

It’s a possibility that your COOP manager might not be able to manage your COOP plan. Who is going to be your back up leader? This should be a person who is familiar with the plan and will be able to efficiently manage the plan. 
	Alternate COOP Management
	Contact Information

	
	

	
	


Table 5
[bookmark: _Toc158201930][bookmark: _Toc158201922]

[bookmark: _Hlk158204501]Clients as Volunteers
You have built a relationship with them. These people may have capacity to help if it is needed. They might also be the ones that need help when they don’t have anywhere else to go.
Pro Tip
Have those working with clients consider who might also be a volunteer in a disaster. Get their contact information (see Table 3). 
Mental Health Consideration
[image: ]We tend to focus on the commercial effects of a disaster, but for a moment let's focus on employee and volunteer mental health. Everyone will have a difficult time throughout this period, and after it is finished, there may be some scars. In a disaster employee or their families may lose their homes. How can you make a difference for them? What capacity does your organization have during an event to help with mental stress? After the event, will you offer them some time to recover? When it comes to disasters there are some things that one cannot control, but considering mental health will pay off in the long term for your staff and your organization. 
What are resources in your area that can help your employees and volunteers during those hard times? These are resources that they can use when they need it, and it can be for many different reasons. You want to make sure your staff is taking care of. 



Pro Tip 
Consider adding Hotline numbers such as 24-hour Emergency Mental Health Hotline (800) 746-8181 and North Bay Suicide Prevention Hotline (855) 587-6373. For more hotlines and helplines visit https://sonomacounty.ca.gov/health-and-human-services/health-services/about-us/hotlines-and-helplines

	Type of Resource
	Contact Information/ Location

	Internal Counseling
	

	
	

	
	

	
	

	
	


Table 6
[bookmark: _Toc158201923]Communications 
Where can you obtain emergency information? Make sure you are signed up for your local alerts and County alerts. Find more information on SoCoEmergency.org:  https://socoemergency.org/get-ready/sign-up/ . You can also find information and sign up on your local Nixle alerts and information: https://www.nixle.com/ . It’s important to have a strong communication line with each of the below people because they are critical to your capacity to respond or are looking for answers you can provide. Specific leadership can be assigned to deal with each different category of people. For example, one leader could handle the suppliers and answer their questions as another leader communicates with the employees and staff. 

[image: crisis communications - SideCar PR]














Communications Groups: 
· Customers
· Employees and their families
· Volunteers and their families
· Local news, social media

· Your community  
· Internal Management, directors, donors, and investors
· Government partners 
· 
· Suppliers



	Questions
	Answers

	What will be your primary, secondary, tertiary methods of communication (When time is critical you will want to start with a single point of contact, not your normal multiple channels)?
· Make sure you have a backup plan if cell communications are down. Consider a private Facebook Page, or WhatsApp feed that can work through the internet. 

	

	Have a backup back up that instructs key personnel to show up on site (alternate location too) if basic communications via phone or internet are not possible. 
· Have a clear idea of which staff will be available and which will have commitments (family obligations) that will require them to be unavailable for a period. 

	

	Make sure all information you are passing along is verified and not internet chatter
	


Table 7


	Question
	Answer

	Who is lead communications?

	

	Who is alternate?

	

	What types of information is critical to pass on to staff?

	

	What types of information is critical to pass on to vendors?

	

	What types of information is critical to pass on to volunteers?

	

	How often will you provide updates and at what intervals (specific times can help those without power and services to know when to seek out charging stations and internet to capture messages)?

	


Table 8



Determine ahead of time:
Message Components:
· Keep information factual, try to not add more emotion to the situation.
· [image: ]In all communications include 
· The time, 
· What is happening, 
· What you have recently done (in case they missed previous message) 
· What you are doing now, and what you are planning to do next. This format will help people see a way forward (hope is important) and look at their own situation in these terms. A little progress is progress. 
Sample to Staff:
· Sent via WhatsApp at 10:00am – There has been a 6.8 earthquake centered in Santa Rosa at 6am. Three aftershocks have occurred since then. County Emergency Operations Center has asked all community members to stay off the roads and in their homes for the next 12 hours to assess roads and bridges. Our organization will remain closed for the day, we have sent messages to all who had appointments to inform them and have posted on our Facebook page we will be closed today. We are assessing potential to open tomorrow for critical services (food distribution, gift card distribution) and will decide late today. If you are on the A Emergency Team, you may be asked to report to the office tomorrow morning. Teams B and C will likely be asked to report starting Wednesday. All staff are being paid for normal schedule today. We will have an update on this at 4:00 pm on this channel. Please keep this channel clear of all nonurgent messages. For any questions please reach out to Mary Jo at Mary@XYZnonprofit.com or 7075552121 on WhatsApp. For reliable information on what is happening go to SoCoEmergency.com

Sample to Volunteers:
11am Facebook Post: There has been a 6.8 earthquake centered in Santa Rosa at 6am. Three aftershocks have occurred since then. County Emergency Operations Center has asked all to stay off the roads and in their homes for the next 12 hours to assess roads and bridges. Please stay home for your safety. We will continue to post updates about our location possibly being open to the public.  If you need assistance, please private message through our Facebook messenger. We will answer as we are able and as internet is available. For reliable information on what is happening go to SoCoEmergency.com
Sample to Vendors:
· 11:00am WhatsApp. There has been a 6.8 earthquake centered in Santa Rosa at 6am. Three aftershocks have occurred since then. County Emergency Operations Center has asked all to stay off the roads and in their homes for the next 12 hours to assess roads and bridges. Any deliveries scheduled for today should be canceled. Our organization will remain closed for the day.  We are assessing potential to open tomorrow for critical services (food distribution, gift card distribution) and will decide late today. We will have an update on this at 3:00 pm here on WhatsApp. For any questions, please reach out to Susan at Susan@XYZnonprofit.com or 7075552020 on WhatsApp. For reliable information on what is happening go to SoCoEmergency.com



	Type of Communications
	Audience
	Lead Staff

	Internal Communications
	Facility and staff
	

	External communication 
	Vendors, volunteers, or other business
	


Table 9

What will be your main communication line? Email? IMessage? WhatsApp? Facebook? 
	Main Communication
	Type
	Method

	Internal Communications
	Primary
	

	
	Alternate
	

	External Communications
	Primary
	

	
	Alternate
	

	Other
	Primary
	

	
	Alternate
	


Table 10
Pro tip
Write a sample press announcement for each type of hazard to use as the base template for all communications. This will help you have the right information going out.


[bookmark: _Toc158201924][image: Effective Communication In Business Needs Much More Than Language  Proficiency | Entrepreneur]






Response Strategies
[bookmark: _Toc158201925]Data
[image: ]Have important data stored so you may retrieve it from another location or access it following an emergency. Having a flash drive of critical data in your Organizational Go Bag (see below) is also a great idea to keep the organization going and to ensure that you have the information you require. These might be USB drive that can store a lot of data and consider your iCloud storge capacity. There should be scheduled maintained to make sure that the data is being backed up from the correct systems and information sources to emergency backups.
[bookmark: _Toc158201926]Cloud Services
Your company will benefit from using the cloud to store your companies data. You can use a variety of "cloud" services, including Drop Box, Microsoft OneDrive, Google Drive, and others. You should definitely check into these options if you want to upload the data you have for your organization and have it available from alternate locations. Dropbox is commonly used as a cloud resource. It is also possible to share files with others who do not own Dropbox. Drop Box costs $15 a month on average.  Microsoft OneDrive facilitates the synchronization of local and remote data, which can be essential if you have employees who frequently work from home. The cost of this feature will be slightly more than Dropbox's. Lastly, Google Drive’s business model includes capabilities like 2 TB of storage, calendar sharing, video conferencing, meeting recording and more! The monthly cost for Google drive is on average $12 with a one-year commitment. There are many various kinds of clouds available; you just need to choose the one that best suits the needs of your organization. 
[bookmark: _Toc158201927]Location
Your facility may not be habitable in certain situations. Pre identify which facilities are most critical and then select alternate locations for these functions. This may be one site or a number of different sites. The space here must be sizable enough to accommodate future organization growth in a disaster to provide critical services. As an example, consider where you would relocate day care students if your school closed. How much will it cost to set up and operate that location. What equipment is required and what are they? Who will assist you in setting up that location? Do you have a lease or other agreement that permits you to utilize that location? 
Pro Tip
Do you have local partners that you can rely on to help, and support should you need to start up else where?


	Critical Function
	Primary Location
	Alternate Location
	Agreements needed? Y/N

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 11
[bookmark: _Toc158201928][image: Suppliers - General Dynamics Mission Systems]Emergency Supply Vendors
Another important step is to make sure you have equipment and supplies ready for an emergency. If you are relocating to another location, what are you going to need? If additional people are expected at your site, are you going to need porta-potty, Wi-Fi, office supplies, etc.? Having vendors and companies agree to assist you in an emergency could be beneficial for your organization and having it up and running as fast as possible.  

	Vendor/Company
	Type of Supplies
	Phone Number
	Email

	
	
	
	

	
	
	

	

	
	
	
	

	
	
	
	


Table 12
It is important to keep a copy of the contact of the agreement with vendors/companies. Also, to check in with the supplier to make sure there is still an agreement that they will be willing to help you when the time is needed. This would be done a once a year. 

[bookmark: _Toc158201929]Standard Operational Vendors
	Company
	Contact Name
	Type of Supply
	Emergency Telephone
	Business Phone
	Emails

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 13
Pro Tip
Preprint a list of current vendors and emergency vendors and their regular and emergency contact information. You can use this if your electronic storage is not available.


[bookmark: _Toc158201931]Organizational Go Bag
Have a Go Bag that carries all the information that you need in case of an emergency.  This bag should have all the information needed to continue to run the organization somewhere else as well as a few emergency supplies. Here are a few things that should be in your to Go Bag:
1) [image: ]Important Documents (Paper Copy)
a) Employees updated contact information
b) Vendors contact information
c) Client and volunteer contact information 
d) Insurance documents 
e) Contracts with other companies 
f) Updated organization plan
g) COOP Plan

2) First Aid Kit
3) USB drive if needed (Cloud may have your back up data)

Pro Tip
Put a refresh date on your calendar that repeats each 6 months to be sure the information is up to date and valuable.
[bookmark: _Toc158201932]Test Your Plan
In addition to planning, it's critical to train staff members and engage in training exercises. This helps ensure that your plan is achievable and effective. It will also assist in determining your advantages and disadvantages. Additionally, it will present an opportunity to collect input from staff members.  Your COOP plan will become stronger as a result, and it will also become more effective. The staff and volunteers will benefit from knowing their responsibilities and what to do in an emergency. This is an excellent opportunity to ask your staff what could have been performed better or the weak point in the COOP plan. 
Running multiple trainings throughout the year can make a difference - for example you could have new staffing and roles to fill. It also helps ensure that staff are reminded of their roles and expectations. The more you practice the better they will fill in that role and expectations. Exercises can also be team building opportunities.
Example: You can create different scenarios like a local earthquake to discuss how your plan might work.  This is called a  tabletop exercise. 
	Date 
	Type of Training

	
	

	
	

	
	

	
	



Table 14
[bookmark: _Toc158201933]After Action Analysis
[image: ]You should gather the time and details of the incident after a disaster. What losses were there? You can learn what you could have done better by analyzing post disaster. This is a fantastic opportunity to talk to your staff and business partners and find out how they felt about the current plan and what could have been better. You can edit and adjust your COOP plan using this feedback. This will ensure that if it a similar incident occurs again, everything will function more efficiently and get back up and running much faster.
	Date
	Insurance Coverage 
	Out of Pocket Cost 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Table 15

Collecting feedback will help create your plan more effective than before. You can collect outside information and views that you didn’t notice it was a problem. Use the chart below after conducting practice trainings or after a disaster
	Date

	Feedback
	Action Needed?
(Y/N)
	Date Due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 16
[bookmark: _Toc158201934]Conclusion
You have completed and planned a basic COOP plan. It's time to act, put this plan to the test, and assess how well it will function. Make the necessary adjustments to keep your organization operating. Make sure your plan is as practical as you can make it, and that you've told your employees about it. They ought to be aware of what is expected of them and how they will contribute to an emergency. Recommended time to update this plan is every 3 years or immediately following an incident. 




Additional Notes: 
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