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8 Elements of a COOP Plan

1. Essential functions

2. Human capital & key personnel

3. Delegations of authority & orders of succession

4. Vital records, databases, systems, & equipment



8 Elements of a COOP Plan

5. Alternate facilities

6. Communications

7. Reconstitution & devolution

8. A tests, training, & evaluation program (TT&E)



COOP Program Model ð7 Phases

1. COOP program initiation

2. Identification of functional requirements

3. Plan design & development

4. Program implementation

Identify
1 2 3 4



COOP Program Model ð7 Phases

5. Tests, training, & exercises

6. Plan revision & updating

7. Plan execution

5 6 7



Assessing Essential Functions

Å4-step process:

1. Identify all agency functions

2. Identify essential functions from within all 

agency functions

3. Determine resource requirements to perform 

essential functions

4. Prioritize essential functions



What Are Essential Functions?

ÅMust be performed to achieve agencyõs mission

ÅProvide vital services

ÅExercise civil authority

ÅMaintain safety & well -being of citizens

ÅSustain industrial & economic base



What Are Essential Functions? 

ÅShould be resumed within 12 hours of disruption

ÅShould be sustainable for up to 30 days



What is Human Capital Management (HCM)?

ÅManagement of sum of talent, energy, knowledge, 

& enthusiasm that people invest in their work



HCM Goals

ÅPlacing the right people in the right jobs to perform 

essential functions

ÅInvesting in training & development to build skills & 

competencies to increase employee flexibilities

ÅConsidering alternate assignments for non -essential 

employees



HCM Goals

ÅIncluding protocols for identifying/assisting special -

needs employees

ÅEnsuring all employees have clear understanding of 

what to do in emergency



ICS General Staff

Incident 

Commander

Operation Logistics Finance Planning

COOP Where?



Emergency Operating Procedures Examples

ÅEvacuation Systems

ðFire alarms

ðPA systems

ðLighted fire strobes

ÅShelter-in-Place: Procedure for COOP event 

involving hazardous materials in the atmosphere

ÅDesignated Assembly Areas



Shelter-in-Place

ÅProcedure for COOP event involving hazardous 

materials in the atmosphere



Designated Assembly Areas

ÅOpen area away from building

ÅMay be more than one

ÅShould be alternates



Go Kits

ÅCOOP go kit will include items necessary for key 

personnel to perform essential functions

ÅDevelop COOP go kit checklist

ÅPersonal go kits for the office and the home ðbasics 

of survival



Compare & Contrast

Å Delegation of authority: 

ÅCertain tasks assigned in anticipation of COOP event from 

one employee to another

ÅKeep in mind any tasks with legal/statutory implication

Å Orders of succession:

ÅPlanning to fill vacant position with employee who will 

perform positionõs tasks

Delegation of 

Authority

Orders of

Succession



Delegation of Authority

ÅIdentify which authorities should be delegated & 

conditions triggering delegation

ÅTypes of authority:

ðEmergency

ðAdministrative

Delegation of 

Authority



Steps for Implementing Delegation of Authority

1. Identify which authorities should be delegated

2. Establish rules & procedures addressing

a. Conditions for delegation

b. Method of notification

3. Identify limitations of delegations

Delegation of 

Authority


