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Instructions: The checklists included in this document may be used by small health departments and should be modified accordingly to fit the needs of your agency and county plans. 

These following checklists are based on the following planning assumptions:

1. All health department staff members are part of the COOP Team and have been assigned specific COOP functions.

2. There is not a separate Support Team of staff members who are not assigned specific COOP functions.
3. The Administrator is the COOP Team Leader; the two positions are not split between two staff members.
 ADMINISTRATOR / COOP TEAM LEADER

	Site:

	COOP Position:
	ICS Position:

	Job Shift(s):

	Instructions: This checklist provides a quick reference of actions during COOP activation. In the event the X County Health Department activates its Incident Command Structure (ICS) to manage the COOP event, this checklist will supplement the Job Action Sheets in Annex C.


	· Complete
	Task


	Pre-Event Actions

	
	Coordinate development and annual review of COOP plan and supporting annexes. Seek feedback from staff for needed changes.

	
	Develop MOU or other written agreements with alternate work sites and other external partners for COOP events. Review the agreements annually.

	
	Provide a copy of the health department’s COOP plan and supporting annexes to the County Emergency Manager for inclusion in the county’s Continuity of Government (COG) plan.

	
	Oversee regular inventory of materials and/or equipment pre-positioned at the designated alternate work sites.

	
	Provide direction to staff on recommended contents for Drive-Away Kits. Oversee regular maintenance of Drive-Away Kits.

	
	Coordinate training and education for staff at new employee orientations and staff meetings regarding the COOP plan and personal/family preparedness.

	Plan Activation

	
	Decide whether to implement the health department’s COOP plan in whole or in part.

	
	Determine the extent of the impact the health department’s staff and facilities. 

	
	Ensure essential functions are maintained and capable of being performed using available staff and resources.

	
	Issue COOP alert to all staff through Alert & Notification procedures, beginning with staff call-down roster.

	
	Identify volunteers and/or staff from other agencies/organizations to support health department operations as needed. Ensure that identified positions are staffed with individuals who have the requisite skills to perform the task. Initiate volunteer call-down roster as needed.

	
	Determine staffing requirements and work hours for staff.

	
	Ensure all necessary and redundant communications and information systems are established, adequate, and functioning properly.

	
	Develop memoranda and disseminate to employees regarding administrative and logistical information upon COOP activation (include pertinent information such as payroll, time and attendance, duty assignments, travel authorizations, and reimbursements).

	
	Consider implementing agreements for outside resource support including MOU/mutual aid agreements.

	
	Request any needed external resource support from County Emergency Manager, regional public health partners, and the State through the appropriate requesting procedures.

	
	Notify County Health Officer, State Health Officer, and other key partners of COOP activation.

	
	Notify vendors, media, outside customers, and other service providers of the health department’s current operational status.

	
	Provide regular briefings and updates to staff following COOP activation.

	Relocation (if needed)

	
	Follow checklist items described above.

	
	Determine which services require relocation to an alternate work site.

	
	Determine which pre-identified facility will be used.

	
	Notify manager at the designated alternate work site that relocation is anticipated.

	
	Direct staff to assemble at appropriate operation site (primary facility or alternate work site).

	
	Ensure needed equipment and records, including Drive-Away Kits and POD kits, are transferred to an alternate work site.

	
	Oversee special arrangements, such as refrigeration of pharmaceuticals and medical supplies, at the alternate work site.

	
	Ensure security issues are addressed at the alternate work site: (1) operational; (2) information systems/cyber; (3) physical; (4) access controls.

	
	Once staff and resources have been relocated, order the temporary cessation of operations at the health department’s primary facility.

	Devolution

	
	Begin devolution procedures if available staff and resources are insufficient to maintain the health department’s essential functions.

	
	Notify devolution organization(s) that devolution is being initiated.

	
	Draft devolution agreements in consultation with the County Legal Counsel and County Commissioners.

	Reconstitution & Termination

	
	Determine when to implement reconstitution and termination of the COOP.

	
	Determine if primary facility may be reoccupied or if another facility will be established as the new facility.

	
	Initiate operations to salvage, restore, and recover damaged or lost property.

	
	Develop reconstitution plans and schedules to ensure orderly transition to normal operations.

	
	Oversee and initiate reconstitution and termination process, including orderly resumption of all functions to include assigning staff to normal duties, returning borrowed equipment, and transferring records to a steady-state.

	
	If devolution occurred, issue COOP Termination memo to the devolution organization(s) identifying the point of formal COOP termination.

	
	Coordinate and host a hot-wash with all staff, volunteers, and others who responded to the COOP activation.

	
	Develop a corrective action plan and assign staff to implement recommended changes, including necessary revisions to the COOP plan and supporting annexes.


ALL STAFF / COOP TEAM MEMBERS

	Site:

	COOP Position:
	ICS Position:

	Job Shift(s):

	Instructions: This checklist provides a quick reference of actions during COOP activation. In the event the X County Health Department activates its Incident Command Structure (ICS) to manage the COOP event, this checklist will supplement the Job Action Sheets in Annex C.


	· Complete
	Task


	Pre-Event Actions

	
	Read the COOP plan and supporting annexes. Familiarize yourself with your assigned COOP tasks.

	
	Provide feedback to the Administrator for the annual review and maintenance of the COOP plan.

	
	Create and maintain a Drive-Away Kits to transfer to an alternate work site. Drive-Away Kits should include any personal hygiene or other specialty supplies.

	
	Conduct regular inventory and maintenance of the Drive-Away Kits.

	
	Assist Administrator with regular inventory of materials and/or equipment pre-positioned at the designated alternate work sites.

	
	Participate in personal/family preparedness activities.

	Plan Activation

	
	Upon receiving notice to activate COOP plan, scale back operations to the prioritized essential functions identified in the COOP plan.

	
	Ensure essential functions are maintained and capable of being performed using available resources. 

	
	Carry out the Alert & Notification Procedures as directed, including staff call-down roster. Report your availability to work to the Administrator.

	
	Ensure all necessary and redundant communications and information systems are established, adequate, and functioning properly. Report any problems or concerns to the Administrator.

	
	Report resource needs (including staffing and volunteer needs) to the Administrator.

	
	Participate in regular briefings and receive updates from the Administrator following COOP activation.

	Relocation (if needed)

	
	Follow checklist items described above.

	
	Collect Drive-Away Kits and report to the designated assembly site or alternate work site as directed.

	
	Ensure needed equipment and records, including Drive-Away Kits and POD kits, are transferred to an alternate work site.

	
	Ensure security issues are addressed at the alternate work site: (1) operational; (2) information systems/cyber; (3) physical; (4) access controls. Report any problems or concerns to the Administrator.

	Reconstitution & Termination

	
	Participate in operations to salvage, restore, and recover damaged or lost property.

	
	As directed, begin orderly return to normal operations, including resumption of functions discontinued during COOP activation and the orderly transition of all functions, personnel, equipment, and records from the alternate work site to a new or restored facility.

	
	Participate in hot-wash following termination of the COOP activation.

	
	Implement changes as directed from the corrective action plan.
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