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Instructions: The acronym list, glossary, and crosswalk of terms included in this document may be used by all health departments and should be modified accordingly to fit the needs of your agency and county plans. 

Acronyms and Abbreviations

AAR
After Action Report

BIA
Biological Incident Annex
BIA 
Business Impact Analysis
CDC
Centers for Disease Control & Prevention
COG 
Continuity of Government

COOP 
Continuity of Operations

DHS 
Department of Homeland Security

EDSS
Electronic Disease Surveillance System
EMS 
Emergency Medical Services

EOC
Emergency Operations Center
EOP
Emergency Operations Plan
ESF 
Emergency Support Function

FEMA 
Federal Emergency Management Agency
FPC-65 
Federal Preparedness Circular 65: Federal Executive Branch COOP

FPC-66 
Federal Preparedness Circular 66: Test, Training and Exercise (TT&E) Program for Continuity of Operations (COOP)

GETS 
Government Emergency Telecommunications Service

HAN
Health Alert Network

HazMat 
Hazardous Materials

HSEEP 
Homeland Security Exercise and Evaluation Program

HSPD-5 
Homeland Security Presidential Directive 5

HVAC 
Heating, Ventilating, and Air Conditioning

ICS 
Incident Command System

KDHE
Kansas Department of Health and Environment

KDEM
Kansas Division of Emergency Management
LHD
Local Health Department
MOA 
Memorandum of Agreement

MOU 
Memorandum of Understanding

NIMS 
National Incident Management System

NRP 
National Response Plan 
PA 
Public Announcement

POD
Point of Dispensing
RPO 
Recovery Point Objective

RTO 
Recovery Time Objective

SMART 
Simple, Measurable, Achievable, Realistic, and Task-Oriented
SOG
Standard Operating Guide

TT&E
Test, Training, & Exercise
	For additional reference: FEMA Acronym, Abbreviation and Terms (FAAT) List
<www.fema.gov/pdf/plan/prepare/faatlist03_05.pdf>.


Glossary of COOP-Related Terms
Activation
When a COOP plan has been implemented, whether in whole or in part.
After Action Report (AAR)
A narrative report that presents issues found during an incident and recommendations on how those issues may be resolved.
Alternate Care Site
Term used by hospitals and medical providers to describe a location outside the hospital where patient care is provided during a medical surge event.
Alternate Facilities/Work Site
A location, other than the normal facility, used to conduct critical functions/and or process data in the event that access to the primary facility is denied or the primary facility is damaged. The alternate site provides the capability to perform minimum essential department or office functions until normal operations can be resumed.
Alternate POD Site
Term used by local health departments to describe the secondary location where a Point of Dispensing (POD) site would be established if the primary POD location is unavailable during a mass dispensing or vaccination campaign.
Back-up
The practice of copying information, regardless of the media (paper, microfilm, audio or video tape, computer disks, etc.), to provide a duplicate copy.
Biological Incident Annex (BIA)
Provides a concept of operations for managing a human disease outbreak. A BIA: (1) defines biological incident response actions including threat assessment notification procedures; (2) describes the indicating aspects of a disease outbreak and associated laboratory confirmation testing; (3) details joint investigative/response procedures; (4) explains activities related to recovery; and (5) outlines the roles and responsibilities of Federal, State, tribal, territorial, and local officials. 
Business Impact Analysis (BIA)
An evaluation of the strengths and weaknesses of an agency’s disaster preparedness and the impact an interruption would have on agency business. This is a management level analysis by which an agency assesses the quantitative (financial) and qualitative (non-financial) impact and loss.
Cold Site (for COOP usage)
A relocation site that is reserved for emergency use, but which requires the installation of equipment, etc., before it can support operation.
Cold Zone (for hazmat usage)
Those areas outside the hot and warm zones that have not been exposed to the agent or contaminant.
Continuity of Government (COG)
A coordinated effort within a government's executive branch to ensure that essential functions continue to be performed during a catastrophic emergency (as defined in National Security Presidential Directive 51/Homeland Security Presidential Directive 20).
Continuity of Operations (COOP)
An effort within individual organizations to ensure that primary mission-essential functions continue to be performed during a wide range of emergencies.
COOP Event
Any event that causes activation of an agency’s COOP plan; any event that causes an agency or department to relocate operations to an alternate work site to ensure continuance of its essential functions.
COOP Team
Staff members who are assigned to the initial activation of the COOP plan. This includes staff members who are assigned to specific tasks or essential functions that cannot be delayed following COOP activation.
Cooperative Facility Agreement
Any formal, legally-binding contract between two or more parties (public and/or private) where one party is obligated to provide certain space as an alternate work site to the other party during an emergency.
Delegation of Authority
A statement provided to the Incident Commander by the agency’s executive delegating authority and assigning responsibility. The delegation of authority can include objectives, priorities, expectations, constraints, and other considerations or guidelines, as needed. 
Designated Assembly Area
Open area away from the building and out of the way of responding emergency personnel designated to employees as a place to gather following a building evacuation.
Devolution
The capability to transfer statutory authority and responsibility for essential functions from the agency's primary operating staff and facilities to employees and facilities at another agency to sustain that operational capability for an extended period.
Disaster Recovery
The methodical restoration and reconstitution of facilities, data, records, systems, and equipment after a disruption to operations that has caused damage and/or destruction of these resources.
Drive Away Kit (or Go-Kit)
A kit prepared for individuals or for the department as a whole to utilize when deploying to an alternate work site during an emergency. It contains items needed to minimally satisfy personal and professional needs during deployment.

Emergency
Absent a Presidentially declared emergency, any incident(s), human-caused or natural, that requires responsive action to protect life or property. Under the Robert T. Stafford Disaster Relief and Emergency Assistance Act, an emergency means any occasion or instance for which, in the determination of the President, Federal assistance is needed to supplement State and local efforts and capabilities to save lives and to protect property and public health and safety, or to lessen or avert the threat of a catastrophe in any part of the United States.
Essential Functions
Those functions that enable agencies to provide vital services, exercise civil authority, maintain the safety and well-being of the citizens, and sustain the industrial and economic base in an emergency.
Family Support Planning
Efforts designed to ensure that an agency takes care of an employee’s and/or his or her family’s needs following a COOP event, such as emergency contact information, counseling, and daycare services.
Hot Site (for COOP usage)
A fully equipped facility, which includes standby computer equipment, environmental systems, communications capabilities, and other equipment necessary to fully support an agency’s immediate work and data processing requirements in the event of an emergency or a disaster.
Hot Zone (for hazmat usage)
The area where the agent or contaminant is in high concentration and high exposure, typically an ellipse or cone extending downwind from the release.
Hot Wash
Evaluation/debriefing of an exercise performed immediately after the exercise, which identifies systematic weaknesses and suggests corrective actions.
Incident Command System (ICS)
A standardized on-scene emergency management construct specifically designed to provide an integrated organizational structure that reflects the complexity and demands of single or multiple incidents, without being hindered by jurisdictional boundaries. ICS is the combination of facilities, equipment, personnel, procedures, and communications operating within a common organizational structure, designed to aid in the management of resources during incidents. It is used for all kinds of emergencies and is applicable to small as well as large and complex incidents. ICS is used by various jurisdictions and functional agencies, both public and private, to organize field-level incident management operations.
Interoperability
Ability of systems, personnel, and equipment to provide and receive functionality, data, information and/or services to and from other systems, personnel, and equipment, between both public and private agencies, departments, and other organizations, in a manner enabling them to operate effectively together. Interoperability allows emergency management/response personnel and their affiliated organizations to communicate within and across agencies and jurisdictions via voice, data, or video-on-demand, in real time, when needed, and when authorized.
Interoperable Communications
Alternate communications that provide the capability to perform essential functions in conjunction with other agencies until normal operations can be resumed.
Legal and Financial Records
Records (e.g., personnel records, social security records, payroll records, insurance records, contracts etc.) that are essential to the protection of the legal and financial rights of an agency and of the individuals directly affected by the agency’s activities.
Mutual Aid Agreement/Assistance Agreement
Written or oral agreement between and among agencies/organizations and/or jurisdictions that provides a mechanism to quickly obtain emergency assistance in the form of personnel, equipment, materials, and other associated services. The primary objective is to facilitate rapid, short-term deployment of emergency support prior to, during, and/or after an incident.
National Incident Management System (NIMS)
A set of principles that provides a systematic, proactive approach guiding government agencies at all levels, nongovernmental organizations, and the private sector to work seamlessly to prevent, protect against, respond to, recover from, and mitigate the effects of incidents, regardless of cause, size, location, or complexity, in order to reduce the loss of life or property and harm to the environment.
Order of Succession
A formula that specifies by position who will automatically fill a position once it is vacated.
Pre-Positioned Resource
A resource moved to an area near the expected incident site in response to anticipated resource needs.

Primary Facility
The site of normal, day-to-day operations.
Rapid Recall List
Cascading list of key agency personnel and outside emergency personnel in order of notification.
Recovery Point Objective (RPO)
The point in time in which data must be restored to resume processing transactions. In an IT context, the amount of data that can be lost measured by a time index.
Recovery Time Objective (RTO)
The period of time within which systems, applications, or functions must be recovered after an outage.
Reconstitution
The process by which surviving and/or replacement personnel resume normal operations from the original or replacement primary operation facility.
Vital Records and Databases
The essential agency records that are needed to meet operational responsibilities under emergencies or disaster conditions (emergency operating records), or to protect the legal and financial rights of the government and those affected by government activities (legal and financial rights records). 
Vital Systems and Equipment
Systems and equipment that if damaged or destroyed would disrupt business operations and communication flow, cause considerable inconvenience, and require replacement or recreation of the systems at considerable expense.
Warm Site (for COOP usage)
An alternate processing site which is only partially equipped (as compared to a Hot Site which is fully equipped).
Warm Zone (for hazmat usage)
The area where the agent or contaminant is in low concentration or minimal exposure, typically a half circle in the above-wind direction.
Crosswalk of Key COOP Terms

This crosswalk of key terms is provided to explain differences in application of certain terms. For COOP purposes, the use of some terms may differ from the common sense or emergency management notion of the term.

1. In the first column is a list of the terms. 
2. The second column addresses whether the term has another expected or conventional wisdom definition. 
3. The third column contains a brief description of the term as it is applied by Federal agencies. 
4. The final column then provides a description of the term as used in COOP training and planning as developed by FEMA and the U.S. Department of Homeland Security.

	
	Conventional Wisdom
	Federal Agencies Usage
	COOP Usage

	Alternate Work
Site or Facility
	Place to work in case of emergency when original facility becomes unavailable – sometimes called “jump facilities.”
	“Alternate facilities” that may be identified from existing agency local or field infrastructures, or external sources to support the unannounced relocation of essential functions and/or COOP contingency staffs.
	Same as federal, but used synonymously with “alternate work sites,” “relocation site,” and “alternate facility.”

	Alternate Care Site
	Term used by hospitals and medical providers to describe a location outside the hospital where patient care is provided during a medical surge event.
	
	Same as Conventional Wisdom.

	Alternate POD Site
	Term used by local health departments to describe the secondary location where a POD would be established if the primary POD location is unavailable during a mass dispensing or vaccination campaign.
	
	Same as Conventional Wisdom.

	Devolution
	The surrender of powers to local authorities by a central government.
	Statutory transfer of responsibility from one government agency to another as a last resort.
	Same as Federal agencies usage.

	Delegation of

Authority
	
	A statement provided to the

Incident Commander by the agency’s executive delegating authority and assigning responsibility. The Delegation of Authority can include objectives, priorities, expectations, constraints, and other considerations or guidelines as needed. Many

agencies require written

Delegation of Authority to be given to Incident Commanders prior to their assuming command on larger incidents.
	Pre-delegated authority for making policy determinations and decisions at headquarters, field levels, and other agency locations, as appropriate.

	Hot, Warm, and
Cold Alternate

Facilities
	In the HAZMAT arena, hot, warm, and cold refer to the zones of contamination:

· “Hot” being the contaminated site.

· “Warm” is the decontamination zone for hazmat workers.

· “Cold” referring to area away from the site.
	For COOP purposes:

· A “hot” alternate facility refers to alternate facility that is fully capable of supporting an agency’s essential functions with little or no set-up or preparatory work. 

· A warm site is not fully functional without some additional minor elements such as loading software on the computers. 

· A cold site refers to a warehouse type facility with only lighting, HVAC, and a phone line.
	Same as Federal.

	Hot Wash
	Often called evaluation, debriefing, or after-action review.
	Similar to demobilization in context of Incident Command System. In ICS situation, demobilization involves assessing the situation to bring the next shift up to speed.
	Exercise evaluation that occurs immediately following the exercise.

	Incident

Command

System
	
	A standardized, on-scene, all-hazard incident management concept. ICS allows its users to adopt an integrated organizational structure to match the complexities and demands of single or multiple incidents of any size or type.
	Federal definition applies, but ICS is also referred to as management tool for COOP plan implementation.

	Interoperable

Communications

and

Communications
	System of equipment allowing separate communications networks to communicate, especially police and fire.
	Focused on inter and intra agency communications during a disaster; communications with local authority.
	Focus on intra agency

communications, especially between key personnel in COOP activation.

	Key Personnel
	Leadership
	Emergency Relocation Group
	Personnel required for carrying out essential functions

	Vital Records
	Birth, marriage, and death

records
	Records necessary for carrying out essential functions – under 7% of all records
	Records necessary for carrying out essential functions – varying percentages of records depending on agency.
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