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City of Depoe Bay 
City Council Work Session 

February 27, 2024 – Tuesday, 5:30 PM 

Depoe Bay City Hall – 570 Shell Avenue 

The Meeting Location is Accessible to the Public 

To Join Zoom from Your Computer, Tablet, or Smartphone: 
https://us02web.zoom.us/j/3850131421?pwd=dnVZa0lxbFRHWHIwMndMT3VjUjI2QT09 
Meeting ID:  385 013 1421 
Passcode:  wx02sD 

To Join Zoom from Your Phone: 
Phone: (253) 215-8782 
Meeting ID: 385 013 1421 
Passcode: wx02sD 

Please Note:  In the event of Zoom Technical Difficulties the Telephone Conference System will be utilized. 
Dial (888) 204-5987, access code 9599444 

AGENDA 

A. Call Meeting to Order

B. Emergency Preparedness

C. Continuity of Operations Plan

D. Adjourn

Depoe Bay Community Hall is accessible to people with disabilities. If special accommodations are needed, 
please notify the Deputy City Recorder at (541) 765-2361 48 Hours in advance of the meeting so that 

appropriate assistance can be provided. 
TTY#1-800-735-2900 

“This institution is an equal opportunity provider.” 
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TOP TEN QUESTIONS TO ASK WHEN DEVELOPING OR UPDATING
YOUR CONTINUITY OF OPERATIONS (COOP) PLAN

boldplanning.com   |   615.469.5558   |  480 Duke Drive, Suite 130 Franklin, TN 37067   |   info@boldplanning.com

BOLD 
p l a n n i n g

A Continuity of Operations (COOP) plan is an important component of 
preparedness. It outlines what the organization should do to keep its 

essential functions working during and after a disruption. Unfortunately, some 
organizations have no plan at all. Others have a semblance of a plan, but key 
elements are incomplete, out of date or missing altogether.

To help your organization determine the quality of its approach to COOP, consider 
the following ten questions:

1. Has my organization fully defined its potential hazards and risks? 

A comprehensive analysis of the organization’s hazards and risks is a fundamental 
part of any COOP. These threats should serve as guides for planning, preparation 
and exercising.

2. Are my organization’s essential functions clearly defined according to the 
severity of a disruption?

A COOP is developed to ensure an organization’s essential functions are maintained 
both during and after a disruption. As such, it is imperative that all of these critical 
functions are clearly outlined and appropriate actions are detailed.

3. Are my contacts accurate and up to date?

People make decisions and implement plans. It is crucial, then, that COOP plans 
incorporate accurate and up-to-date contact information. This should include full 
names, proper titles, division, multiple contact methods, etc.

4. Do my teams accurately reflect the organization’s desired method for 
segregating responsibilities?

Addressing a disruption through alternate facility relocation or other similar method 
requires significant effort best managed through collaborative teams. COOP plans 
should ensure team responsibilities accurately reflect organizational needs and that 
participating team members have been appropriately assigned.

5. Are my Orders of Succession correct and complete, and do they include up to 
three levels of succession?

To ensure continuous leadership in the face of a disruption, organizations must 
define orders of succession for key positions or roles. A common mistake is to name 
only one successor. Orders of Succession should be assigned a minimum of three 
levels “deep.” 
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6. Do my Delegations of Authority cover necessary functional activities and have properly assigned 
authorized acting agents?

It is imperative critical operating functions endure in the face of an organizational disruption. Authorizations for 
travel, payroll, purchasing, etc. must continue, even when the primary authority is not available. As such, proper 
acting agents, who have the authority to make decisions and approve transactions, must be assigned. Like 
Orders of Succession, Delegations of Authority should also be assigned at a minimum of three levels deep.

7. Are my alternate facilities firmly in place, and is my facility manager’s contact information complete 
and accurate?

The primary focus of a COOP is to provide a plan for deconstructing organizational essential functions and 
reconstituting them elsewhere when a disruption occurs. Though every disruption doesn’t call for an alternate 
facility, plans should account for situations where this is a necessary option. Accordingly, all alternate facility 
details must be covered before a disruption arises. This includes any necessary contracts, procedures, etc. for 
relocation. It is also important for primary and alternate facility contact information to be kept accurate and 
up-to-date.

8. Have we identif ied our essential records and resources, and confirmed these are current?

Virtually all essential functions within an organization have underlying records or data to support the 
function. Whether it’s emergency operations plans, employee contact records, legal documents, planning 
software applications, etc., these must be managed, maintained and protected to ensure the essential 
function can continue during a disruption. Given this, organizations must clearly specify which records are 
essential, where backups exist, who has the authority to access, and what procedures are in place to ensure 
these records are kept current.

9. Do we have clearly defined COOP activation procedures?

COOP activation procedures should be spelled out in detail. This includes information on who makes the 
decision to activate, how/when people will be notified, what people need to do specifically, etc.

10. Do we have effective procedures in place for notifying personnel about a COOP activation?

A COOP is meaningless if personnel are unaware of its activation. Organizations should have alert and 
notification procedures in place to notify people of the activation and any associated instructions.
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About BOLDplanning Inc.
BOLDplanning Inc. is the preeminent developer of online solutions for Emergency 
Operations Planning (EOP), Continuity of Operations Planning (COOP), Business 
Continuity Planning (BCP) and Hazard Mitigation Planning (HMP). 

Our comprehensive online platform walks planners through each step of the continuity 
and emergency planning process, becoming the central resource for an organization’s 
plan development, training and ongoing maintenance. Our consulting team is unrivaled 
in its knowledge and experience, and includes internationally certified CBCPs, CHPCPs, 
and FEMA-certified continuity professionals (PCP/MCP). 

The BOLDplanning approach provides an unparalleled platform for both the public 
and private sector, making the critical process of contingency planning easy and 
efficient. Currently, BOLDplanning is the solution of choice for more than 10,000 
organizational plans.

NOW YOU’RE READY. 
Be prepared. Be BOLD. BOLD 

p l a n n i n g

To learn more about developing and maintaining an effective COOP,  
contact us at info@boldplanning.com, or call 615.469.5558.
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Creating a 
Culture of Preparedness

Promote Awareness • Encourage Resilience
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Objectives

• Discuss preparedness barriers 
and awareness strategies

• Review preparedness programs 
and explore ideas 

• Explore resources that 
encourage and support efforts 
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Definitions

• Culture(s) - refers to integrated patterns of 
human behavior that include the language, 
thoughts, communications, actions, customs, 
beliefs, values, and institutions of racial, 
ethnic, religious, or social groups.

• Preparedness - a state of readiness to 
respond to a disaster, crisis or any other type 
of emergency situation.
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Definitions

• Communities - a group of people 
living in the same locality and 
under the same government, with 
common ownership.

• Organization - an entity 
comprising multiple people, such 
as an institution or an association, 
that has a particular purpose.
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Preparedness Memo

Did You Get the Preparedness 
Memo?

Do you have an emergency kit or 
would you be self-sustained for at 
least 72 hours during an emergency?
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Preparedness Barriers

Common Obstacles

• Believe preparing is too expensive

• Don’t know how to get prepared

• Don’t think they have time to prepare 

• Believe getting information is too hard  
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Excuses, Excuses

• It won’t happen to me.

• I don’t have the time.

• Even if it does happen to me, it won’t be that 
bad.

• I can get emergency supplies if it is bad. 

• The government will save me.
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Government to the Rescue

Emergency Management Teaches:

• Response to disasters starts at the local level

• Additional resources can be provided by the 
state when exhausted at the local level

• When state government becomes 
overwhelmed, the federal government will 
provide resources.
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Participation is Required

What motivates people?

• Responsibility, accountability, peer 
pressure

• Engage people to take the initiative

• Cultivate awareness, empowerment 
and prevention

• Let people know what they do 
matters!
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Prepare Everyday
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Preparedness Culture-S

Cultures of Preparedness:

• Begins with you/individuals

• Families and communities

• Businesses and schools

• Private, public and non-profit 
organizations working together
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Promote Preparedness

• Provide opportunities to practice behaviors 
through drills or training at work/school

• Provide opportunities to discuss individual and 
family preparedness behaviors

• Increase collaborative efforts by working 
across organizations and industries

• Engage Community Emergency Response 
Teams 
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Preparedness Resources

Free Preparedness Tools:

• Vast variety of available information 

• Websites abound with same message – build a 
kit, make a plan

• Ready campaigns delivered for over 2 decades

• Non-profits, volunteer groups, government, 
state and local organizations 
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Resources

• FEMA Ready – Preparedness toolkits and more 
www.ready.gov

• Red Cross Preparedness                             
www.redcross.org/get-help/how-to-
prepare-for-emergencies

• Emergency Management Institute Training 
Course Catalog 
https://training.fema.gov/emi.aspx
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CONTINUITY OF OPERATIONS PLAN 
(COOP) 

 
   

CITY OF DEPOE BAY 
 
 
 
 
 
 
 
 

December 2010  
  

FOR OFFICIAL USE ONLY  
 
 
  

NOTICE: This document contains information pertaining to the 
deployment, mobilization, and tactical operations of the City of Depoe 
Bay in response to emergencies.   
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SECTION I:  INTRODUCTION 
 
The mission statement as provided by the City of Depoe Bay is as follows:   
 
City Council Mission Statement - Our mission is to manage and execute the business of 
the City of Depoe Bay to: 

• Preserve public health, safety and welfare 
• Preserve financial stability 
• Promote cohesiveness 

 
I-1       PURPOSE 
 
This Continuity of Operations Plan (COOP) has been created for the City of Depoe Bay. 
The Continuity of Operations Plan establishes policy and guidance to ensure the 
execution of the mission-essential functions for the City of Depoe Bay in the event that an 
emergency threatens or incapacitates operations; and the relocation of selected 
personnel and functions of any essential facilities of the City of Depoe Bay are required. 
Specifically, this COOP is designed to: 
 

   Ensure that the City of Depoe Bay is prepared to respond to emergencies, recover 
from them, and mitigate against their impacts. 

 
   Ensure that the City of Depoe Bay is prepared to provide critical services in an 

environment that is threatened, diminished, or incapacitated. 
 
   Provide timely direction, control, and coordination to the City of Depoe Bay 

leadership and other critical customers before, during, and after an event or upon 
notification of a credible threat. 

 
   Establish and enact time-phased implementation procedures to activate various 

components of the “Plan”.  
 
   Facilitate the return to normal operating conditions as soon as practical, based on 

circumstances and the threat environment.   
 
   Ensure that the City of Depoe Bay COOP Plan is viable and operational, and is 

compliant with all guidance documents. 
 
   Ensure that the City of Depoe Bay COOP Plan is fully capable of addressing all 

types of emergencies, or “all hazards” and that mission-essential functions are able 
to continue with minimal or no disruption during all types of emergencies. 
 

I-2       APPLICABILITY AND SCOPE 
 

   The provisions of this document apply to the City of Depoe Bay and its offices. 
 
   Support from other organizations as described herein will be coordinated with the 

City Superintendent as applicable. 
 
   This document applies to situations that require relocation of mission-essential 

functions of the City of Depoe Bay as determined by the City Superintendent. The 
scope does not apply to temporary disruptions of service during short-term 
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building evacuations or other situations where services are anticipated to be 
restored in the primary facility within a short period.  The City Superintendent will 
determine situations that require implementation of the COOP Plan. 
 

I-3       SUPERSESSION 
  
First COOP for DB 
 
I-4       AUTHORITIES  
  

   Federal Continuity Directive 1 - November 6, 2007 - Federal Executive Branch 
National Continuity Program and Requirements - Federal Continuity Directive 1 
(FCD1) provides direction to the Federal executive branch for developing 
continuity plans and programs. Continuity planning facilitates the performance 
of executive branch essential functions during all-hazards emergencies or other 
situations that may disrupt normal operations. The ultimate goal of continuity in 
the executive branch is the continuation of National Essential Functions (NEFs). 

 
   Federal Continuity Directive 2 - February 2008 - Federal Executive Branch 

Mission Essential Function and Primary Mission Essential Function Identification 
and Submission Process - Federal Continuity Directive 2 (FCD2) implements the 
requirements of Federal Continuity Directive 1, ANNEX C. It provides guidance 
and direction to Federal executive branch departments and agencies for 
identification of their Mission Essential Functions (MEFs) and potential Primary 
Mission Essential Functions (PMEFs). It includes guidance and checklists to assist 
departments and agencies in assessing their essential functions through a risk 
management process and in identifying potential PMEFs that support the 
National Essential Functions (NEFs) - the most critical functions necessary to 
lead and sustain the nation during a catastrophic emergency. FCD2 provides 
direction on the formalized process for submission of a department's or 
agency's potential PMEFs that are supportive of the NEFs. It also includes 
guidance on the processes for conducting a Business Process Analysis (BPA) 
and Business Impact Analysis (BIA) for each of the potential PMEFs that assist in 
identifying essential function relationships and interdependencies, time 
sensitivities, threat and vulnerability analyses, and mitigation strategies that 
impact and support the PMEFs. 

 
   Continuity Guidance Circular 1 - January 21, 2009 - Continuity Guidance for 

Non-Federal Entities - Continuity Guidance Circular 1 (CGC1) provides direction 
to non-federal entities for developing continuity plans and programs. 
Continuity planning facilitates the performance of essential functions during all-
hazards emergencies or other situations that may disrupt normal operations. By 
continuing the performance of essential functions through a catastrophic 
emergency, the State, local, territorial, and tribal governments (non-Federal 
Governments entities or NFGs) support the ability of the Federal Government to 
perform National Essential Functions (NEFs), continue Enduring Constitutional 
Government, and ensure that essential services are provided to the Nation's 
citizens. A comprehensive and integrated continuity capability will enhance 
the credibility of our national security posture and enable a more rapid and 
effective response to, and recovery from, a national emergency. 
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I-5       REFERENCES 

 
   National Response Framework (NRF) 
 
   National Incident Management System (NIMS) 
 
   Oregon State Emergency Operations Plan (SEOP) 

 
I-6       POLICY 
 
The City of Depoe Bay recognizes and acknowledges that the protection of its assets and 
business operations is a major responsibility to its employees and respective 
jurisdiction.  Therefore, it is a policy of the City of Depoe Bay that a viable COOP be 
established and maintained to ensure high levels of service quality and availability.  It is 
also a policy of the City of Depoe Bay to protect life, information, and property, in that 
order.  To this end, procedures have been developed to support the resumption of time-
sensitive business operations and functions in the event of their disruption at the facilities 
identified in this plan.  The City of Depoe Bay is committed to supporting service 
resumption and recovery efforts at alternate facilities, if required.  Likewise, the City of 
Depoe Bay and its management are responsible for developing and maintaining a 
viable COOP plan that conforms to acceptable insurance, regulatory, and ethical 
practices and is consistent with the provisions and direction of other City of Depoe Bay 
policy, plans, and procedures.  
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  SECTION II: CONCEPT OF OPERATIONS (CONOP) 
 
II-1      OBJECTIVES 
  
The objective of this COOP plan is to ensure that a viable capability exists to continue 
essential City of Depoe Bay functions across a wide range of potential emergencies, 
specifically when the primary facility is either threatened or inaccessible.  The objectives 
of this Plan include: 
 

   To ensure the continuous performance of essential functions/operations during an 
emergency. 

   To protect essential facilities, equipment, records, and other assets. 
   To reduce or mitigate disruptions to operations. 
   To reduce loss of life, minimize damage and losses. 
   To identify and designate principals and support staff to be relocated. 
   To facilitate decision-making for execution of the Plan and the subsequent 

conduct of operations. 
   To achieve a timely and orderly recovery from the emergency and resumption of 

full service to all customers. 
 

II-2      PLANNING CONSIDERATIONS AND ASSUMPTIONS  
 
In accordance with State guidance and emergency management principles, a viable 
COOP capability: 
  

   Must be maintained at a high-level of readiness. 
   Must be capable of implementation, both with and without warning. 
   Must be operational no later than 12 hours after activation. 
   Must maintain sustained operations for up to 30 days. 
   Should take maximum advantage of existing local, State or federal government 

infrastructures. 
 

II-3      COOP EXECUTION  
 
This section outlines situations that can potentially lead to activation of the COOP Plan 
due to emergencies or potential emergencies that may affect the ability of the City of 
Depoe Bay to perform its mission-essential functions from its primary and other essential 
facilities.  This section also provides a general description of actions that will be taken by 
the City of Depoe Bay to transition from normal operations to COOP activation. 
 
COOP Activation Scenarios 
The following scenarios would likely require the activation of the City of Depoe Bay COOP 
Plan: 
 

   The primary facility or any other essential facility of the City of Depoe Bay is closed 
for normal business activities as a result of an event or credible threat of an event 
that would preclude access or use of the facility and the surrounding area. 

 
   The area in which the primary facility or any other essential City of Depoe Bay 

facility is located is closed for normal business activities as a result of a widespread 
utility failure, natural disaster, significant hazardous material incident, civil 
disturbance, or terrorist or military threat or attack.  Under this scenario, there could 
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be uncertainty regarding whether additional events such as secondary explosions 
or cascading utility failures could occur. 

 
The following scenario would NOT require the activation of the City of Depoe Bay 
COOP plan: 
 

   The primary facility or any other essential facility is temporarily unavailable due 
to a sudden emergency such as a fire, bomb threat, or hazardous materials 
emergency that requires the evacuation of the facility, but only for a short 
duration that does not impact normal operations.   
 

COOP Activation 
 
The following measures may be taken in an event that interrupts normal operations, or if 
such an incident appears imminent and it would be prudent to evacuate the primary 
facility or any other essential facility as a precaution: 
 

   The City Superintendent may activate the COOP Plan to include activation of 
the alternate facility. 

 
   The City Superintendent will direct some or all of the COOP Relocation Team 

(CRT) to relocate to the alternate facility (see Sections II-4 and II-6).  The CRT will 
be notified using the notification procedures outlined in Section IV of this 
document. 

 
   The CRT will relocate to the alternate facility site and will ensure that the 

mission-essential functions of the closed primary or other impacted facility are 
maintained and capable of being performed using the alternate facility and 
available resources, until full operations are re-established at the 
primary/impacted facility. 

 
   City of Depoe Bay staff members who do not have specific COOP assignments 

are known collectively as the COOP Support Team (CST) and may be called 
upon to supplement the CRT and COOP operations.  Representatives from 
other government or private organizations may also be called upon to support 
COOP operations.   

 
   The CRT will be responsible to continue the mission-essential functions of the 

City of Depoe Bay within 12 hours and for a period up to 30 days pending 
regaining access to the affected facility or the occupation of the alternate 
facility. 

  
Section IV of this document provides additional detail on the procedures that will be used 
for COOP activation and implementation.  
 
Incidents could occur with or without warning and during duty or non-duty hours. 
Whatever the incident or threat, the City of Depoe Bay COOP Plan will be executed in 
response to a full range of disasters and emergencies, to include natural disasters, terrorist 
threats and incidents, and technological disruptions and failures.  In most cases, it is likely 
there will be a warning of at least a few hours prior to an incident.  Under these 
circumstances, the process of activation would normally enable the partial, limited, or full 
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activation of the COOP Plan with a complete and orderly alert, notification of all 
personnel, and activation of the CRT. 
 
Without warning, the process becomes less routine and potentially more serious and 
difficult. The ability to execute the COOP Plan following an incident that occurs with little 
or no warning will depend on the severity of the incident’s impact on the physical 
facilities, and whether personnel are present in the affected facility or in the surrounding 
area.  Positive personnel accountability throughout all phases of emergencies, including 
COOP Plan activation, is of utmost concern, especially if the emergency occurs without 
warning, during duty hours.   
 
Section II-9 of this document provides additional information on warning conditions and 
related procedures. 
 
II-4      TIME-PHASED IMPLEMENTATION  
 
In order to maximize the preservation of life and property in the event of any natural or 
man-made disaster or threat, time-phased implementation may be applied.  Time-
phased implementation is used to prepare and respond to current threat levels, to 
anticipate escalation of those threat levels and, accordingly, plan for increased response 
efforts and ultimately full COOP Plan activation and facility relocation.  The extent to 
which time-phased implementation will be applied will depend upon the emergency, 
the amount of warning received, whether personnel are on duty or off-duty at home or 
elsewhere, and, possibly, the extent of damage to essential facilities and their occupants. 
The Disaster Magnitude Classification definitions may be used to determine the execution 
level of the COOP.  These levels of disaster are defined as: 
 

   Minor Disaster - Any disaster that is likely to be within the response capabilities of 
local government and results in only minimal need for state or federal assistance. 
 

   Major Disaster - Any disaster that will likely exceed local capabilities and require a 
broad range of outside resource support including state or federal assistance. The 
State of Oregon Emergency Management Agency and the Federal Emergency 
Management Agency (FEMA) will be notified and potential state and federal 
assistance will likely be predominantly recovery-oriented. 
 

   Catastrophic Disaster - Any disaster that will require massive state and federal 
assistance. State and federal assistance will involve response and recovery needs. 

 
As described in Section II-3 of this document, COOP Plan activation applies to events or 
incidents impacting a facility where mission-essential functions are performed to the point 
that the facility is unable to continue to perform those functions for a duration that will 
affect normal operations.  Using the Disaster Magnitude Classification above, it is possible 
that a minor disaster would not render a facility unusable.  However, minor disasters can 
escalate into major disasters, and even into catastrophic disasters.  Conversely, events 
that are of short duration and do not impact normal operations (e.g., require a building 
evacuation only) must also be handled as though they could escalate into a more 
serious situation.  Time-phased implementation of the COOP Plan is a way to be 
prepared for all levels of emergency/potential emergency scenarios that may or may 
not require relocation of the primary or other essential facility.  This implementation 
method allows the individual(s) responsible for making decisions to be prepared to fully 
activate the COOP Plan on very short notice, if necessary, but not prematurely activate 
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the COOP Plan for situations such as the building evacuation-only scenario described 
above.  Listed below is a general summary of the sequence of events that can be 
followed using time-phased implementation of the COOP Plan: 
 
PHASE I – ACTIVATION (0 TO 12 HOURS) 
 
During this phase, alert and notification of all employees (both CRT and CST) and other 
organizations identified as “critical customers” (e.g., vendors or public/private entities 
that may provide resource support) will take place.  It is during this phase that the 
transition to alternate operations at the alternate facility begins.  However, if events turn 
out to be less severe than initially anticipated, the time-phased COOP activation may 
terminate during this phase and a return to normal operations will take place.   
 
PHASE II – ALTERNATE OPERATIONS (12 HOURS TO TERMINATION) 
 
During this phase, the transition to the alternate facility is complete and the performance 
of mission-essential functions should be underway.  Also during this phase, plans should 
begin for transitioning back to normal operations at the primary facility or other 
designated facility. 
 
PHASE III – RECONSTITUTION AND TERMINATION 
 
During this phase, all personnel, including those that are not involved in the COOP 
activation, will be informed that the threat or actual emergency no longer exists and 
instructions will be provided for resumption of normal operations.   
Section IV of this document covers more detailed, specific time-phased implementation 
procedures that will be followed during COOP activation and execution.    
 
II-5      CRITICAL SERVICE COOP STAFF 
 
As referenced in Section II-3 of this document, the City of Depoe Bay management and 
staff who are relocated under this Plan to the selected alternate facility are known 
collectively as the COOP Relocation Team or CRT.  The CRT must be able to continue 
operations and perform mission-essential functions for up to 30 days with resource 
support.  Depending upon the nature and severity of the event requiring activation of the 
COOP Plan, the roster of the CRT may be adjusted by the City Superintendent as 
necessary.  The following are key City of Depoe Bay staff identified as members of the 
CRT (additional staff may also be assigned to the CRT), listed by position title, who will 
work from the alternate facility during COOP activations: 
 
Alternate Facilities 
Wastewater Plant - Danny Arnold Public Works Operator 
Water Plant - Gary Walls Public Works Operator 
 
COOP Relocation Team Chief 
Terry Owings Public Works City Superintendent 
 
COOP Relocation Team Members 

   Emma LuMaye, Administraton Staff, Accounting Clerk 
Responsibility: Serves as the primary point of contact for Information 
Technology; duties include managing IT resources and coordinating IT related 
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requirements such as acquiring and installing: computers, telephones, 
internet/intranet connectivity, etc. 

 
   Pery Murray, Administraton Staff, City Recorder 

Responsibility: Serves as the Relocation Team Chief and is responsible for 
deciding if and when to relocate operations to an alternate facility. 
 
Serves as the primary point of contact for Information Technology; duties 
include managing IT resources and coordinating IT related requirements such 
as acquiring and installing: computers, telephones, internet/intranet 
connectivity, etc. 
 
Responsible for coordinating and managing financial related issues during 
continuity events including purchases, petty cash and reimbursements. 

 
   Terry Owings, Public Works, City Superintendent 

Responsibility: Serves as the Relocation Team Chief and is responsible for 
deciding if and when to relocate operations to an alternate facility. 
 
Serves as the primary point of contact for Facility Management; duties could 
include assistance in selecting alternate facilities and coordinating relocation 
efforts of furniture, office equipment, and IT related requirements. 

 
   Brady Weidner, Public Works, City Field Supervisor 

Responsibility: Serves as the primary point of contact for Facility Management; 
duties could include assistance in selecting alternate facilities and coordinating 
relocation efforts of furniture, office equipment, and IT related requirements. 

  
Annex O provides individual names and contact numbers of the entire CRT staff.  
 
Because alternate facility space and support capabilities may be limited, the CRT staff 
may need to be restricted to those personnel who possess the skills and experience 
needed for the execution of mission-essential functions.  The above referenced list 
includes those individuals. 
 
As noted in Section II-3, the City of Depoe Bay staff who do not have specified COOP 
roles or responsibilities are referred to collectively as the COOP Support Team or CST.  The 
CST may be directed to move to other facilities or duty stations, or may be advised to 
remain at or return home, pending further instructions.  Individuals from the CST may be 
used to replace unavailable CRT members or to augment the overall COOP 
response.  COOP activation will not, in most circumstances, affect the pay and benefits 
of the City of Depoe Bay management and staff. 
 
Section IV of this document covers more detailed, specific time-phased implementation 
procedures that will be followed during COOP activation and execution.         
 
II-6      ALTERNATE FACILITY 
 
The determination of 1) the appropriate alternate facility for relocation, and 2) whether 
to relocate the entire CRT to the alternate facility will be made at the time of activation 
by the City Superintendent in consultation with the CRT; the decision will be based on the 
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incident, threat, risk assessments, and execution timeframe.  Arrangements should be 
made with the management of all pre-identified alternate facilities to appoint an 
Alternate Facility Manager who will be responsible for developing Site support 
procedures that establish the requirements for receiving and supporting the CRT. 
 
To ensure the adequacy of assigned space and other resources, all locations currently 
identified as alternate facilities and those being considered for alternate facility locations 
should be reviewed by the City of Depoe Bay management and staff annually.  The CRT 
will be advised of the results of this review and any updates to alternate facility details.   
In conducting a review of an existing alternate facility to determine its adequacy for 
supporting the operation of mission-essential functions, the following should be 
considered: 
 

   Ensure that the facility has sufficient space to maintain and support the CRT.  
 
   Ensure that the facility, along with acquired resources, are capable of sustaining 

operations for performing mission-essential functions for up to 30 days. 
 
   Ensure that the facility has reliable logistical support, services, and infrastructure 

systems (e.g., water, electrical power, heating/ventilation/air conditioning 
(HVAC)). 

 
   Ensure that personal convenience and comfort considerations (including toilet 

facilities) are given to provide for the overall emotional well-being of the COOP 
CRT team. 

 
   Ensure that adequate physical security and access controls are in place. 
 
   Ensure that the alternate facility is not in the same immediate geographical area 

as the primary facility, thereby reducing the likelihood that the alternate facility 
could be impacted by the same incident that impacts the primary facility.   

 
   Consider cooperative agreements such as Memoranda of Understanding 

MOUs)/mutual aid agreements with other agencies or contract agreements with 
vendors who provide services such as virtual office technologies. 

  
Annex B provides the location of the City of Depoe Bay alternate facility sites and 
additional information on alternate facility requirements.   
 
II-7      MISSION-ESSENTIAL FUNCTIONS  

 
In planning for COOP activation, it is important to establish priorities before an 
emergency to ensure that the CRT can complete mission-essential functions that are 
critical to the overall operation of the City of Depoe Bay and that support emergency 
response efforts. The City Superintendent and the CRT shall ensure that mission-essential 
functions can continue or resume as rapidly and efficiently as possible during an 
emergency relocation.  Any task not deemed mission-essential must be deferred until 
additional personnel and resources become available.  Following is a breakdown of 
mission-essential functions performed by the City of Depoe Bay in order of priority: 
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Mission Essential Functions for City of Depoe Bay 
 

1. Functions to be performed, given a One Day disruption. (Highest priority to 
lowest): 
 

     Water treatment/production/distribution 
  Ensure raw water source availability  
  Operate treatment plant, produce water 
  Ensure distribution system in operation 

 
    Ensure collection system operational, lift stations and lines 

 Operate wastewater treatment plant 
 
    Communications coordination with public works 
 

2.   Functions to be performed, given a One Day - One Week disruption. (Highest 
priority to lowest): 
 
    Continuation of functions listed under Tier #1 
 
    Clear access for city streets 

 Remove trees, debris 
 
    Communications coordination with city crew 

 Communications with outside agencies, council members, citizens 
 Financial activities as necessary (banking, customer transactions) 

 
2. Functions to be performed, given a One Week - One Month disruption. 

(Highest priority to lowest): 
 

      Continuation of functions listed under Tier #1 and #2 
 
      Council & other meetings - announcement, attendance, recording 

   Banking-deposits, transfers 
   Accounts Payable 
   Accounts Receivable, Billing 
   Payroll 

  
Annex C provides guidelines/templates to assist in the determination and prioritization of 
mission-essential functions. 

  
II-8      DELINEATION OF MISSION-ESSENTIAL FUNCTIONS  
 
To ensure that the mission-essential functions referenced in Section II-7 are effectively 
transferred to the alternate facility and continued with minimal interruption, it is 
imperative that each function have qualified CRT staff assigned to it.  The CRT should be 
formed with mission-essential functions in mind; the number of individuals who are 
assigned to the alternate facility may be limited due to facility resources and capacity, 
and the individuals working there must be able to ensure that mission-essential functions 
are carried out.  When the CRT is formed, individuals should be matched up with the 
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mission-essential function(s) they will be assigned at the alternate facility during COOP 
activation.  
  
Annex C provides a breakdown of estimated resources required, including personnel and 
equipment, to ensure the continuation of mission essential functions during COOP 
activations. 
  
II-9      WARNING CONDITIONS  
 
When planning and preparing for emergencies that may require activation of the COOP 
Plan, a wide range of scenarios must be considered. Impending events such as 
hurricanes or winter storms may provide ample warning for notification of staff and 
identification and pre-positioning of resources in preparing for possible COOP activation; 
other types of events such as earthquakes or terrorist events, may provide no warning. 
 

   With Warning.  It is expected that, in most cases, the City of Depoe Bay will 
receive a warning of at least a few hours prior to an event.  This will normally 
enable the full execution of the COOP Plan with a complete and orderly alert, 
notification, and deployment of the CRT to an assembly site or the alternate 
facility. 

 
   Without Warning.  The ability to execute the COOP Plan following an event that 

occurs with little or no warning will depend on the severity of the emergency 
and the number of personnel impacted.  If the deployment of the CRT is not 
feasible because of the unavailability or loss of personnel, including the City 
Superintendent, temporary leadership of the Department will be passed to the 
Administration Staff City Recorder, as identified in Section II-10 of this 
document.   

 
   Non-Duty Hours.  The ability to contact members of the CRT at all times, 

whether during work hours or non-duty hours, is critical for ensuring that the 
COOP can be activated quickly if needed.  Procedures must be in place that 
account for notifying and mobilizing (if necessary) the CRT on extremely short 
notice.    

 
   Duty Hours.  If an event or incident occurs during work hours, which requires 

relocation of the primary facility, the COOP will be activated and available 
members of the CRT will be deployed as directed to support operations for the 
duration of the emergency.  The CST, or those individuals who do not have 
assigned roles in the COOP Plan, will either be sent home or possibly used to 
provide support to the CRT, if additional assistance is required. 
 

Section II-12 of this document provides additional information and procedures to be 
followed based on warning conditions.  Section IV-3 of this document provides staff 
activation procedures for duty hours and non-duty hours. 
 
II-10    DIRECTION AND CONTROL  
  
Lines of succession are maintained by all organizational elements, to ensure continuity of 
mission-essential functions.  Successions are provided to a minimum depth of three at any 
point where policy and directional functions are carried out.   
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Authorized successors to the City Superintendent are specified as follows: 
 

1)      Pery Murray, Administraton Staff, City Recorder  
2)      Brady Weidner, Public Works, City Field Supervisor  

 
Each organizational element should pre-delegate authorities for making policy 
determinations and decisions.  All such pre-delegations will specify what the authority 
covers, what limits may be placed upon exercising it, who (by title) will have the 
authority, and under what circumstances, if any, the authority may be delegated. 
  
The City Superintendent and/or their designee are responsible for ordering activation of 
the COOP.  Members of the CRT may be requested by the City Superintendent to 
disseminate COOP guidance and direction during the activation and relocation 
phases.  Pending the activation of the COOP Plan, the CRT Chief will monitor the situation 
and assist in the notification process, as necessary. 
 
Once the COOP Plan is activated, the appropriate Emergency Management Officials 
should be notified and requested to provide any previously agreed upon assistance to 
the City of Depoe Bay. 
 
Annex D provides additional information on lines of succession.   
Annex E provides a sample memorandum for instituting delegations of authority. 
 
II-11    OPERATIONAL HOURS   
 

   During COOP contingencies, the City Superintendent will determine the hours 
of operation for the CRT. 

 
   Members of the CRT must be prepared to support a 24-hour-per-day, 7-day-

per-week operation. 
 
   Members of the CST should be prepared to support the CRT in the event that 

additional support is needed. 
 
II-12    ALERT AND NOTIFICATION   
 
Alert Procedures. If the situation allows for warning, staff may be alerted prior to 
activation of the COOP Plan.  In all situations allowing for an alert, procedures must 
include notification to the City of Depoe Bay key staff members, appropriate Emergency 
Management Officials, and appropriate Emergency Coordinating Officers (ECOs).   
 

   Information and guidance for the City of Depoe Bay staff will normally be 
passed via telephone using an emergency notification telephone 
tree/cascade or similar system. Depending on the situation, current information 
may also be available via: 

    Separate departmental hotlines, if approved and developed. 
 
    Intranet web site and/or electronic mail. 
 
    Announcements to local radio and TV stations, if approved and 

developed. 
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   Other means, if approved and developed. 
 

   City of Depoe Bay staff should remain at their office or home until specific 
guidance is received. 

 
   The CRT should be prepared for rapid deployment upon activation via special 

prearranged notification procedures.  These instructions will denote explicit 
actions to be taken, including the location of the assembly site and/or the 
designated alternate facility location. 

 
   The City Superintendent will direct the activation of the COOP Plan.  

  
Notification Procedures.  Upon activation of or notification to activate the City of Depoe 
Bay COOP Plan, telephone, email, and other methods of communications designated by 
the City of Depoe Bay can be used to notify its key staff and employees.  The following 
are COOP notification procedures for the City of Depoe Bay: 
  

   The City Superintendent will notify the CRT Chief to activate the COOP Plan. 
 
   Upon notification to activate the City of Depoe Bay COOP Plan, the CRT Team 

Chief will perform the following duties: 
   Contact the key staff members identified in Annex O, informing them of 

the current situation and that the COOP Plan is being activated. 
 
   Notify the Facility Manager of the appropriate Alternate Facility of the 

activation of the City of Depoe Bay COOP Plan. 
 
   Notify the Appropriate Emergency Management Officials that an 

emergency activation or anticipated activation of the City of Depoe 
Bay COOP Plan is expected or in progress. 

 
   Report the progress of the notification process to the City 

Superintendent 
  

Upon COOP activation, key staff members will contact their staffs – (CRT and non-CRT 
members) using the following procedures: 
 

    Attempt to call each person in his or her chain and relay the information 
and guidance provided by the CRT Chief. 

 
   Make a second attempt to contact those individuals who were not 

initially available.  If this attempt is unsuccessful, they will leave a 
message, send a page, or use any other method of communications 
available to make contact. 

 
   Report status of cascade, including names of personnel not contacted, 

to the CRT Chief. 
  
Annex F provides alert/notification procedures and key staff responsible for implementing 
those procedures.    
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SECTION III: PROCEDURES 
 
III-1    PERSONNEL COORDINATION   
 
Procedures should be in place to address any personnel issues that may arise among 
those individuals who will be responsible for implementing the COOP Plan (i.e., the CRT) 
as well those who do not have specific COOP roles but who may be called upon if 
necessary during COOP activation (i.e., the CST).  Listed below are personnel resources 
and capabilities in place at the City of Depoe Bay to ensure that emergency and non-
emergency staffs are prepared when disasters strike, either with or without warning:  

 
   Communications Plan for emergency and non-emergency staff 

 
   Health, safety, and emotional well-being of all employees and their families 

Issues will be managed by the City Superintendent and based on the 
Policies and Procedures of the City of Depoe Bay 
 

   Pay status and administrative leave issues 
Issues will be managed by the City Superintendent and based on the 
Policies and Procedures of the City of Depoe Bay 
 

   Medical, special needs, and travel issues 
Issues will be managed by the City Superintendent and based on the 
Policies and Procedures of the City of Depoe Bay 
 

III-2    VITAL RECORDS AND DATABASES   
 
Vital records and databases identified as critical to supporting mission-essential functions, 
both paper and electronic, have been identified and will be maintained, updated, and 
stored in secure offsite locations.  In addition, procedures will be developed to ensure 
that records are maintained and updated regularly.  Procedures will also identify how 
emergency operating records will be made available to qualified personnel and will 
ensure backup for legal and financial records.  Identified below are different categories 
of vital records:  
 

   Vital records essential to the continued functioning or reconstitution of an 
organization during and after an emergency in a secure offsite location:  

 
   Emergency plans and directives 
   Orders of succession (Annex D) 
   Delegations of authority (Annex E) 
   Staff roster (Annex O) 
   Staffing assignments 
   Records of a policy or procedural nature that provide staff with guidance 

and information or resources necessary for conducting operations during any 
emergency and for resuming formal operations at its conclusion 

  
   Vital records critical to carrying out an organization’s essential legal and financial 

functions and activities: 
 

   Accounts receivable 
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   Contracting and acquisition files 
   Official personnel files 
   Social Security  
   Payroll 
   Retirement 
   Insurance records 
   Property management and inventory records 

  
Annex G provides additional information on vital records and provides identification, 
location, and backup capabilities of City of Depoe Bay vital records necessary for 
performing mission-essential functions. 
 
III-3    PRE-POSITIONED RESOURCES 
 
It is strongly encouraged that essential items, such as office supplies and equipment, 
data, vital records, and other critical resources be pre-positioned at the alternate facility 
or other off-site location to facilitate the transition to alternate operations during COOP 
emergencies.  The pre-positioned resources should be carefully inventoried and regularly 
maintained by the Alternate Facility Manager or his/her designee to ensure that there is a 
clear accounting of exactly what resources are pre-positioned at the alternate facility 
and will not require relocation during COOP emergencies.   
 
III-4    RESOURCE KITS   
 
The City Superintendent is responsible for providing guidance to staff on the requirements 
for and the contents of these kits, which may contain such items as software, databases, 
publications, and laptop computers.  Checklists may need to be used to help ensure the 
inclusion of all necessary contents. 
 
It is strongly encouraged that essential items and data be pre-positioned at the alternate 
facility or other off-site location instead of being carried in Resource Kits, because CRT 
personnel may be at home when the order to deploy is received and access to the 
Resource Kits may be difficult or impossible. 
 

   Items to consider including in these kits:  
   Applicable agency, local, and state regulations; statutes and administrative 

codes; and emergency plans/procedures 
   Tape recorder and tapes 
   Batteries 
   List of what positions have to be filled and procedures needed to continue 

the mission-essential functions 
   Laptop(s) with all necessary forms/plans/procedures on a CD 
   Office supplies to support operations for the initial period.  List of additional 

office supplies that may be required for an extended period 
   In addition to “official” items carried in the Resource Kits, each staff member 

requiring billeting at the alternate facility should consider bringing 
appropriate personal items and changes of clothing. In addition, these staff 
should relocate with their City of Depoe Bay identification badge for entry 
into the alternate facility.  

   Medical Support: 
 

Page 38 of 230



19 | P a g e  
 

   The Alternate Facility Manager is responsible for making available limited medical 
information and/or treatment available for alternate facility staff. 

 
   Deploying personnel should bring with them an adequate supply of medicines 

and other specialty needs (e.g., hearing-aid batteries, eyeglasses). 
 
   Contact the Alternate Facility Manager for special arrangements, such as 

refrigeration of pharmaceutical and medical supplies. 
 
   Deploying personnel should also bring health insurance cards. 

  
Annex H provides additional information on Resource Kits. 
  
III-5    Telecommunications and Information Systems Support 
 
Interoperable communications or the ability for the City of Depoe Bay staff to 
communicate with individuals internal and external to the agency is critical during COOP 
emergencies, as during any other types of emergencies.  The following are both internal 
and external communications systems identified for the City of Depoe Bay: 
 

   Internal communications that will be used within the City of Depoe Bay and/or its 
alternate facilities to communicate with other emergency response agencies, the 
media and other agencies/organizations external to the primary and/or alternate 
facility: 

 
Water Plant 

Transported 
   radio VHF 
   telephone 
   contacts list 

 
Pre-Positioned 

   internet connection 
  

   External communications that will be used within the City of Depoe Bay and/or its 
alternate facilities to communicate with other emergency response agencies, the 
media and other agencies/organizations external to the primary and/or alternate 
facility: 
 

Water Plant 
Transported 

   radio VHF 
   telephone 

 
Access to critical information systems that are used to accomplish mission-essential 
functions during normal operations from the primary facility should also be assured at the 
alternate facility (see Annex I).  In order for these systems to be accessible, connectivity 
must be in place at the alternate facility and system servers should be backed up on a 
daily basis at more than one location.  For the City of Depoe Bay, the City of Depoe Bay 
Administration maintains the information systems and ensures that the systems are 
backed up on a daily basis.  In addition, the City of Depoe Bay Administration ensures 
that connectivity exists at the alternate facility.  The City of Depoe Bay Administration will 
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also provide systems technical support during COOP activations.      
 
The above referenced telecommunications and information systems capabilities at the 
City of Depoe Bay alternate facility are sufficient for the performance of mission-essential 
functions under the COOP Plan.   
 
The following is a checklist that may be used for planning telecommunications and 
information systems requirements:  
 

   Plans should address all three types of communication (internal, external, and 
mobile). 

 
   Plans should include the development of telephone trees. 
 
   Plans should consider use of a hotline housed in a secondary location. 
 
   Plans should consider radio communications using available staff with radios. 
 
   Plans should recognize different needs ranging from a one-hour emergency to 

an extended emergency. 
 
   Plans should consider the use of a communication center to serve as a hub for 

communication needs of all local users. 
 
   Plans should strategize for situations in which all communications systems are 

unavailable.  
 
   At a minimum, all members of the CRT should have pagers and/or cell phones.  

  
Annex I provides additional information on telecommunications and information systems.  
 
III-6    TRANSPORTATION, LODGING, AND FOOD   
 
Policies and procedures should be developed that consider transportation, lodging, and 
feeding of the CRT working from the alternate facility.  During COOP activations, CRT staff 
members will likely prefer to use their individual vehicles for transportation to the alternate 
facility; however, in the event that they are not able to do so, an alternate transportation 
plan should be in place.  Procedures for lodging and feeding arrangements should also 
be developed.  All of the above can be accomplished by having agreements in place 
with other agencies or non-profit organizations.  Also, have agreements with pre-
identified private vendors to provide support on very short notice during 
emergencies.          
 
The City of Depoe Bay has procedures that address food, lodging, and purchasing for 
emergencies.   
 
III-7    SECURITY AND ACCESS CONTROLS  
  
The City Superintendent will ensure that all four types of security are addressed and in 
place at the alternate facility: operational, information systems/cyber, physical, and 
access controls.  Due to the sensitive information contained in the COOP Plan, the City 
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Superintendent will also ensure that distribution of the Plan is limited and that an 
accounting of those who have access to the plan is maintained.   
 
The City Superintendent will ensure the following:  

1) Plans and procedures shall establish a goal of duplicating the level of security 
established at the vacated primary facility. 
 

2)   Alternate technologies, including video technology, may be considered for 
security.  

 
3)   Augmentation of security will be addressed, based on the emergency or threat, to 

include considerations for using local law enforcement, private vendors, or other 
resources.    

 
4)  For incidents involving terrorist attacks or threats of terrorist attacks, the City of 

Depoe Bay will develop a security augmentation system based on the five-tiered 
Federal Department of Homeland Security Advisory System. 

 
Annex J identifies security measures in place for COOP emergencies and provides 
guidelines for augmenting security based on threat levels.   
 
III-8    PERSONAL AND FAMILY PREPAREDNESS   
 
All staff, including those individuals actively involved in COOP emergencies (i.e., the CRT) 
or not officially assigned a role during COOP activations (i.e., the CST), should be 
prepared for and aware of COOP activation procedures.  To assure that all employees 
are prepared for COOP contingencies, training should be a part of the City of Depoe 
Bay orientation for new staff and should be regularly conducted (at least annually) for all 
existing staff.  The training should focus on preparing employees for situations in which 
they will not be able to work from their primary facility.  The training should advise staff on 
how to be personally prepared by developing “personal go-kits” as well as ensuring that 
their families are prepared for all types of emergencies, including COOP activations.   
 
Annex K provides a Family Disaster Plan that can be used for COOP emergencies.   
 
III-9    SITE SUPPORT PROCEDURES  
 
Site support responsibilities are those tasks that must be conducted to ensure the 
readiness of the alternate facility and the continued functional operation of the facility 
during the entire duration of COOP activation.  These responsibilities include ensuring that 
an alternate Facility Manager is appointed and that procedures are in place and are 
followed to ensure a smooth transition to alternate facility operations.  These 
responsibilities also include a planned transition back to normal operations once the 
emergency situation has passed.   
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SECTION IV:  PHASE I - ACTIVATION 
  
The following procedures are suggested as guidelines to follow for COOP 
activations.  They may be adopted or modified as needed to fit with internal 
requirements.  In general, the following procedures are to be followed in the execution of 
the COOP Plan. The extent to which this will be possible will depend on the emergency, 
the amount of warning received, whether personnel are on duty or off-duty, and the 
extent of damage to the impacted facilities and their occupants. This Plan is designed to 
provide a flexible response to multiple events occurring within a broad spectrum of 
prevailing conditions. The degree to which this Plan is implemented depends on the type 
and magnitude of the events or threats. 
 
IV-1     ALERT AND NOTIFICATION PROCEDURES   
 
The City of Depoe Bay notification process related to COOP activation should allow for a 
smooth transition of the CRT to an alternate facility in order to continue the execution of 
essential functions across a wide range of potential emergencies.  Notification may be in 
the form of one of the following: 
 

   A COOP alert to the CRT and CST that relocation is anticipated or is imminent. 
 
   An announcement of a COOP activation that 1) directs the CRT to report 

immediately to an assembly site or a designated alternate facility, and 2) 
provides instructions regarding movement, reporting, and transportation details 
to an assembly site or a designated alternate facility. 

 
   Instructions to the CRT to prepare for departure and relocation to a designated 

alternate facility and instructions to CST employees. 
  
Upon receipt of a COOP alert from the City Superintendent or a designated successor, 
staff alert and notification procedures (see Annex F) are initiated.    
 
IV-2     INITIAL ACTIONS   
 
Based on the situation and circumstances of the event, the City Superintendent will 
evaluate the capability and capacity levels required to support the current mission-
essential functions of the impacted facility(ies) and initiate actions for relocation to the 
appropriate alternate facility.   These actions include measures to be taken in 
anticipation of COOP activation and actions to be taken upon COOP activation.  Once 
COOP activation is effected, procedures must be considered for both duty hours and 
non-duty hours.    
 
IN CASES WHERE COOP ACTIVATION IS ANTICIPATED, THE CITY SUPERINTENDENT: 
 

   Notifies the designated alternate Facility Manager to prepare for the relocation 
of the impacted facility and to prepare the appropriate alternate facility for 
operations. 

 
   Issues a COOP alert to the CRT and CST that relocation is anticipated.  CRT 

personnel are instructed to prepare for COOP activation.  
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   Notifies the appropriate Emergency Management Officials and appropriate 
ESF Emergency Coordinating Officers that an emergency relocation of the 
facility is anticipated.   
  

IN CASES WHERE COOP ACTIVATION IS ORDERED: 
 
   The City Superintendent coordinates the immediate deployment of the CRT to 

an assembly site or the designated alternate facility. 
 
   The City Superintendent notifies the designated alternate Facility Manager to 

immediately initiate relocation efforts of the impacted facility and to prepare 
the appropriate alternate facility for operations. 

 
   The City Superintendent provides instructions and guidance on operations and 

the location of the alternate facility. 
 
   The Alternate Facility Manager provides regular updates to the City 

Superintendent regarding the status of alternate facility activation/readiness. 
  

The following notification procedures are initiated: 
  

   The City Superintendent notifies appropriate Emergency Management Officials 
and ESF Emergency Coordinating Officers (ECO)  that an emergency 
relocation of the facility has been ordered and is in progress. 

 
   All designated staff members (see Annex F – Notification Procedures) initiate 

their respective COOP notification cascades. 
 
   The CRT members report to an assembly site or deploy to the designated 

alternate facility to assume mission-essential functions. 
 
   All CRT members who have established Resource Kits ensure that they are 

complete, with current documents and equipment, and commence 
movement of the resources. 

 
   All CRT members assemble the remaining documents and other assets as 

required for the performance of mission-essential functions and begin 
preparations for the movement of these resources. 

 
   All personnel and sections of the impacted facility or facilities should implement 

normal security procedures for areas being vacated. 
 
   Security and other designated personnel of the impacted facility should take 

appropriate measures to ensure security of the facilities and equipment or 
records remaining in the building. 
 

IV-3     ACTIVATION PROCEDURES DUTY HOURS   
 

   The City Superintendent notifies the CRT Chief of the emergency requiring 
activation of the City of Depoe Bay COOP Plan. 
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   The City Superintendent or the CRT Chief activates the COOP Plan and notifies 
the appropriate alternate Facility Manager(s). 

 
   Notification procedures identified in Annex F are conducted. 
 
   The City Superintendent or CRT Chief directs members of the CRT to begin 

movement to an assembly site or to the designated alternate facility 
immediately. 

 
   The CRT immediately deploys to an assembly site or a designated alternate 

facility to assume mission-essential functions. 
 
   CST personnel (those who do not have active COOP response roles) in 

affected facilities are instructed to go home or to another specified location 
pending further guidance. 

 
   Additional tasks identified in Section IV-2 that are not yet completed are 

completed in their entirety. 
 

IV-4     ACTIVATION PROCEDURES FOR NON-DUTY HOURS   
 

   The Emergency Coordinating Officer, Duty Officer, or other personnel notify the 
City Superintendent that an emergency requiring COOP activation is 
anticipated or underway.  The City Superintendent then notifies the CRT Chief 
of the emergency requiring activation of the City of Depoe Bay COOP Plan. 

 
   The City Superintendent or CRT Chief activates the COOP Plan and notifies the 

appropriate alternate Facility Manager(s). 
 
   Notification procedures identified in Annex F are conducted. 
 
   The City Superintendent or CRT Chief directs members of the CRT to begin 

immediate movement to an assembly site or to the designated alternate 
facility. 

 
   The CRT immediately deploys to an assembly site or a designated alternate 

facility to assume mission-essential functions. 
 
   CST personnel (those who do not have active COOP response roles) are 

directed to remain at home pending further guidance. 
 
   Additional tasks identified in Section IV-2 that are not yet completed are 

completed in their entirety. 
 

IV-5     DEPLOYMENT AND DEPARTURE PROCEDURES FOR TIME-PHASED OPERATIONS   
 
The City Superintendent will determine full or partial deployment to the designated 
alternate facility of any mission-essential functions that are critical to operations at the 
time the City of Depoe Bay COOP activation is ordered.  This determination will be based 
on the severity of the event and the level of threat.  The following actions establish 
general administrative procedures to allow for travel and transportation to the alternate 
facility.  Specific instructions will be provided at the time a deployment is ordered. 
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   COOP Relocation Team (CRT). The CRT immediately begins deployment, taking 

with them all office Resource Kits, if applicable, and their personal go-kits. This 
team will most likely use privately-owned vehicles for transportation to the 
designated facility. Specific instructions will be provided at the time of 
activation. 

 
   COOP Support Team (CST). CST personnel present at the impacted facility at 

the time of an emergency notification will be directed to proceed to their 
homes to await further instructions. At the time of notification, any available 
information will be provided regarding routes that should be used to depart the 
facility or other appropriate safety precautions.  During non-duty hours, CST 
personnel will remain at their homes pending further guidance. 
 

IV-6     TRANSITION TO ALTERNATE OPERATIONS  
 
Following the activation of the COOP Plan and establishment of communications links 
with the City Superintendent and the CRT at an assembly site or the designated alternate 
facility, the City Superintendent orders the cessation of operations at the primary facility. 
  

   The City Superintendent or CRT Chief notifies the appropriate Emergency 
Management Officials and appropriate ESF Emergency Coordinating Officers 
that an emergency relocation of the City of Depoe Bay facility is 
complete.  S/he then provides information on the alternate facility location, 
including contact numbers. 

 
   As appropriate, government officials, media, outside customers, vendors, and 

other service providers are notified by the City of Depoe Bay Public Information 
Officer or other designated person(s) that the City of Depoe Bay primary 
facility has been temporarily relocated. 
 

IV-7     SITE SUPPORT RESPONSIBILITIES 
 
Following notification that a relocation of the City of Depoe Bay facility has been ordered 
or is in progress, the appropriate alternate Facility Manager will implement the COOP Site 
support procedures and prepare to receive the CRT within 12 hours.  
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SECTION V:  PHASE II - ALTERNATE OPERATIONS 
 
V-1      EXECUTION OF MISSION-ESSENTIAL FUNCTIONS  
 
Upon activation, the CRT will begin providing support for the following functions: 

   Ensure that mission-essential functions (see Annex C) are reestablished as soon 
as possible. 

 
   Monitor and assess the situation that required the relocation. 
 
   Monitor the status of personnel and resources. 
 
   Establish and maintain contact with the appropriate Emergency Management 

Officials and the appropriate ESF Emergency Coordinating Officers, or other 
designated personnel. 

 
   Plan and prepare for the restoration of operations at the impacted facility or 

other long-term facility. 
 

V-2      ESTABLISHMENT OF COMMUNICATIONS   
 

   The City Superintendent or CRT Chief will ensure all necessary and preplanned 
communications and information systems are established, adequate, and 
functioning properly; and 

 
   The City of Depoe Bay Administration will service and correct any faulty or 

inadequate communications systems. 
 
   The City of Depoe Bay Administration personnel will ensure connectivity of 

information systems and will service any faulty or inadequate information 
systems.  
 

V-3      COOP SUPPORT TEAM (CST) RESPONSIBILITIES   
 
CST members do not have primary roles during COOP activations and will likely be 
directed to remain home during non-duty hours or return home during duty 
hours.  However, CST personnel should be prepared to provide backup support to the 
CRT and should be trained to conduct one or more of the COOP functions that will be 
performed from the alternate facility during COOP activations.   
 
V-4      COOP RELOCATION TEAM (CRT) RESPONSIBILITIES 
 
In addition to the functions identified under V-1, the CRT members will begin providing 
support for the following functions as soon as possible following their arrival at the 
designated alternate facility or pre-identified assembly site: 
 

   The CRT Chief or Alternate Facility Manager will disseminate administrative and 
logistics information to the CRT upon arrival.  This information should generally 
cover the operational procedures for the next 30 days.   
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   The CRT will receive continual briefings and updates from the CRT Chief or City 
Superintendent. 

 
   The CRT will perform the mission-essential functions of the City of Depoe Bay.    

 
V-5      AUGMENTATION OF STAFF   
 

   If it becomes evident that the CRT cannot adequately ensure the continuation 
of mission-essential functions, the City Superintendent or CRT Chief will 
determine the additional positions necessary to maintain these functions. 

 
   The City Superintendent or CRT Chief will identify individuals from the CST who 

may be able to provide support to the CRT. 
 
   The City Superintendent or CRT Chief will then ensure that the identified 

positions are staffed with individuals who have the requisite skills to perform the 
tasks. 

 
   The City Superintendent or CRT Chief will consider implementing agreements 

with outside resource support including Memoranda of Understanding/mutual 
aid agreements with other government agencies and contractual agreements 
with private vendors.   
 

V-6      AMPLIFICATION OF GUIDANCE TO CRT AND CST PERSONNEL  
 

   The City Superintendent will develop an informative memorandum for 
dissemination to all employees on the duration of alternate operations as well 
as pertinent information on payroll, time and attendance, duty assignments, 
and travel authorizations and reimbursements. 

 
   The City Superintendent will then distribute the document to the relocated 

personnel and the CST staff through appropriate media and other available 
sources. 
 

V-7      DEVELOPMENT OF DEVOLUTION PLANS 
  
Devolution is the capability to transfer statutory authority and responsibility for essential 
functions from an agency's primary operating staff and facilities to another organization’s 
employees and facilities.  Devolution planning supports overall COOP planning and 
addresses catastrophic or other disasters that render an agency's leadership and staff 
unavailable or incapable of performing its essential functions from either its primary or 
alternate facilities.  
 
If devolution is necessary, prioritized essential functions are transferred to a pre-identified 
devolution organization. Agency direction and control of mission essential functions is 
transferred to the devolution organization site and/or identified personnel. 
  
Devolution planning involves several special issues: 
 

    Personnel at the devolution site must be trained to perform the essential 
functions to the same level of proficiency as the City of Depoe Bay personnel. 
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    Vital records, documents, and databases must be up to date and available at 
the devolution site. 

 
    Communications and information management systems must be able to be 

transferred to the devolution site. 
 
    Delegations of authority planning must include senior personnel at the 

devolution site. 
 
Should sufficient staff be unavailable to conduct the mission essential functions of City of 
Depoe Bay, all of the affected operations will initiate the activation of pre-arranged 
devolution agreements.  Devolution will be triggered when available staff determines 
that there are insufficient resources to maintain and carry out the City of Depoe Bay’s 
prioritized mission essential functions.  At that point, the City Superintendent or highest 
ranking City of Depoe Bay official available will institute devolution through the issuance 
of the Devolution Activation Memo, provided in Annex L.  Available City of Depoe Bay 
staff will notify the devolution organization(s) that devolution is being initiated. 
 
The following are pre-identified devolution organization(s) for the City of Depoe Bay: 
State of Oregon 
  
Annex C provides mission essential functions identified for City of Depoe Bay 
Annex E provides COOP Delegations of Authority 
Annex L provides the pre-established Devolution Activation memo and specific 
guidelines for initiation of devolution of mission essential functions. 
  
V-8      DEVELOPMENT OF PLANS AND SCHEDULES FOR RECONSTITUTION AND TERMINATION 
  
The CRT Chief will develop Reconstitution and Termination Plans and Schedules to be 
presented to the City Superintendent that will direct an orderly transition of all mission 
essential functions, personnel, equipment, and records from the devolution organization 
to a new or restored facility.  Plans and Schedules will include: 
  

1.   Whether the original primary facility is re-inhabitable.  If not, the plans will 
include recommendations of primary facility options. 

 
2.   Construction needs for the primary facility re-occupancy, including 

remediation of safety issues.   
 
3.   Estimated costs associated with construction and occupancy.  Plans to 

include options for funding. 
 
4.   Notification plans for COOP and Non-COOP staff. 
 
5.   Timeframe for construction completion and move-in.   

  
• The City Superintendent will review and formally approve the plans and schedules.  

  
• Upon approval, the City Superintendent will issue a COOP Termination memo to 

the devolution organization(s) identifying the point of formal COOP Termination.  
  

• The CRT and CST Chiefs will oversee the Reconstitution and Termination process.  
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SECTION VI:  PHASE III - RECONSTITUTION AND TERMINATION 
 
VI-1     OVERVIEW   
  
As soon as possible (within 24 hours) following an emergency relocation, the CRT Chief 
will initiate operations to salvage, restore, and recover the impacted facility, pending 
approval from applicable local, state, and federal law enforcement and emergency 
service authorities.  Reconstitution procedures will commence when the City 
Superintendent determines that the emergency situation has ended and is unlikely to 
reoccur.  Once this determination has been made, one or a combination of the following 
options may be implemented, depending on the situation: 
 

   Continue to perform mission essential functions at the alternate facility for up to 
30 days. 

 
   Begin an orderly return to the impacted facility and reconstitute full normal 

operations. 
 
   Begin to establish reconstitution of normal operations at a different primary 

facility location.   
 
VI-2     PROCEDURES  
  
Upon a decision by the CRT Chief that the impacted facility can be reoccupied, or that 
a different location will be established as a new facility to resume normal operations, the 
following procedures will be followed: 

• The CRT Chief will create and submit resumption plans for review and 
approval by the City Superintendent.  

 
• Upon approval, the CRT and CST Chiefs will initiate and 

oversee the orderly transition of all mission essential functions, 
personnel, equipment, and records from the alternate facility 
to a new or restored facility. 

 
• Non-assigned CST personnel will be notified by the CRT that normal 

operations of the City of Depoe Bay are resuming and that they 
should report back to work. 

 
VI-3     AFTER-ACTION REVIEW AND REMEDIAL ACTION PLAN   
  
An After-Action Review information collection process will be initiated by each COOP 
Team prior to the cessation of operations at the alternate facility.  The information to be 
collected will, at a minimum, include information from employees working during the 
COOP activation and a review of lessons learned to include processes that were 
effective and less than effective.   The After-Action Review should provide 
recommended actions to improve areas identified as deficient or requiring improvement.  
The information should be incorporated into a COOP Remedial Action Plan.  
 
Recommendations for changes to the City of Depoe Bay COOP and any accompanying 
documents will be developed and brought forth to the COOP Planning Team for 
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review.  The COOP Planning Team will review and implement changes to the City of 
Depoe Bay COOP as required. 
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ANNEX A 
COOP TEAMS AND RESPONSIBILITIES 
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In preparation of potential COOP events, COOP Relocation Team (CRT) members are responsible for attending CRT 
meetings as scheduled, keeping the CRT Chief apprised of COOP matters, reviewing and updating mission-essential 
functions annually, developing notification cascades for key staff and/or division personnel, participating in COOP 
training and exercises, developing and updating Drive-Away Kits, and developing a plan and methodology for off-site 
storage of data to include vital records and databases. 
 
During a COOP event, members of the CRT are responsible for relocating to the designated Alternate Facility in a timely 
manner and re-establishing and recovering the operations of the organization’s mission essential functions as identified in 
Annex C.  
 
COOP Relocation Team Members - City of Depoe Bay 

Team Member Team Responsibility/Role  
Brady Weidner - City Field Supervisor 
Public Works 
Work: 541-765-2646 
Home: 541-765-2925 
Cell: 541-992-0980 
depoebayh2o@centurylink.net 

Serves as the primary point of contact for Facility Management; duties could 
include assistance in selecting alternate facilities and coordinating relocation 
efforts of furniture, office equipment, and IT related requirements.  

Terry Owings - City Superintendent 
Public Works 
Work: 541-765-3005 
Cell: 541-921-3624 
owings@ctyofdepoebay.org 
tlowings@wcn.net  

Serves as the Relocation Team Chief and is responsible for deciding if and 
when to relocate operations to an alternate facility. 
 
Serves as the primary point of contact for Facility Management; duties could 
include assistance in selecting alternate facilities and coordinating relocation 
efforts of furniture, office equipment, and IT related requirements.  

Pery Murray - City Recorder 
Administraton Staff 
Work: 541-765-2361 
Home: 541-765-2755 
Cell: 541-270-7296 
murray@cityofdepoebay.org 

Serves as the Relocation Team Chief and is responsible for deciding if and 
when to relocate operations to an alternate facility. 
 
Serves as the primary point of contact for Information Technology; duties 
include managing IT resources and coordinating IT related requirements such 
as acquiring and installing: computers, telephones, internet/intranet 
connectivity, etc. 
 
Responsible for coordinating and managing financial related issues during 
continuity events including purchases, petty cash and reimbursements.  

Page 52 of 230



33 | P a g e  
 

Team Member Team Responsibility/Role  
Emma LuMaye - Accounting Clerk 
Administraton Staff 
Work: 541-765-2361 
Cell: 541-992-5749 
lumaye@cityofdepoebay.org 

Serves as the primary point of contact for Information Technology; duties 
include managing IT resources and coordinating IT related requirements such 
as acquiring and installing: computers, telephones, internet/intranet 
connectivity, etc.  
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In preparation of potential COOP events, COOP Support Team (CST) members are responsible for attending CST meetings 
as scheduled, keeping the CST Team Chief apprised of COOP matters, developing notification cascades for all CST 
members, and participating in COOP trainings and exercises. During a COOP event, members of the CST are responsible 
for reporting in to their CST Chief, reporting to their designated locations to await further COOP instructions (In many 
cases, this may be their home residence), and providing support to the COOP Relocation Team as requested.  
 
COOP Support Team Members - City of Depoe Bay 

Team Member Team Responsibility/Role  
Terry Owings - City Superintendent 
Public Works 
Work: 541-765-3005 
Cell: 541-921-3624 
owings@cityofdepoebay.org 
tlowings@wcn.net  

Serves as the Support Team Chief and is responsible for reporting 
and coordinating with the Relocation Team Chief to support any 
necessary requirements that arise during relocation. 
 
Responsible for managing the staffing levels and successful 
completion of mission essential functions at the alternate facility. 
 
Responsible for managing the communication efforts to staff 
regarding current status of the situation.  

Pery Murray - City Recorder 
Administraton Staff 
Work: 541-765-2361 
Home: 541-765-2755 
Cell: 541-270-7296 
murray@cityofdepoebay.org 

Responsible for managing the communication efforts to staff 
regarding current status of the situation. 
 
Responsible for managing the staffing levels and successful 
completion of mission essential functions at the alternate facility.  

Brady Weidner - City Field Supervisor 
Public Works 
Work: 541-765-2646 
Home: 541-765-2925 
Cell: 541-992-0980 
depoebayh2o@centurylink.net 

Responsible for managing the communication efforts to staff 
regarding current status of the situation. 
 
Responsible for managing the staffing levels and successful 
completion of mission essential functions at the alternate facility.  

Eric Watkins - Utility Worker 
Public Works 
Work: 541-992-1565 
Cell: 541-992-6522 

Responsible for managing the communication efforts to staff 
regarding current status of the situation.  Obtains supplies as 
needed.  
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In preparation of potential COOP events, COOP Planning Team (CPT) members are responsible for scheduling and 
conducting CPT meetings (minimum of one meeting per year), establishing a framework for the organization’s COOP 
plan design and strategy, reviewing the accuracy of the personnel information contained within the plan, developing an 
ongoing process for reviewing and updating the COOP plan, scheduling and participating in COOP trainings and 
exercises.  
 
COOP Planning Team Members - City of Depoe Bay 

Team Member Team Responsibility/Role  
Carol Connors - Mayor 
Elected Official 

Responsible for developing sections of the draft version of the 
plan. 
 
Responsible, along with City Council, for the official review and 
formal approval of the finalized plan.  

Pery Murray - City Recorder 
Administration Staff 
Work: 541-765-2361 
Home: 541-765-2755 
Cell: 541-270-7296 
murray@cityofdepoebay.org 

Serves as the Planning Team Chief and is the primary point of 
contact for all continuity planning issues. 
 
Responsible for identifying and managing team members, 
scheduling and conducting Planning Team meetings on a regular 
basis (recommended every 6 months). 
 
Responsible for developing sections of the draft version of the 
plan. 
 
Responsible for the on-going maintenance of the plan over time.  

Terry Owings - City Superintendent 
Public Works 
Work: 541-765-3005 
Cell: 541-921-3624 
owings@cityofdepoebay.org 
tlowings@wcn.net  

Responsible for identifying and managing team members, 
scheduling and conducting Planning Team meetings on a regular 
basis (recommended every 6 months). 
 
Responsible for developing sections of the draft version of the 
plan. 
 
Responsible for the on-going maintenance of the plan over time.  

 

Page 55 of 230



36 | P a g e  
 

 
 
 
 
 
 
 

ANNEX B 
ALTERNATE FACILITIES 
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The following are identified as Alternate Facilities (AF) for the City of Depoe Bay: 
Alternate 
Facility 
Type 

Name / Location 
(Physical Address 

* Resources Required To Perform 
Mission-Essential Functions 

Facility Manager 
& Telephone 
Number 

Alternate 
Facility 
(1st 
Choice) 

Wastewater Plant 
212 SW Southpoint St. 
Depoe Bay , OR 97341  

 
Danny Arnold 
541-765-2364 

Alternate Facility For 
City Hall - Primary Facility 
570 SE Shell Ave 
Depoe Bay, OR 97341 

Alternate 
Facility 
(2nd 

Water Plant 
455 NE Collins St 
Depoe Bay , OR 97341  

Transported 
1 - maps, asbuilts - Other 
1 - motor vehicle - Other 

Gary Walls 
541-765-2646 
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Alternate 
Facility 
Type 

Name / Location 
(Physical Address 

* Resources Required To Perform 
Mission-Essential Functions 

Facility Manager 
& Telephone 
Number 

Choice) Alternate Facility For 
City Hall - Primary Facility 
570 SE Shell Ave 
Depoe Bay, OR 97341 

1 - operations manuals,instructions - Other 
50 - checks, forms (application,etc) - Office Supplies 
1 - various office supplies - Office Supplies 
1 - generator - Emergency Equipment 
50 - fuel (gallons)- generator - Emergency Equipment 
1 - emergency operations plan - Documents 
1 - computer programs-swr,wtr,payroll,finance - Software 
2 - computers - Computer Hardware 
1 - radio VHF - Communications 
1 - telephone - Communications 
1 - contacts list - Communications 

 
Pre-Positioned 
1 - coffee pot - Other 
1 - refrigerator - Other 
1 - cooking appliance, cookware - Other 
1 - restroom facility - Other 
2 - desk, chair - Furniture 
6 - electrical extension cords - Emergency Equipment 
1 - internet connection - Communications 

 
* Identify resources needed to continue the operation of mission-essential functions that have been pre-positioned at the 
alternate facility and those that will need to be transported to the facility.  Examples of resources include office 
equipment/supplies, computers, chairs, tables, telephones, printers, and copiers.   
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Alternate Facility Operations 
  

   The alternate facility should have pre-positioned resources to sustain 
operations for three days without resource support.  The alternate facility will 
require installation of: 
         Telephones 
         Computers/LAN 
         Fax machines 
         Copiers 
         Furniture 

 
   Setup of the alternate facility may require vendor and resource support to 

provide the labor and equipment to outfit the facility.  
  
Memorandum of Understanding (MOU) Considerations 
 

   The City Superintendent will establish MOU(s) or pre-arranged contracts with 
Facility Managers and other organizations to provide basic support to the 
City of Depoe Bay during COOP events, including exercises.  

  
Joint Facility Support Requirements 
 

   The COOP Relocation Team (CRT) Chief is responsible for developing a 
coordinated support plan with the Facility Manager of the primary alternate 
facility. 

 
   At a minimum, the plan will address the following items: 

   Receiving, supporting, and relocating personnel at the alternate facility; 
   Repositioning supplies and equipment at the alternate facility; 
   Adequate logistical support; 
   Adequate infrastructure; 
   Adequate services; 
   Capability of the facility to accept the COOP team and operations; and 
   Capability of the facility to sustain COOP operations for a minimum of 30 

days 
 

   The details of the coordinated support Plan will be incorporated as part of this 
annex. 

  
Review and Update 
 
The City Superintendent, in consultation with the CRT Chief, will conduct an annual 
review of space allocations at the alternate facility to ensure the adequacy of assigned 
space and other resources.  
  

 
  

Page 59 of 230



40 | P a g e  
 

ALTERNATE FACILITY SELECTION PROCESS 
 
   The alternate facilities should be fixed facilities identified from existing city, 

state, or county facilities, or from leased facilities.  The alternate facilities must 
be capable of supporting emergency operations in a safe environment, as 
determined by the geographical location of the facility, an assessment of the 
local threat, and the collective protection characteristics of the facility.  The 
facility requirements, selection, and occupancy planning should be based on 
a worst-case scenario. 

 
   A list cataloging each facility and its capability and capacity will be used to 

assist in the selection process.  The City Superintendent is responsible for 
maintaining the facility list and ensuring the accuracy of the data. 

 
   The facilities should be located in areas where the ability to initiate, maintain, 

and terminate operations will not be disrupted.  The following considerations 
will be used in the selection of the alternate facilities: 

 
o The ability to be operational not later than 12 hours after deployment and 

to sustain operations for up to 30 days. 
o Number of personnel per shift required for accomplishing these functions 

for 30 days or until the emergency ends. 
o Minimum amount of space relocated City of Depoe Bay members need 

to accomplish their functions under emergency conditions. 
o  

 Space Allocation Considerations: 
• The following are Primary Facilities and Staff Capacities: 

City Hall - Capacity: 6 
Water Treatment Plant - Capacity: 2 
Wastewater Treatment Plant - Capacity: 2 
Harbor - Capacity: 2 

• As a guideline, Alternate facility locations should allow an 
average of 100 Square Feet of space per persons 
relocated.  (Number of relocated people X 100 s.f. = total s.f. 
recommended at Alternate Facility).  

•  
o The distance from the threat area to any other facilities/locations (e.g., 

hazardous materials/nuclear power plants, areas subject to natural 
disasters or civil unrest). 

o Facility construction must be such that it is uniquely resistant to natural 
disaster risk factors (e.g., tornadoes, hurricanes, floods). 

o Access to essential resources such as food, water, fuel, medical facilities, 
lodging, and municipal services (e.g., fire, police). 

o The availability of transportation and parking. 
o Power requirements to support the Alternate Facility. 
o Interoperable communications in sufficient quantity, mode, and media to 

effectively interface with critical customers, including other State, county, 
and city agencies. 

Page 60 of 230



41 | P a g e  
 

o Availability of existing equipment and furniture in the facility that can be 
used by the COOP Relocation Team. 

 Alternate Facility Acquisition 
 

   It is suggested that a MOU should be established with the owner and/or 
Facility Manager of each potential alternate facility. 

 
   Each MOU will include: 

   Time period from notification of requirement to availability of facility for 
occupancy. 

   Space and services to be provided. 
   Provision for sole use of allocated space during the period of occupancy. 

  
Alternate Facility Reevaluation 
 

   Any Alternate Facility identified and rated will be reevaluated for suitability 
and functionality. 

 
   The annual review of the City of Depoe Bay COOP will include a review of the 

Alternate Facilities to ensure that the facilities still meet the current needs.   
 
   Recommendations will become part of the remedial action process and any 

shortfalls in the equipment, maintenance, or improvement and modernization 
of the facilities will be incorporated into the Multi-Year Strategy and Program 
Management Plan.   

  
 Provided below is additional information that can be used to determine alternate 
relocation capabilities during the planning phase:  

  
   HOT SITE- A hot site is a building already equipped with processing capability and 

other services.  Operational standby facilities require a subscription contract and 
charge various fees.  Normally, a three-or five-year contract is negotiated and 
includes specific hardware configurations with detailed communications 
requirements, which must be updated when changes occur. 

 
   COLD SITE- A cold site is a building for housing processors that can be easily 

adapted for use. Vendor contracts should be in place to make the facility 
operational in a short period of time. 

 
   REDUNDANT SITE- A redundant site is a site equipped and configured exactly like the 

primary site. 
 
   RECIPROCAL AGREEMENT- A reciprocal agreement is a formal agreement that 

allows for two organizations to back-up each other.  The agreement is usually with 
an external agency.  Although low development and maintenance cost are the 
principal advantage to this alternative, consideration must be given to establishing 
an agreement with an organization that will not be affected by the same disaster.  
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   HYBRIDS- Any combination of the above, such as having a hot site as a back-up in 
case a redundant or reciprocal agreement site is damaged by the same or a 
separate event. 
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ANNEX C 
MISSION-ESSENTIAL FUNCTIONS 

Page 63 of 230



44 | P a g e  
 

Instructions: Mission Essential functions must be determined and prioritized.  The 
performance of highest priority items will need to be resumed as quickly as possible and 
should be grouped under Item 1, below.  The template allows for both a second tier of 
items grouped under Item 2, and a third tier under Item 3.  If you need more than three 
groupings, additional item numbers can be added at your discretion. 
 

Mission Essential Functions 
 

Mission Essential Functions for City of Depoe Bay 
 
1.   Functions to be performed, given a One Day disruption. (Highest priority to 

lowest): 
 
   Water treatment/production/distribution 

Ensure raw water source availability 
Operate treatment plant, produce water 
Ensure distribution system in operation 

 
   Ensure collection system operational, lift stations and lines 

Operate wastewater treatment plant 
 
   Communications coordination with public works 

 
2.   Functions to be performed, given a One Day - One Week disruption. (Highest 

priority to lowest): 
 
   Continuation of functions listed under Tier #1 
 
   Clear access for city streets 

Remove trees, debris 
 
   Communications coordination with city crew 

Communications with outside agencies, council members, citizens 
Financial activities as necessary (banking, customer transactions) 

 
3.   Functions to be performed, given a One Week - One Month disruption. 

(Highest priority to lowest): 
 
   Continuation of functions listed under Tier #1 and #2 
 
   Council & other meetings - announcement, attendance, recording 

Banking-deposits, transfers 
Accounts Payable 
Accounts Receivable, Billing 
Payroll 
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Functions to be performed, given 
a One Day disruption. (Highest 

priority to lowest) 

Organizational 
Unit 

Number of 
Personnel and 

Positions 

Resources, 
Equipment, 

Systems, OR Vital 
Records/Database 

Water 
treatment/production/distribution 
 
Ensure raw water source 
availibility 
 
Operate treatment plant, 
produce water 
 
Ensure distribution system in 
operation 

Public Works City 
Superintendent 
 
City Field 
Supervisor 
 
Treatment 
Plant 
Operator(s)  
 
Utility Workers 
(2) 

Certified 
personnel 
 
Electrical power 
 
At least one 
vehicle 
 
Communications 
radio/telephone 

Ensure collection system 
operational, lift stations and lines 
 
Operate wastewater treatment 
plant 

Public Works Wastewater 
Plant 
Operators 2 
 
Utility Workers 1 
- 2 

Certified 
Operators 
 
Electrical Power 
 
At least one 
vehcile 
 
Communications 
radio/telephone 

Communications coordination 
with public works 

Administration 
Staff 

Administrative 
staff 

One staff person 
with access to city 
hall 
 
Electricity 
 
Radio, telephone 

 
  

Page 65 of 230



46 | P a g e  
 

 
Functions to be 

performed, given a One 
Day - One Week 

disruption. (Highest 
priority to lowest) 

Organizational 
Unit 

Number of 
Personnel and 

Positions 

Resources, Equipment, 
Systems, OR Vital 

Records/Database 

Clear access for city 
streets 
 
Remove trees, debris 

Public Works Utility Workers 
2 
 
Maintenance 
Worker 1 

Personnel trained to 
operate heavy 
equipment 
 
Pickup, truck 
 
Backhoe 
 
Fuel 
 
Communications 
Radio/Telephone 

Communications 
coordination with city 
crew 
 
Communications with 
outside agencies, 
council members, 
citizens 
 
Financial activities as 
necessary (banking, 
customer transactions) 

City of Depoe 
Bay 

At least one 
administrative 
staff, 
preferably 
two 

Personnel with access to 
city hall 
 
Electricity 
 
Radio/telephone/internet 
 
Banking information 
 
Contact list 
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Functions to be performed, 

given a One Week - One Month 
disruption. (Highest priority to 

lowest) 

Organizational 
Unit 

Number of 
Personnel 

and Positions 

Resources, 
Equipment, 

Systems, OR Vital 
Records/Database 

Council & other meetings - 
announcement, attendance, 
recording 
 
Banking-deposits, transfers 
 
Accounts Payable 
 
Accounts Receivable, Billing 
 
Payroll  

City of Depoe 
Bay 

City 
Recorder 
 
Accounting 
Clerk or 
 
AP/AR Clerk 

personnel with 
access to city hall 
 
electricity 
 
computers 
 
internet access 
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ANNEX D 
ORDERS OF SUCCESSION 
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Orders of Succession for City of Depoe Bay 
Leadership Succession for City Superintendent 
 
Primary: City Superintendent, City of Depoe Bay, Terry Owings 
 
The following positions, listed by title in order of precedence, are the designated 
successors to City Superintendent: 
 

1)      City Recorder, City of Depoe Bay, Pery Murray 
2)      City Field Supervisor, City of Depoe Bay, Brady Weidner     

 
Leadership Succession for COOP Relocation Team Chief: 
 
Primary: City Superintendent, City of Depoe Bay, Terry Owings 
 
The following positions, listed by title in order of precedence, are the designated 
successors: 
 

1)      City Recorder, City of Depoe Bay, Pery Murray 
2)      City Field Supervisor, City of Depoe Bay, Brady Weidner      

 
Leadership Succession for COOP Support Team Chief: 
 
Primary: City Superintendent, City of Depoe Bay, Terry Owings 
 
The following positions, listed by title in order of precedence, are the designated 
successors: 
 

1)      City Recorder, City of Depoe Bay, Pery Murray 
2)      City Field Supervisor, City of Depoe Bay, Brady Weidner 

 
Leadership Succession for COOP Planning Team Chief: 
 
Primary: City Recorder, City of Depoe Bay, Pery Murray 
 
The following positions, listed by title in order of precedence, are the designated 
successors: 
 

1)      City Superintendent, City of Depoe Bay, Terry Owings 
2)      Mayor, City of Depoe Bay, Carol Connors 
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ANNEX E 
DELEGATIONS OF AUTHORITY 
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MEMORANDUM 
  
TO: 
  
FROM: 
  
DATE: 
  
SUBJECT:       Delegation of Authority 
___________________________________________________________________ 
  
The authority to take actions listed below is hereby delegated to you in your respective 
positions in the City of Depoe Bay to the incumbents of the positions designated 
herein.  This delegation is effective as of Plan Not Yet Active.   
  
ALL AUTHORITY HEREBY DELEGATED SHALL BE EXERCISED IN ACCORDANCE WITH 
APPLICABLE LAWS, RULES, ADMINISTRATIVE DIRECTIVES, AND BUDGET ALLOCATIONS.  THIS 
AUTHORITY CANNOT BE RE-DELEGATED. 
  
List tasks to be covered in this delegation (examples listed below) and to whom those 
delegations will be made: 
  

Travel Authorization 
Brady Weidner / City Field Supervisor 
 
Leave Authorization 
Brady Weidner / City Field Supervisor 
 
Purchase requisitions/spending authority 
Brady Weidner / City Field Supervisor 
 
Execution of Contractual agreements 
Brady Weidner / City Field Supervisor 

  
  
   

______________________________________________ 
Authorized Signature: 
City of Depoe Bay 
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ANNEX F 
ALERT NOTIFICATION PROCEDURES AND 

LIST OF KEY STAFF 
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Notification Procedures 
  

   The Department Head will notify the COOP Relocation Team (CRT) Chief to 
activate the COOP Plan.  See archived Emergency Operations Plan. 

 
   Upon notification to activate the COOP Plan, the CRT Team Chief will perform 

the following duties: 
 
1. Contact the key staff members identified within this annex, informing them 
of the current situation and that the COOP Plan is being activated. 
 
2. Notify the Alternate Facility Manager of the appropriate alternate facility 
regarding the activation of the COOP Plan. 
 
3. As needed, notify the local and/or state Emergency Operations Center 
that an emergency activation or anticipated activation of the COOP Plan is 
expected or in progress. 
 
4. Notify the appropriate Emergency Support Function Emergency 
Coordinating Officer that an emergency relocation of the primary facility is 
anticipated or is in progress. 
 
5. Report the progress of the notification process to the Department Head. 

 
   Once the COOP is activated, the key staff members will contact their staffs 

(CRT and non-CRT members) using the following procedures: 
 
1. Attempt to call each person in his or her chain-of-command and relay the 
information and guidance provided by the CRT Team Chief. 
 
2. Make a second attempt to contact those individuals who were not initially 
available. If this attempt is unsuccessful, the key staff members will leave a 
message, send a page, or use any other method of communications 
available to make contact. 
 
3. Report status of cascade, including names of personnel not contacted, to 
the CRT Team Chief. 
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KEY STAFF NOTIFICATION LIST 
 

  PHONE NUMBERS EMAIL ADDRESS 

Carla Duering, Administration Staff 
City Secretary 

Work: 541-765-2361 
Cell: 541-921-8819 

Additional Number: 541-764-
2195 

info@cityofdepoebay.org 
  

Emma LuMaye, Administration Staff 
Accounting Clerk 

Work: 541-765-2361 
Cell: 541-505-4613 

lumaye@cityofdepoebay.org 
  

Pery Murray, Administration Staff 
City Recorder 

Work: 541-765-2361 
Home: 541-765-2755 
Cell: 541-270-7296 

murray@cityofdepoebay.org 
  

Terry Owings, Public Works City 
Superintendent 

Work: 541-765-3005 
Cell: 541-921-3624 

owings@cityofdepoebay.org 
tlowings@wcn.net 

Pogo Robison, Harbor 
Maintenance Worker/Asst. 

Harbormaster 

Work: 541-992-5010 
Home: 541-765-2824    

Phil Shane, Harbor Harbormaster Work: 541-992-5010 
Home: 541-764-3840    

Kathy Vinson, Administration Staff 
AP/AR Clerk 

Work: 541-765-2361 
Home: 541-765-2203 

vinson@cityofdepoebay.org 
  

Brady Weidner, Public Works City 
Field Supervisor 

Work: 541-765-2646 
Home: 541-765-2925 
Cell: 541-992-0980 

depoebayh2o@centurylink.net 
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ANNEX G 
VITAL RECORDS 
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Vital Records Background Information  
 
The following checklist can be used when determining which vital records are critical to 
ensure continuation of mission-essential functions. 
  
   Storage of duplicate records off-site. 
   Back-up off-site of electronic records and databases. 
   Pre-position vital records and databases at the alternate facility prior to deployment. 
   The COOP Plan should describe a maintenance program to assure the records are 

accurate, current, and frequently updated. 
   Identifying vital records, systems, and data (hard copy and electronic) critical to 

performing functions. 
   Assuring availability of emergency operating records. 
   Ensuring back-up for legal and financial records. 
   
Additional Recommendations 
  
   Ensure backup copies of vital records and databases, both paper and electronic, 

are maintained, updated, and stored in a secure off-site location.  Ensure that the 
Management Plan, which prescribes the maintenance program to ensure that 
records are accurate and current, is frequently updated.  The Management Plan 
also identifies vital records, systems, and data (hard copy and electronic) critical to 
performing mission-essential functions.  The Plan provides for ensuring availability of 
emergency operating records and ensuring back-up for legal and financial 
records.  The Record Management Plan is highlighted below: 

 
   Maintain current copies of vital records essential to the continued functioning 

or reconstitution of an organization during and after an emergency in a 
secure off-site location.  Included are: 
−    Emergency plans and directives 
−    Orders of succession  
−    Delegations of authority  
−    Staff Roster  
−    Staffing assignments 
−    Related records of a policy or procedural nature that provide the City of 

Depoe Bay staff with guidance and information resources necessary for 
conducting operations during any emergency, and for resuming formal 
operations at its conclusion. 

 
   Maintain current copies of vital records critical to carrying out an 

organization’s essential legal and financial functions and activities, and 
protecting the legal and financial rights of individuals directly affected by its 
activities in a secure off-site location.  Included are records having such value 
that their loss would significantly impair the conduct of essential City of 
Depoe Bay functions, to the detriment of the legal or financial rights or 
entitlements of the organization or of the affected individuals.  Examples of 
this category of vital records are: 
−   Accounts receivable  
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−    Contracting and acquisition files 
−    Official personnel files 
−    Social security 
−    Payroll 
−    Retirement 
−    Insurance records 
−    Property management and inventory records  
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The following page provides a table that identifies vital records identified as critical to the City of Depoe Bay operations during continuity 
disruptions. 
 
IDENTIFY VITAL RECORDS, SYSTEMS, 

AND DATA 
(PLEASE DESCRIBE IF NECESSARY) 

PLANS FOR PROTECTION, 
DUPLICATION, AND MOVEMENT OF 

RECORDS  

LOCATION AND 
ACCESSIBILITY OF VITAL 

RECORDS 

ACCURACY AND 
CURRENCY OF RECORDS 

(DATE) 
Vital Record Name: water system 
as-built maps 
 
System/Filename:  
 
as-built drawings of water system 

maps are hard copy, two sets at 
different locations 

Primary Location: City Hall 
570 SE Shell Ave 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Backup Location: Water 
Treatment Plant 
555 NE Collins St 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Remote Accessible: No 

Review/Update Date: 
January 2010 

Vital Record Name: as-built 
drawings of sewer system 
 
System/Filename:  
 
as-built drawings of sewer system 

hard copy maps, two set at different 
locations 

Primary Location: City Hall 
570 SE Shell Ave 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Backup Location: 
Wastewater Treatment Plant 
212 SW Southpoint St. 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Remote Accessible: No 

Review/Update Date: 
January 2010 
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IDENTIFY VITAL RECORDS, SYSTEMS, 
AND DATA 

(PLEASE DESCRIBE IF NECESSARY) 

PLANS FOR PROTECTION, 
DUPLICATION, AND MOVEMENT OF 

RECORDS  

LOCATION AND 
ACCESSIBILITY OF VITAL 

RECORDS 

ACCURACY AND 
CURRENCY OF RECORDS 

(DATE) 
Vital Record Name: city street 
maps 
 
System/Filename:  
 
city maps-streets 

hard copies and electronic versions, 
computer backups routinely 

Primary Location: City Hall 
570 SE Shell Ave 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Backup Location: To Be 
Provided 
Format:  
 
Remote Accessible: No 

Review/Update Date: 
January 2010 

Vital Record Name: operations 
manual water treatment 
 
System/Filename:  
 
operations manuals for water 
treatment plant, computer 
PLC/SCADA system 

Hard copy manuals at two locations, 
off site computer access/backup 

Primary Location: Water 
Treatment Plant 
555 NE Collins St 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Backup Location: City Hall 
570 SE Shell Ave 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Remote Accessible: Yes 

Review/Update Date: 
January 2010 

Vital Record Name: operations 
manual wastewater plant 
 
System/Filename:  
operations manual-wastewater 
treatment, computer system 

two hard copies at different locations, 
off site computer 
access/maintenance 

Primary Location: Wastewater 
Treatment Plant 
212 SW Southpoint St. 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Backup Location: City Hall 
570 SE Shell Ave 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Remote Accessible: Yes 

Review/Update Date: 
September 2007 
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IDENTIFY VITAL RECORDS, SYSTEMS, 
AND DATA 

(PLEASE DESCRIBE IF NECESSARY) 

PLANS FOR PROTECTION, 
DUPLICATION, AND MOVEMENT OF 

RECORDS  

LOCATION AND 
ACCESSIBILITY OF VITAL 

RECORDS 

ACCURACY AND 
CURRENCY OF RECORDS 

(DATE) 
Vital Record Name: personnel files 
 
System/Filename:  
 
current & former personnel files 

hard copy files, some computer 
records 

Primary Location: City Hall 
570 SE Shell Ave 
Depoe Bay, OR 97341 
Format: Hard Copy - Paper 
 
Backup Location: To Be 
Provided 
Format: Hard Copy - Paper 
 
Remote Accessible: No 

Review/Update Date: 
February 2010 

Vital Record Name: contracts 
 
System/Filename:  
 
various contracts for services, 
intergovernmental agreements 

 
Remote Accessible: No Review/Update Date:  

 
  
Legend 
Vital records, systems, and data - Information, records, databases, procedures, and other information necessary to support mission-
essential functions and sustain operations. 
 
Protection, duplication, and movement - Identify policies in place to restrict how the information is guarded, procedures for duplication, 
how the information is backed-up and stored, and how the material is distributed.   
 
Location - Where are the vital records/systems/data currently located? Where are the back-up records/systems/data located?  Are 
records in electronic or hard copy format?  Can records be accessed from an alternate site if the primary site is inaccessible? 
 
Accuracy and currency of records - Are records up to date?  On what date was the records/systems/data last reviewed/updated? 
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ANNEX H 
Resource-KITS 
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Resource Kit Contents 
 

Administrator Drive Away Kit Quantities 
Communication:  

1.        Television 
             need cable or satellite to function 

1 

2.        Radio 
             handhelds and base station 

7 

3.        Cell Phone - Business and Personal 
             don't forget chargers 

4 

Equipment:  
1.        Laptop Computer 
             software ! 

2 

Forms:  
1.        List of Employee Phone Numbers 
             and council, commissions 

20 

2.        Contact Numbers for Legal Staff 4 
3.        Contact Numbers for State and County EOC's 4 
4.        Contact Numbers for Consulting Physicians 4 
Supplies:  

1.        Copy of COOP Plan 4 
2.        Copy of Emergency Operations Plan 4 
3.        Office Supplies 
             includes checks, forms, paper, etc 

50 

 
Budget/Accounting Drive Away Kit Quantities 

Forms:  
1.        Copies of Contracts/Agreements 

 

2.        Purchasing Manual 
 

3.        Property Inventory Listing 
 

4.        Safety Manual 
 

5.        Building Plans/Specs 
 

Supplies:  
1.        Pens and Pencils/Pencil Sharpener 

 

2.        Legal Pads 
 

3.        Stationary/Envelopes 
 

4.        Calculator 
 

5.        Stapler and extra Staples 
 

6.        Letter Size Folders and Expandable Files 
 

7.        Tape Dispenser 
 

 
Personnel Kit Drive Away Kit Quantities 

Equipment:  
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Personnel Kit Drive Away Kit Quantities 
1.        Copy Machine 

 

2.        Typewriter 
 

3.        Computers 
 

4.        Telephones 
 

5.        Fax Machine 
 

6.        Printer (if computer available) 
 

Forms:  
1.        Directives/Guidance 

 

2.        Employee Contact List (name, address, phone) 
 

3.        Personnel Action Request Forms 
 

4.        Position Description Form 
 

5.        Copies of Organization Chart to manually update 
 

6.        Pay Chart 
 

7.        Payroll Schedule 
 

8.        Timesheets 
 

Supplies:  
1.        Copy/Typing Paper 

 

2.        Ruled Note Pads 
 

3.        Pens/Pencils 
 

4.        Stapler and staples 
 

5.        Paper clips 
 

6.        Envelopes (Letterhead and Manila) 
 

7.        Letterhead Stationary 
 

8.        Temporary ID Cards 
 

9.        File Folders 
 

10.      Banker Boxes 
 

11.      Correction Fluid 
 

12.      Tape and Dispenser 
 

13.      City Phone Book 
 

14.      Date Stamp 
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ANNEX I 
ALTERNATE FACILITY COMMUNICATIONS 
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ALTERNATE FACILITY TELECOMMUNICATIONS CAPABILITIES 
  

The table below indicates the modes of communication that have been identified as 
currently existing and/or that must be transported for the City of Depoe Bay Alternate 
Facility.  

  
   Column 1 lists telecommunications capabilities that are available at the 

alternate facility in order of priority.   
 
   Columns 2 and 3 denote whether the communications function is internal 

to the organization only, external only, or if it is used both internally and 
externally. 

 
   Column 4 identifies whether the communications functions can be used 

outside of the alternate facility as a mobile communications capability. 
 
   Column 5 identifies whether or not the function has security measures in 

place. 
  

Alternate facility telecommunications capabilities for City of Depoe Bay 
Water Plant 

455 NE Collins St 
Depoe Bay , OR 97341 

(1)  
COMMUNICATIONS FUNCTION  

(2) 
INTERNAL 

USE 

(3) 
EXTERNAL 

USE 

(4) 
MOBILE 

CAPABILITY 

(5) 
SECURE 

  
radio VHF YES YES YES 

 

Telephone YES YES YES 
 

contacts list YES 
   

internet connection YES 
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ANNEX J 
SECURITY AND ACCESS CONTROLS  
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Security and Access Controls Information for City of Depoe Bay  
  

SECURITY & ACCESS CONTROLS   
  

The following security and access control measures are in place to restrict access to the 
primary and alternate facilities to employees and critical customers: 

  
        Primary Facility 

   City Hall - lock and key - keys to staff, mayor 
   Harbor - open access to docks, fuel station and Harbormaster Office lock 

and key, keys to city staff 
   Wastewater Treatment Plant - fenced, locked gate, 
   Water Treatment Plant - To Be Determined 
 

        Alternate Facility (1st Choice) 
   Wastewater Plant - To Be Determined 
 

        Alternate Facility (2nd Choice) 
   Water Plant - To Be Determined 

  
COMMUNICATIONS AND INFORMATION SYSTEMS / CYBER SECURITY 

  
The following measures are in place to send and receive secure communications from 
the primary and alternate facilities, as well as information systems and cyber security 
measures: 

  
   Primary Facility 

    City Hall - passwords 
    Harbor - To Be Determined 
    Wastewater Treatment Plant - To Be Determined 
    Water Treatment Plant - To Be Determined 
 

   Alternate Facility (1st Choice) 
    Wastewater Plant - To Be Determined 
 

   Alternate Facility (2nd Choice) 
    Water Plant - To Be Determined 

  
AUGMENTATION OF SECURITY LEVELS BASED ON THREAT 

  
In order to be prepared to augment security levels based on changing or escalating 
threats during terrorist attacks or threats of attacks, the City of Depoe Bay will follow the 
procedures identified below that follow the Department of Homeland Security’s 
Homeland Security Advisory System (HSAS). 
 
HSAS is an index including five Threat Condition Levels that indicate the threat of a 
terrorist attack on U.S. interests according to intelligence gathered from federal, state, 
and local sources.  HSAS shall be binding on the executive branch and suggested, 
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although voluntary, to other levels of government and the private sector.  There are five 
Threat Conditions Levels, each identified by a description and corresponding color. 
 
The table below describes the Threat Conditions.   
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Red 
Severe 

Condition 

Severe risk of terrorist attacks. 
 In addition to the previously outlined measures, the following may be applied: 
1. Assigning response personnel and pre-positioning specially trained teams; 
2. Monitoring, redirecting, or constraining transportation systems; 
3. Closing public and government facilities; and 
4. Increasing or redirecting personnel to address critical emergency needs.  

Orange 
High 

Condition 

High risk of terrorist attacks. 
In addition to the previously outlined measures, the following may be applied:  
1. Coordinating security efforts with armed forces or law enforcement agencies; 
2. Taking additional precaution at public events;  
3. Preparing to work at an alternate site or with a dispersed workforce; and 
4. Restricting access to essential personnel only.  

Yellow 
Elevated 
Condition 

Significant risk of terrorist attacks.  
In addition to the previously outlined measures, the following may be applied:  
1.  Increasing surveillance of critical locations; 
2.  Coordinating emergency plans with nearby jurisdictions; 
3.  Assessing further refinement of Protective Measures within the context of the 

current threat information; and  
4.  Implementing, as appropriate, contingency and emergency response plans.  

Blue 
Guarded 
Condition 

General risk of terrorist attack.  
In addition to the previously outlined measures, the following may be applied:  
1. Checking communications with designated response or command locations; 
2. Reviewing and updating emergency response procedures; and 
3. Providing the public with necessary information.  

Green 
Low 

Condition 

Low risk of terrorist attacks. 
The following measures may be applied:  
1. Refining and exercising preplanned Protective Measures; 
2. Ensuring personnel receive training on HSAS, departmental, or City of Depoe Bay 

specific Protective Measures; and 
3. Regularly assessing facilities for vulnerabilities and taking measures to reduce them.  
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ANNEX K 
FAMILY DISASTER PLAN 

  

Page 90 of 230



71 | P a g e  
 

 
THE FOLLOWING SERVES AS AN EXAMPLE OF A FAMILY DISASTER PLAN  

IT CAN BE MODIFIED TO FIT THE CITY OF DEPOE BAY 
 

Your Family Disaster Plan 
 

Disaster can strike quickly and without warning.  It can force you to evacuate your 
neighborhood or confine you to your home.  What would you do if basic services—
water, gas, electricity or telephones—were cut off?  Local officials and relief workers will 
be on the scene after a disaster, but they cannot reach everyone right away.  Families 
can—and do—cope with disasters by preparing in advance and working together as a 
team.  Follow the steps listed below to create your family's disaster plan.  Knowing what 
to do is your responsibility for your best protection.   
 
Four Steps to Safety 
 
1.  Find Out What Could Happen to You 
 

• Contact your local Red Cross chapter or emergency management office -- 
be prepared to take notes.   

• Ask what types of disasters are most likely to happen.  Request information on 
how to prepare for each.   

• Learn about your community's warning signals: what they sound like and 
what you should do when you hear them.   

• Ask about animal care after disaster.  Animals may not be allowed inside 
emergency shelters due to health regulations.   

• Find out how to help elderly or disabled persons, if needed.   
• Find out about the disaster plans at your workplace, your children's school or 

day-care center, and other places where your family spends time.   
 
2.  Create a Disaster Plan  

 
• Meet with your family and discuss why you need to prepare for 

disasters.  Explain the dangers of fire, severe weather, and earthquakes to 
children.  Plan to share responsibilities and work together as a team.   

• Discuss the types of disasters that are most likely to happen.  Explain what to 
do in each case.   

• Pick two places to meet:  
   Right outside your home in case of a sudden emergency, like a 

fire.   
 
   Outside your neighborhood in case you can't return 

home.  Everyone must know the locations address and phone 
number.   

• Ask an out-of-state friend to be your "family contact." After a disaster, it's 
often easier to call long distance.  Other family members should call this 
person and tell them where they are.  Everyone must know your contact's 
phone number.   
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• Discuss what to do in an evacuation.  Plan how to take care of your pets.   
 

3.  Complete this Checklist  
 

• Post emergency telephone numbers by phones (fire, police, ambulance, 
etc.). 

• Teach children how and when to call 9-1-1 or your local Emergency Medical 
Services number for emergency help. 

• Show each family member how and when to turn off the water, gas, and 
electricity at the main switches. 

• Check if you have adequate insurance coverage. 
• Teach each family member how to use the fire extinguisher and show them 

where it's kept. 
• Install smoke detectors on each level of your home, especially near 

bedrooms. 
• Conduct a home hazard hunt. 
• Stock emergency supplies and assemble a Disaster Supplies Kit. 
• Take a Red Cross first aid and CPR class. 
• Determine the best escape routes from your home.  Find two ways out of 

each room. 
• Find the safe spots in your home for each type of disaster. 
 

4.  Practice and Maintain Your Plan  
 

• Quiz your children every six months so they remember what to do.   
• Conduct fire and emergency evacuation.   
• Replace stored water every three months and stored food every six months.   
• Test and recharge your fire extinguisher(s) according to manufacturer's 

instructions.   
• Test your smoke detectors monthly and charge the batteries at least once a 

year.   
 

Neighbors Helping Neighbors 
 
Working with neighbors can save lives and property.  Meet with your neighbors to plan 
how the neighborhood could work together after a disaster until help arrives.  If you're a 
member of a neighborhood organization, such as a homeowners association or crime 
watch group, introduce disaster preparedness as a new activity.  Know your neighbors' 
special skills (e.g., medical, technical) and consider how you could help neighbors who 
have special needs, such as disabled and elderly persons.  Make plans for childcare in 
case parents can't get home.   
 
Home Hazard Hunt 
 
During a disaster, ordinary objects in your home can cause injury or damage.  Anything 
that can move, fall, break or cause a fire is a home hazard.  For example, a hot water 
heater or a bookshelf can fall.  Inspect your home at least once a year and fix potential 
hazards.  Contact your local fire department to learn about home fire hazards.   
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Evacuation 
 

• Evacuate immediately if told to do so.   
• Listen to your battery-powered radio and follow the instructions of local 

emergency officials.   
• Wear protective clothing and sturdy shoes.   
• Take your Disaster Supplies Kit.   
• Lock your home.   
• Use travel routes specified by local authorities; don't use shortcuts because 

certain areas may be impassable or dangerous.   
 

If You are Sure You Have Time: 
 

• Shut off water, gas, and electricity before leaving, if instructed to do so.   
• Post a note telling others when you left and where you are going.   
• Make arrangements for your pets.   

 
Emergency Supplies 
 
Keep enough supplies in your home to meet your needs for at least three 
days.  Assemble a Disaster Supplies Kit with items you may need in an 
evacuation.  Store these supplies in sturdy, easy-to-carry containers such as back-
packs, duffle bags, or covered trash containers.  Include:  
 

• A three-day supply of water (one gallon per person per day) and food that 
won't spoil.   

• One change of clothing and footwear per person, and one blanket or 
sleeping bag per person.   

• A first-aid kit that includes your family's prescription medications.   
• Emergency tools including a battery-powered radio, flashlight, and plenty of 

extra batteries.   
• An extra set of car keys and a credit card, cash, or traveler's checks.   
• Sanitation supplies.   
• Special items for infant, elderly, or disabled family members.   
• An extra pair of glasses.   
• Keep important family documents in a waterproof container.  Keep a smaller 

kit in the trunk of your car.   
 

Utilities 
 

• Locate the main electric fuse box, water service main and natural gas 
main.  Learn how and when to turn these utilities off.  Teach all responsible 
family members.  Keep necessary tools near gas and water shut-off valves.   

• Remember; turn off the utilities only if you suspect the lines are damaged or if 
you are instructed to do so.  If you turn the gas off, you will need a 
professional to turn it back on.   
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If Disaster Strikes 
 

Remain calm and patient.  Put your plan into action.   
• Check for injuries.   
• Give first aid and get help for seriously injured people.   
• Listen to your battery-powered radio for news and instructions.   
• Evacuate, if advised to do so.  Wear protective clothing and sturdy shoes.  

Check for damage in your home.   
• Use flashlights—do not light matches or turn on electrical switches, if you 

suspect damage.   
• Sniff for gas leaks, starting at the water heater.  If you smell gas or suspect 

a leak, turn off the main gas valve, open windows, and get everyone 
outside quickly.   

• Shut off any other damaged utilities.  (You will need a professional to turn 
gas back on.)  

• Clean up spilled medicines, bleaches, gasoline, and other flammable 
liquids immediately.   
 

Remember To 
• Confine or secure your pets.   
• Call your family contact—do not use the telephone again unless it is a life-

threatening emergency.   
• Check on your neighbors, especially elderly or disabled persons.   
• Make sure you have an adequate water supply in case service is cut off.   
• Stay away from downed power lines.   

 
Pets and Disasters:  Get Prepared 
 
The following information has been prepared by the Humane Society of the United 
States in cooperation with the American Red Cross.  Our pets enrich our lives in more 
ways than we can count.  In turn, they depend on us for their safety and well-
being.  Here's how you can be prepared to protect your pets when disaster strikes.   
 
Be Prepared With a Disaster Plan 
 
The best way to protect your family from the effects of a disaster is to have a disaster 
plan.  If you are a pet owner, that plan must include your pets.  Being prepared can 
save their lives.   
 
Different disasters require different responses.  But whether the disaster is a hurricane or 
a hazardous spill, you may have to evacuate your home.  In the event of a disaster and 
if you must evacuate, the most important thing you can do to protect your pets is to 
evacuate them, too.  Leaving pets behind, even if you try to create a safe place for 
them, is likely to result in their being injured, lost, or worse.  So prepare now for the day 
when you and your pets may have to leave your home.   
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1.  Have a Safe Place to Take Your Pets 
 
Red Cross disaster shelters cannot accept pets because of states' health and 
safety regulations and other considerations.  Service animals who assist people 
with disabilities are the only animals allowed in American Red Cross shelters.  It 
may be difficult, if not impossible, to find shelter for your animals in the midst of a 
disaster, so plan ahead.  Do not wait until disaster strikes to do your research.   
 

• Contact hotels and motels outside your immediate area to check policies 
on accepting pets and restrictions on number, size, and species.  Ask if "no 
pet" policies could be waived in an emergency.  Keep a list of "pet friendly" 
places, including phone numbers, with other disaster information and 
supplies.  If you have notice of an impending disaster, call ahead for 
reservations.   
 

• Ask friends, relatives, or others outside the affected area whether they 
could shelter your animals.  If you have more than one pet, they may be 
more comfortable if kept together, but be prepared to house them 
separately.   

 
• Prepare a list of boarding facilities and veterinarians who could shelter 

animals in an emergency; include 24-hour phone numbers.   
 

• Ask local animal shelters if they provide emergency shelter or foster care for 
pets in a disaster.  Animal shelters may be overburdened caring for the 
animals they already have as well as those displaced by a disaster, so this 
should be your last resort.   
 

2.  Assemble a Portable Pet Disaster Supplies Kit 
 
Whether you are away from home for a day or a week, you'll need essential 
supplies.  Keep items in an accessible place and store them in sturdy containers 
that can be carried easily (duffle bags, covered trash containers, etc.).  Your pet 
disaster supplies kit should include:  
 

• Medications and medical records (stored in a waterproof container) and a 
first aid kit.   
 

• Sturdy leashes, harnesses, and/or carriers to transport pets safely and ensure 
that your animals can't escape.   

 
• Current photos of your pets in case they get lost.   

 
• Food, potable water, bowls, cat litter/pan and can opener. 
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• Information on feeding schedules, medical conditions, behavior problems 
and the name and number of your veterinarian in case you have to foster 
or board your pets.   

 
• Pet beds and toys, if easily transportable.   

 
3.  Know What to Do as a Disaster Approaches 
 
Often, warnings are issued hours, even days, in advance.  At the first hint of 
disaster, act to protect your pet.   
 

• Call ahead to confirm emergency shelter arrangements for you and your 
pets.   
 

• Check to be sure your pet disaster supplies are ready to take at a moment's 
notice.   

 
• Bring all pets into the house so that you won't have to search for them if you 

have to leave in a hurry.   
 

• Make sure all dogs and cats are wearing collars and securely fastened, up-
to-date, identification.  Attach the phone number and address of your 
temporary shelter, if you know it, or of a friend or relative outside the disaster 
area.  You can buy temporary tags or put adhesive tape on the back of 
your pet's ID tag, adding information with an indelible pen. 

  
You may not be home when the evacuation order comes.  Find out if a trusted 
neighbor would be willing to take your pets and meet you at a pre-arranged 
location.  This person should be comfortable with your pets, know where your 
animals are likely to be, know where your pet disaster supplies kit is kept, and 
have a key to your home.  If you use a pet sitting service, they may be available 
to help, but discuss the possibility well in advance.   
  
Planning and preparation will enable you to evacuate with your pets quickly and 
safely.  But bear in mind that animals react differently under stress.  Outside your 
home and in the car, keep dogs securely leashed.  Transport cats in 
carriers.  Don't leave animals unattended anywhere they can run off.  The most 
trustworthy pets may panic, hide, attempt to escape or even bite or 
scratch.  And, when you return home, give your pets time to settle back into their 
routines.  Consult your veterinarian if any behavior problems persist.   
 
 
Caring for Birds in an Emergency 
 
Birds should be transported in a secure travel cage or carrier.  In cold weather, 
wrap a blanket over the carrier and warm up the car before placing birds 
inside.  During warm weather, carry a plant mister to mist the birds' feathers 
periodically.  Do not put water inside the carrier during transport.  Provide a few 
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slices of fresh fruits and vegetables with high water content.  Have a photo for 
identification and leg bands.  If the carrier does not have a perch, line it with 
paper towels and change them frequently.  Try to keep the carrier in a quiet 
area.  Do not let the birds out of the cage or carrier.   
 
About Other Pets 
 
Reptiles: Snakes can be transported in a pillowcase but they must be transferred 
to more secure housing when they reach the evacuation site.  If your snakes 
require frequent feedings, carry food with you.  Take a water bowl large enough 
for soaking as well as a heating pad.  When transporting house lizards, follow the 
same directions as for birds.   
  
Pocket Pets: Small mammals (hamsters, gerbils, etc.) should be transported in 
secure carriers suitable for maintaining the animals while sheltered.  Take 
bedding materials, food bowls, and water bottles.   
 
A Final Word 
 
If you must evacuate, do not leave your animals behind.  Evacuate them to a 
prearranged safe location if they cannot stay with your during the evacuation 
period.  (Remember, pets are not allowed in American Red Cross shelters.) If 
there is a possibility that disaster may strike while you are out of the house, there 
are precautions you can take to increase your pets' chances of survival, but they 
are not a substitute for evacuating with your pets.  For more information, contact 
The Humane Society of the United States, Disaster Services, 2100 L Street NW, 
Washington, DC 20037.   
  
In the Statement of Understanding, The American Red Cross recognizes The 
Humane Society of the United States as the nation's largest animal protection 
organization responsible for the safety and well-being of animals, including 
disaster relief.  The American Red Cross is committed to transforming the caring 
and concern of the American people into immediate action.   
 

Your Family Disaster Supplies Kit 
 
Disasters happen anytime and anywhere.  And when disaster strikes, you may not have 
much time to respond.  A highway spill or hazardous material could mean 
evacuation.  A winter storm could confine your family at home.  An earthquake, flood, 
tornado, or any other disaster could cut water, electricity, and telephones -- for days.   
  
After a disaster, local officials and relief workers will be on the scene, but they cannot 
reach everyone immediately.  You could get help in hours, or it may take days.  Would 
your family be prepared to cope with the emergency until help arrives?  

  
Your family will cope best by preparing for disaster before it strikes.  One way to prepare 
is by assembling a Disaster Supplies Kit.  Once disaster hits, you won't have time to shop 
or search for supplies.  But if you've gathered supplies in advance, your family can 

Page 97 of 230



78 | P a g e  
 

endure an evacuation or home confinement.   
 
To Prepare Your Kit 
 

• Review the checklist in this brochure.   
• Gather the supplies that are listed.  You may need them if your family is 

confined at home.   
• Place the supplies you'd most likely need for an evacuation in an easy-to-

carry container.   
• There are six basics you should stock for your home: water, food, first aid 

supplies, clothing and bedding, tools and emergency supplies, and 
special items.  Keep the items that you would most likely need during an 
evacuation in an easy-to carry container.   

• Possible containers include:  
   a large, covered trash container  
   a camping backpack; or  
   a duffle bag  

 
Water 
 
• Store water in plastic containers, such as soft drink bottles.  Avoid using 

containers that will decompose or break, such as milk cartons or glass 
bottles.  A normally active person needs to drink at least two quarts of water 
each day.  Hot environments and intense physical activity can double that 
amount.  Children, nursing mothers, and ill people will need more.   

• Store one gallon of water per person.   
• Keep at least a three-day supply of water per day (two quarts for drinking, 

two quarts of water for each person in your household for food 
preparation/sanitation.)  
 

Food  
 
• Store at least a three-day supply of non-perishable food.   
• Select foods that require no refrigeration, preparation, or cooking and little or 

no water.   
• If you must heat food, pack a can of sterno.   
• Select food items that are compact and lightweight.   
• Include a selection of the following foods in your Disaster Supplies Kit: Ready-

to-eat canned meats, fruits, and vegetables  
 

First-Aid Kit 
 
Assemble a first-aid kit for your home and one for each car.  A first-aid kit should 
include:  

• Sterile adhesive bandages in assorted sizes  
• Assorted sizes of safety pins  
• Cleansing agent/soap  
• Latex gloves (2 pair)  
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• Sunscreen  
• 2-inch sterile gauze pads (4-6)  
• 4-inch sterile gauze pads (4-6)  
• Triangular bandages (3)  
• Non-prescription drugs  
• 2-inch sterile roller bandages (3 rolls)  
• 3-inch sterile roller bandages (3 rolls)  
• Scissors  
• Tweezers  
• Needle  
• Moistened towelettes  
• Antiseptic  
• Thermometer  
• Tongue blades (2)  
• Tube of petroleum jelly or other lubricant  

 
Non-Prescription Drugs 
 

• Aspirin or non-aspirin pain reliever  
• Anti-diarrhea medication  
• Antacid (for stomach upset)  
• Syrup of Ipecac (use to induce vomiting if advised by the Poison Control 

Center)  
• Laxative  
• Activated charcoal (use if advised by the Poison Control Center)  

 
Tools and Supplies 
 

• Mess kits, or paper cups, plates and plastic utensils  
• Emergency preparedness manual  
• Battery operated radio and extra batteries  
• Flashlight and extra batteries  
• Cash or traveler's checks, change  
• Non-electric can opener, utility knife  
• Fire extinguisher: small canister A-B-C type  
• Tube tent  
• Pliers  
• Tape  
• Compass  
• Matches in a waterproof container  
• Aluminum foil  
• Plastic storage containers  
• Signal flare  
• Paper, pencil  
• Needles, thread  
• Medicine dropper  
• Shut-off wrench, to turn off household gas and water  
• Whistle  
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• Plastic sheeting  
• Map of the area (for locating shelters)  

 
Sanitation 
 

• Toilet paper, towelettes  
• Soap, liquid detergent  
• Feminine supplies  
• Personal hygiene items  
• Plastic garbage bags, ties (for personal sanitation uses)  
• Plastic bucket with tight lid  
• Disinfectant  
• Household chlorine bleach  

 
Clothing and Bedding 
 

• At least one complete change of clothing and footwear per person   
• Sturdy shoes or work boots  
• Rain gear  
• Blankets or sleeping bags  
• Bath towels  
• Hat and gloves  
• Thermal underwear  
• Sunglasses  

 
Special Items 
 
Remember family members with special needs, such as infants and elderly or 
disabled persons  
  
For Baby  

• Formula  
• Diapers  
• Bottles  
• Powdered milk  
• Medications  

 
For Adults  

• Heart and high blood pressure medication  
• Insulin  
• Prescription drugs  
• Denture needs  
• Contact lenses and supplies  
• Extra eye glasses  

 
Entertainment 
 

     Games and books  
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Important Family Documents 
 
Keep these records in a waterproof, portable container:  
 

• Will, insurance policies, contracts deeds, stocks and bonds  
• Passports, social security cards, immunization records  
• Bank account numbers  
• Credit card account numbers and companies  
• Inventory of valuable household goods, important telephone numbers  
• Family records (birth, marriage, death certificates)  

 
Storing Your Disaster Kit 
 
Store your kit in a convenient place known to all family members.  Keep a smaller 
version of the Disaster Supplies Kit in the trunk of your car.   

  
Keep items in air tight plastic bags.  Change your stored water supply every six months 
so it stays fresh.  Replace your stored food every six months.  Re-think your kit and family 
needs at least once a year.  Replace batteries, update clothes, etc.   

  
Ask your physician or pharmacist about storing prescription medications.   
 
 

 
 From "Family Disaster Plan" developed by the Federal Emergency Management 
Agency (FEMA) and the American Red Cross. 
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ANNEX L 
DEVOLUTION 
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DEVOLUTION FOR CITY OF DEPOE BAY 
 
Devolution is the capability to transfer statutory authority and responsibility for essential 
functions from an agency's primary operating staff and facilities to another 
organization's employees and facilities.  Devolution planning supports overall COOP 
planning and addresses catastrophic or other disasters that render an agency's 
leadership and staff unavailable or incapable of performing its essential functions from 
either its primary or alternate facilities.  
 
If devolution is necessary, prioritized essential functions are transferred to a pre-
identified devolution organization. Agency direction and control of mission essential 
functions is transferred to the devolution organization site and/or identified personnel.  
 
Devolution planning involves several special issues: 
 

• Personnel at the devolution site must be trained to perform the essential 
functions to the same level of proficiency as the City of Depoe Bay personnel. 

• Vital records, documents, and databases must be up to date and available at 
the devolution site. 

• Communications and information management systems must be able to be 
transferred to the devolution site. 

• Delegations of authority planning must include senior personnel at the devolution 
site.  

 
City of Depoe Bay's prioritized mission essential functions which must be carried out in its 
devolution of authority are identified in Annex C of the City of Depoe Bay COOP. 
 
The pre-identified devolution organization(s) for the City of Depoe Bay are State of 
Oregon.  Devolution Triggers, Process, Resources and their Availability, and Restoration 
guidelines are noted below.  The pre-identified Devolution Memorandum is also 
included within this Annex.  
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Devolution Triggers: 
 
Pre-devolution preparation begins when staffing levels in one or more critical areas are 
reduced by 40%.  Critical areas are defined as:  1) leadership, 2) communication 
capabilities, 3) administrative support, and 4) prioritized MEFs.  Pre-devolution 
preparation includes assessment of: 

 
• Available devolution organizations 
• Location and availability of resources and information needed to transfer 

critical operations to the devolution organization 
• Approach to notify and train (as needed) devolution organization staff 
• Prioritization of mission essential functions necessary to provide continuity 

of government during the devolution process 
 

Once this assessment is complete, the intended devolution organization should be 
notified that devolution is likely and transfer of knowledge/resources necessary for 
devolution should begin. 

 
The key staff members of the devolution organization should also be informed on how 
to access the City of Depoe Bay COOP information within www.OregonCOOP.com. 

  
Devolution is initiated through the issuance of the Devolution Memorandum.  
Organizational devolution is triggered when staffing levels are reduced by 60% in one 
ore more critical areas.   
 
Devolution Process: 
 
The COOP Support Team (CST) is responsible for identifying devolution triggers.  The CST 
Chief will keep the City Superintendent informed of the staffing levels in the critical 
areas and initiate the pre-devolution assessment.   

 
The CST Chief is responsible for deciding when devolution is necessary. The City 
Superintendent is responsible for working with the CST Chief to issue the Devolution 
Memorandum and begin actually transferring responsibilities to the devolution 
organization.   

 
Every attempt will be made to retain expertise and authority through all COOP teams.  
All available COOP teams will continue to work with and for the new devolution 
organization in carrying out COOP, devolution, and restoration/reconstitution duties.   
 
Resources and Availability: 
 
All resources necessary for devolution will be retained in City of Depoe Bay's on-line 
COOP and be made available via www.OregonCOOP.com.  The executives and 
support staff working on devolution will be given access to these resources, and will be 
trained in the use of available communication tools by the COOP Relocation Team 
(CRT) Chief.   
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Restoration (pre-event status):   
 
Because the nature of a catastrophic event that would create the need for devolution 
is so difficult to predict and may have a wide array of circumstances to respond to, we 
cannot specify exact measures needed to recover and restore pre-event operations in 
advance.  However, the devolution organization will work with the existing City of 
Depoe Bay staff to identify all actions needed to provide restoration to pre-event 
conditions.  Reconstitution and termination plans as identified in COOP Sections V-8 
and VI are available and should be used by the devolution organization.     
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M E M O R A N D U M 
 
 

TO:  Highest Ranking Official(s)/State of Oregon 
 
FROM:  City Superintendent 
  City of Depoe Bay 
 
DATE:    
 
SUBJECT: Devolution of City of Depoe Bay 
             
 
As of Date/Time, an emergency occurred that required the activation of the City of 
Depoe Bay Continuity of Operations Plan (COOP).  As of Date/Time, the emergency 
has affected staffing to levels such that we can no longer carry out our prioritized 
mission essential functions and maintain our mandated operations.   In order to provide 
continuity of government operations within City of Depoe Bay, as of Time today I am 
hereby transferring mission essential function responsibilities as identified in the City of 
Depoe Bay COOP to the State of Oregon.  In addition, I am extending all delegations 
of authority of key actions and responsibilities to the State of Oregon. This delegation is 
effective as of Date/Time.   
   
Thank you in advance for your assistance as we continue to provide critical services 
during this challenging time and work to restore full City of Depoe Bay operations.  
Access to all critical City of Depoe Bay COOP information, including mission essential 
functions, delegation responsibilities, and personnel contact lists can be found at:  
www.OregonCOOP.com.  Username and password access to the COOP information 
within www.OregonCOOP.com will be provided under separate cover.     
 
 
City Superintendent 
City of Depoe Bay 
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ANNEX M 
TEST, TRAINING, AND EXERCISE 
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Test, Training, and Exercise 
  

   This plan will be reviewed annually by all COOP Relocation Team (CRT) members 
and approved by the City Superintendent.  

 
   The CRT Chief will ensure training of all City of Depoe Bay employees on the key 

aspects of this plan.  This training will be conducted at new employee orientation 
and quarterly staff meetings. 

 
   This plan will be practiced annually by use of a tabletop exercise or a field 

exercise.   
   Support plans and communications equipment at the Alternate Facility 

will be tested annually as part of the Test, Training, and Exercise (TT&E). 
 
   Equipment pre-positioned at the Alternate Facility will be tested annually 

as part of the TT&E program. 
 
   The exercise will include a test of the alert and notification plan, with and without 

warning, during duty and non-duty hours.   
 
   The CRT Chief will identify and incorporate lessons learned and remedial actions 

from exercises into annual revisions of the COOP. 
 
Event Title: COOP midterm training 
Event Date: 6/01/2010  
Event Type: Training 
Event Status: Completed 
 
Description: 
Terry attended 1 hour COOP midterm training on OregonCOOP.com. 

 
 
Event Title: COOP Kickoff Training 
Event Date: 3/10/2010  
Event Type: Training 
Event Status: Completed 
 
Description: 
Full day training on Oregon COOP.com for initial plan development at Elizabeth Street 
Inn, Newport 
 
Bold Planning
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ANNEX N 
FACILITY EVACUATION 
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FACILITY EVACUATION 
 
PURPOSE:  To provide specific directions to all staff in the event of an emergency 
requiring the evacuation of the following facilities. 

  
RESPONSIBILITIES: 

  
The City Superintendent shall identify a line of succession, and recognize a "Safe Room" 
for sheltering in place in the event that this becomes necessary. 
 
The City Superintendent shall be responsible for the following: 

• Monitor the evacuation procedures and ensure that all employees are 
participating. 

• Identify themselves to responding emergency personnel and provide any 
information or assistance, as requested. 

• Station themselves outside the facility to receive employee check-off lists from 
Division Heads/Delegates and to coordinate with emergency personnel as 
necessary. 

 
The Division Heads/Delegates shall be responsible for monitoring their sections as 
follows: 

• Know the status of all assigned staff, (e.g. are they on site, in the field, or on 
annual leave). 

• Ensure general staff are trained in the evacuation procedures and in dealing 
with clients and staff who may become confused or panic in an emergency 
situation. 

• Assign at least two alternate Division Head delegates and keep this assignment 
list current. 

• Ensure all delegates are properly trained in their duties 
• Obtain check-off lists from Section Chiefs and report employee accountability to 

the City Superintendent after evacuation. 
 
Section managers are responsible for maintaining a check-off list to account for all staff 
members after evacuation and for reporting their findings to their Division 
Head/Delegate. 
 
General staff are responsible for the following: 

• Ensuring handicapped employees and visitors are assisted from the facility. 
• Staff with public visitors should exit the facility with the visitors. 
• Staff must search for and insure that any clients who are in private rooms, 

restrooms, etc. evacuate with the staff immediately. 
 
EVACUATION PROCEDURES:  Specific evacuation procedures for each of the facilities 
identified within this plan are as follows: 
 

   Primary Facility 
   City Hall - see archive 
   Harbor - see Harbor Plan 

Page 110 of 230



91 | P a g e  
 

   Wastewater Treatment Plant - To Be Determined 
   Water Treatment Plant - To Be Determined 
 

   Alternate Facility (1st Choice) 
   Wastewater Plant - To Be Determined 
 

   Alternate Facility (2nd Choice) 
   Water Plant - To Be Determined 
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EMERGENCY FACILITY EVACUATION 
CHECK-OFF LIST 

DATE OF EVACUATION  TIME 
CITY OF DEPOE BAY CITY OF DEPOE BAY DIVISION 

  
NAME OF THE CITY OF DEPOE BAY HEAD:  NAME OF SECTION MANAGER 

  

NAMES OF THE CITY OF DEPOE BAY 
STAFF MEMBERS 

ACCOUNTED FOR 
(Yes or No) 

MEMBERS STATUS 
(Present/in field/on 

leave/at lunch) 
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ANNEX O 
STAFF ROSTER 
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City of Depoe Bay Staff Roster 

 
Key Departmental 

Staff 
NAME 

TITLE/AREA OF 
RESPONSIBILITY COOP ROLES PHONE NUMBERS EMAIL ADDRESS 

Carla Duering 
City 
Secretary/Administraton 
Staff 

 
Work: 541-765-2361 
Cell: 541-921-8819 

Additional Number: 
541-764-2195 

info@cityofdepoebay.org 
  

Emma LuMaye Accounting 
Clerk/Administraton Staff 

COOP Relocation 
Team 

Work: 541-765-2361 
Cell: 541-992-5749 

lumaye@cityofdepoebay.org 
  

Pery Murray 
City 
Recorder/Administraton 
Staff 

COOP Planning 
Team 

COOP Relocation 
Team 

COOP Support 
Team 

Work: 541-765-2361 
Home: 541-765-2755 
Cell: 541-270-7296 

murray@cityofdepoebay.org 
  

Terry Owings City Superintendent/Public 
Works 

COOP Planning 
Team 

COOP Relocation 
Team 

COOP Support 
Team 

Work: 541-765-3005 
Cell: 541-921-3624 owings@cityofdepoebay.org 

Pogo Robison Maintenance Worker/Asst 
Harbormaster/Harbor 

 Work: 541-992-5010 
Home: 541-765-2824    

Phil Shane Harbormaster/Harbor  Work: 541-992-5010 
Home: 541-764-3840    

Kathy Vinson AP/AR Clerk/Administraton 
Staff 

 Work: 541-765-2361 
Home: 541-765-2203 

vinson@cityofdepoebay.org 
  

Brady Weidner City Field Supervisor/Public 
Works 

COOP Relocation 
Team 

COOP Support 
Team 

Work: 541-765-2646 
Home: 541-765-2925 
Cell: 541-992-0980 

depoebayh2o@centurylink.net 
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Departmental Staff 
NAME 

TITLE/AREA OF 
RESPONSIBILITY COOP ROLES PHONE NUMBERS EMAIL ADDRESS 

 

Terry Tompkins Utility Worker/Public Works  Work: 541-992-1565 
Home: 541-765-8933     

Eric Watkins Utility Worker/Public Works COOP Support 
Team 

Work: 541-992-1565 
Cell: 541-992-6522     

 
Non-Departmental 
Staff 
NAME 

TITLE/AREA OF 
RESPONSIBILITY COOP ROLES PHONE NUMBERS EMAIL ADDRESS 

 

Danny Arnold Operator/Public Works  
Work: 541-765-2364 
Home: 541-765-3335 
Cell: 541-992-0980 

depoebaywwtp@centurylink.net 
depoebayh2o@centurylink.net 

 

Pete Cameron Councilor/Elected Official  Cell: 541-921-3093 eaglenest@cablespeed.com   

Carol Connors Mayor/Elected Official COOP Planning 
Team 

Home: 541-765-7726 
Cell: 541-979-7188 carol@depoebaymayor.com   

Dorinda Goddard Councilor/Elected Official  Cell: 541-921-1752  
  

 

Skip Hoitink Councilor/Elected Official  Home: 541-765-2255     

Curtis Landers 
Lieutenant/Emergency 
Manager/Emergency 
Management 

 Work: 541-265-0651 
Cell: 541-961-4447 

clanders@co.lincoln.or.us 
  

 

Barbara Leff Councilor/Elected Official  Home: 541-765-3445 
Cell: 541-270-3839  blbl2@centurytel.net  

Gary Walls Operator/Public Works  

Work: 541-765-2646 
Home: 541-996-2217 
Cell: 541-992-0980 

Additional Number: 
541-765-2364 

depoebaywwtp@centurylink.net 
depoebayh2o@centurylink.net 

 

Ted Lewis Councilor/Elected Official  Cell: 542-992-5566     

Dan Zimmerman Councilor/Elected Official  Home: 541-765-2822 
Cell: 541-270-6163  dzimmerman@depoebaymariner.com  

 

Vendor/Other 
NAME 

TITLE/AREA OF 
RESPONSIBILITY COOP ROLES PHONE NUMBERS EMAIL ADDRESS 

 

Depoe Bay Clinic Doctor  Work: 541-765-3265     
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Depoe Bay USCG 
Station 

  Work: 541-765-2124    

West Coast Bank   Work: 541-765-2356     
Oregon Dept 
Transportation ODOT Region Manager  Work: 541-757-4160    

Beverlee Venell Oregon Emergency 
Management Director 

 Work: 503-378-2911     

Hank Walling   Work: 541-764-2202 hwalling@depoebayfire.com 
  

 

Josh Williams Fire Chief  Work: 541-764-2202 
Cell: 541-961-5929 

jwilliams@depoebayfire.com 
  

 
 

 
 

 
* CST members are not assigned to relocate to the Alternate Facility during COOP activation, but should be prepared to support the 
COOP activation. 
 
** CRT members will relocate to the Alternate Facility where they will be responsible for performing their area of responsibility as it 
applies to ensuring that mission-essential functions continue to be carried out. 
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ANNEX P 
PANDEMIC ANNEX 
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EXECUTIVE SUMMARY  
  
  
1    TRANSMISSION OF DISEASE  
  
2    PANDEMIC INFLUENZA  

2.1 Pandemic Assumptions 
2.2 Potential Impacts 
2.3 Information Sources for Current Status 
2.4 The Pandemic Risk Assessment  
  

3    ORGANIZATION CONSIDERATIONS  
3.1 Implications for the Organization  
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EXECUTIVE SUMMARY   
  
Epidemics, which are outbreaks of a disease that occur within a short period of time 
and in a defined region, have the potential to significantly affect an organization's 
operations and the health and safety of personnel and the general public. While many 
diseases could result in an epidemic, and could lead to a pandemic (an epidemic that 
occurs on a worldwide scale), this report places particular emphasis on preparedness 
for outbreaks of influenza that could arise from avian influenza.   
  
This Epidemic/Pandemic Annex has been created to identify key information that 
organizations should know when confronted with an epidemic. It also describes how an 
organization may be affected, and what measures can be taken to mitigate those 
effects. In addition to education, this annex provides guidance on preparing and 
developing a course of action should an outbreak occur.  
  
Organizations should take the time and opportunity now to develop and implement 
strategies essential to maintaining functions in times of a pandemic.  Organizations 
should also inform employees and other stakeholders that the organization is actively 
involved in planning for pandemic preparedness.  
 
Short-term and long-term strategies for maintaining functions during an epidemic, when 
absenteeism among employees could be as high as 50 percent, will require enhanced 
continuity of operations plans that include extensive workforce planning to perform 
mission-essential functions with reduced staff levels. Seven planning elements are 
provided in Chapter 6 to assist organizations in accomplishing their short-term and long-
term strategies, which will require continuous monitoring of recent developments as well 
as flexibility in implementation and response.  
  
Unlike other disasters in which the period of disruption may last from weeks to months, 
an epidemic has the potential to disrupt operations from months to several years. The 
public health response to an epidemic will directly affect an organization's personnel 
and will require strong relationships with other partners, the cooperation of the public, 
and the leadership of the organization.  
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1    Transmission of Disease 
  
From time to time, a pathogen for which the population has little or no immunity 
evolves or is introduced. If that pathogen is highly communicable or easily transmitted 
from person to person, and virulent, causing severe illness or death in a significant 
percentage of persons, a pandemic can infect millions of people and potentially 
causing destabilizing social disruption.  
  
The United States has not experienced an extensive epidemic since 1918, when the 
"Spanish flu" pandemic swept the nation and the world. The Spanish flu of 1918 was not 
a highly virulent pathogen in terms of mortality - only 2.5 percent of those infected died 
- but it was highly communicable. As a result, a large percentage of the U.S. population 
fell ill; approximately one-half million Americans died, and during the waves of the 
pandemic essential public services were threatened.  
  
Communicable diseases can be transmitted to humans in several ways however the 
ones that carry the potential to affect organizations and their personnel are listed 
below:  
  

• Droplet transmission occurs when the pathogen is suspended in aerosolized 
droplets or mist expelled when an infected person coughs or sneezes. These tiny 
droplets can travel 3 to 6 feet and be inhaled by other persons, or can deposit 
themselves on mucous membranes around the eyes or mouth of uninfected 
persons. 
  

• Airborne transmission occurs when a pathogen is suspended in the air in 
inhalable-sized particles that remain infectious and are subsequently inhaled 
through the nose or mouth. Such pathogens can also be transmitted by droplet 
transmission or contact transmission. 
  

• Contact transmission occurs when an infected person has physical contact (e.g., 
shakes hands) with an uninfected person. 
  

• Infectious respiratory droplets can be deposited on objects that other persons 
would likely touch with their hands (e.g., arms of chairs, door handles, 
documents, exhibits, restroom fixtures, desks, countertops, stair rails, elevator 
buttons, money, documents, receipts). When uninfected persons touch the 
contaminated surfaces or items and then rub their nose, mouth, or eyes, 
transmission may occur. 
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2    PANDEMIC INFLUENZA 
  
Influenza, also known as the flu, is a disease that attacks the respiratory tract in humans 
and differs from a viral "cold" in that it usually comes on suddenly and includes fever, 
headache, tiredness, dry cough, sore throat, nasal congestion, and body aches. 
  
2.1 Pandemic Assumptions 
  
The U.S. Department of Health and Human Services has created plans based on the 
following assumptions about pandemic disease:  
  

• Susceptibility to the pandemic influenza will be universal. 
  

• The clinical disease attack rate will be 30 percent in the overall population. Illness 
rates will be highest among school-aged children (about 40 percent) and the 
elderly. Among working adults, an average of 20 percent could become ill 
during a community outbreak. 
  

• Risk groups for severe and fatal infections cannot be predicted with certainty. 
During annual fall and winter influenza season, infants and the elderly, persons 
with chronic illness, and pregnant women are usually at higher risk of 
complications from influenza infections. 
  

• The typical incubation period for influenza averages two to three days. It is 
assumed this would be the same for a novel strain transmitted between people 
by respiratory secretions. 
  

• Persons who become ill may shed virus and can transmit infection for one-half to 
one day before the onset of illness. Viral shedding and the risk for transmission will 
be greatest during the first two days of illness. Children will shed the greatest 
amount of virus, therefore are likely to pose the greatest risk for transmission. 
  

• In an affected community, an outbreak will typically last about 6 to 8 weeks. At 
least two pandemic disease waves are likely. Following the pandemic, the new 
viral subtype is likely to continue circulating and contribute to seasonal influenza. 
  

• The seasonality of a pandemic cannot be predicted with certainty. The largest 
waves in the United States during 20th-century pandemics occurred in fall and 
winter. 

  
2.2 Potential Impacts  
 
The impact of an actual pandemic cannot be accurately predicted, as it depends on 
multiple factors, including virulence of the virus, rate of transmission, availability of 
vaccines and antivirals, and effectiveness of containment measures. 
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An influenza pandemic could last from months to several years, with at least two peak 
waves of activity. According to the U.S. Department of Health and Human Services, the 
characteristics of an influenza pandemic that must be considered in strategic planning 
include the following:  
  

• The fact that people may be asymptomatic while infectious. 
• Simultaneous or near-simultaneous outbreaks in neighboring communities 

thereby limiting the ability of any jurisdiction to provide support, assistance, and 
mutual aid. 

• Enormous demands on the health-care system. 
• Delays and shortages in the availability of vaccines and antiviral drugs. 
• Potential disruption of national and community infrastructure, including 

transportation, commerce, utilities, and public safety, due to widespread illness 
and death among workers and their families, as well as concern about ongoing 
exposure to the virus. 

• Absenteeism across multiple sectors related to personal and family illness, fear of 
contagion, or public health measures to limit contact with others could all 
threaten the functioning of critical infrastructure, the movement of goods and 
services, and operation of organizations. 

  
2.3 Information Sources for Current Status  
  
WHO - The World Health Organization (WHO) describes six phases of increasing public 
health risk associated with the emergence of a new influenza virus that could pose a 
pandemic threat. Each phase recommends actions for national authorities and outlines 
measures to be implemented by the WHO, allowing for greater predictability of actions 
to be taken during the various phases of a pandemic.  
 
For information about pandemics, the WHO phases, and the current worldwide status, 
please review the WHO website - http://www.who.int/en/.  
  
CDC  -  The Center for Disease Control and Prevention is the lead Federal government 
agency for pandemic planning. Up-to-date information about national planning as well 
as vaccines and antivirals can be found on the CDC website - http://www.cdc.gov/. 
 
2.4 The Pandemic Risk Assessment  
  
Based on the City of Depoe Bay COOP, the following information has been detailed 
specifically related to the risks and impacts of pandemic.  
  
Risk Rating Risk Risk Type Risk Description Risk Impact 
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3    ORGANIZATION CONSIDERATIONS 
 
Although the circumstances described above paint a dark picture, an organization, to 
the best of its ability, must strive to continue its functions and to provide services to its 
populations.  
 
3.1 Implications for the Organization  
  
A challenge for the organizations will be to assist appropriate public health officials in 
protecting an organization's personnel and the public from transmission within the 
organization's facilities. However, given the large numbers of individuals who enter an 
organization's facilities each day, those facilities - like all other public facilities in which 
large numbers of persons interact and congregate - could themselves become a 
spreading center for the disease.  
  
This raises a number of considerations for organizations, including:  
  

• Significant numbers of persons who are necessary to the organization's mission-
essential functions (e.g., organization staff, security personnel, IT staff, etc.) may 
be unavailable because of illness or death, possibly reaching from 30 to 50 
percent of the workforce; 
  

• Face-to-face contact between an organization's administrators and staff 
necessary for performing mission-essential functions may be dramatically limited 
or unavailable; and 
  

• Facilities, infrastructure, utilities, and services may all be affected by a lack of 
adequate staffing caused by isolation, quarantine, illness, or death of those 
persons necessary for maintaining operations. 
  

• Depending on the severity of the epidemic, an organization's administration may 
come under pressure as the disease causes attrition among employees, security 
personnel, IT, and  maintenance personnel. To the extent that an organization 
relies on local law enforcement for security services, an additional concern is the 
possibility that, during an outbreak, law enforcement officers and security 
personnel may be reassigned to other critical law enforcement duties, thus 
resulting in a shortage of officers available to serve the organizations. In addition, 
state or local public health officers could close an organization's facility, or could 
quarantine or isolate an organization's personnel. 
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4   PANDEMIC STRATEGIES 
  
Unlike other emergency situations, an influenza epidemic could seriously disrupt an 
organization's operations for an extended period, lasting approximately from months to 
several years. Therefore, both short-term and long-term strategies are necessary to 
manage the potential extent and duration of the impact.  
  
Each organization's continuity of operations plan (COOP) should address the basic 
response to any disaster or emergency situation. Organizations lacking a continuity of 
operations plan or having an incomplete continuity of operations plan are encouraged 
to begin the plan development process immediately.  
  
Given the unique challenges posed by an epidemic, the information and strategies 
discussed below are not exclusive, but rather are designed to enhance organizations' 
current emergency protocol.  
  
4.1   Short -Term Strategy  

  
In the first 90 days of COOP activation, each organization should have the capacity to 
perform all mission-essential functions as defined in the organization's COOP.  
 
The organization's functions may need to be performed with limited staff, and when 
little to no face-to face contact is possible for an extended period. It is likely that an 
organization and its staff will be significantly affected by illness or even death.  
  
As soon as possible, organizations should transition to full operations. If full operations 
cannot be initiated within 90 days of COOP activation, organizations should implement 
the long-term strategies described below.  
  
4.2 Long-Term Strategy  
  
Within 90 days of COOP activation, organizations should have the capacity to perform 
all mission-essential functions when little to no face-to-face contact is possible for an 
extended period. An organization and its staff will be significantly affected by illness or 
even death.  
  
When developing its specific response to an epidemic, an organization should consider 
these issues:  
  

• Operations may be significantly impacted for months to several years. 
•  All organizations and their personnel should be prepared to cooperate with 

appropriate public health personnel on response and recovery efforts. Because 
state and federal resources may be stressed during an epidemic, organizations 
should be prepared to operate with only minimal support from state and federal 
agencies. 

•  Each organization should ensure that it has the capacity to perform its mission-
essential functions, for the first 90 days of COOP activation.  
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•  If full operations cannot be restored within 90 days, an organization should 
ensure that it has the capacity to perform other mission-essential functions as 
best it can. 

  
  

Page 125 of 230



106 | P a g e  
 

4.3 Post -Event Recovery  
  
Recovery from an epidemic begins when an organization determines that it has 
adequate staff and resources to resume normal business functions. Once normal 
operations resume, the impact of the epidemic on organization's operations, staff, and 
other stakeholders should be assessed and an after action evaluation of the 
organization's response should be drafted. Such an evaluation can assist organizations 
in updating their continuity of operations plans as well as other emergency response 
plans, as appropriate. 
  
4.4 Mission-Essentials Functions  
  
The City of Depoe Bay's COOP has already identified its own detailed list of mission 
essential functions. With the unique impact that a pandemic presents, the City of 
Depoe Bay is continuing to further identify those key processes and identify those 
specific functions that pose significant risk for infection (e.g., extensive public 
interaction, cash management).    
  
All of the Mission Essential Functions for the City of Depoe Bay are detailed and 
prioritized in the on-line www.OregonCOOP.com planning system. Please refer to Annex 
C for the complete report.  
  
4.5 Workforce Planning  
  
Because a pandemic may not spread evenly through the employee population, the 
City of Depoe Bay is working to create a skills inventory for those positions that are 
essential to continuing their mission-critical functions. The City of Depoe Bay  is 
considering cross-training and skill development for employees who can assume 
responsibility for carrying out those functions, which may lie beyond their normal scope 
of responsibility. With this strategy, should key personnel fall ill, it is perceived critical 
functions would then continue with minimal impact to operations. Employees should 
also be informed that they may be asked to exercise authority or perform duties outside 
their typical job responsibilities.  
  
While developing this skills inventory, the City of Depoe Bay is paying particular 
attention to those positions for which cross-training is not feasible, such as those that 
require specialized training or qualifications. The City of Depoe Bay is considering 
contingency plans should the personnel in those positions be unavailable. This includes 
identifying, in advance, possible sources for temporary replacement personnel. 
  
Aspects of workforce planning are detailed in the City of Depoe Bay COOP.  Please 
refer to Annex A for COOP Teams and Responsibilities, Annex D for Orders of Succession, 
Annex E for Delegations of Authority, and Annex O for the complete Staff Roster.   
  
4.6 Pandemic Action Items  
  
The City of Depoe Bay has identified a set of action items that must be performed 
before, during and after a pandemic event. This list is constantly maintained as part of 
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the overall COOP. The following list details these pandemic action items.  
  
  

Page 127 of 230



108 | P a g e  
 

 
5       PANDEMIC PLANNING RESPONSIBILITIES  
  
Effective advance planning by the City of Depoe Bay is essential for the ability to 
respond quickly to the outbreak of a pandemic. Below are planning elements that are 
being addressed by the City of Depoe Bay. The individuals responsible for these roles 
and responsibilities constitute the Pandemic Team which will coordinate and overlap 
with the organization's COOP teams.   
  
The HHS Pandemic Influenza Plan advises that the first step in planning should be 
establishing a coordinating committee to oversee pandemic preparedness planning 
and ensure integration with other emergency planning efforts. This Pandemic Team 
includes a cross-section of employees, rather than executive leadership exclusively. In 
the event that some or all of the executive team falls ill, the Pandemic Team can still 
function, providing critical leadership and real-time decision making.  
  
In addition to a cross-section of employees, including those responsible for employee 
health and safety, the City of Depoe Bay is working to include other partners, as a way 
of alerting them to organization's plan and soliciting their input. Assuming the 
organization remain operational, it is essential that key partners be fully aware of the 
organization's efforts to ensure that all parties work together in accomplishing the 
organization's mission-critical functions.   
  
It is recommended that the following roles and responsibilities are filled by the 
appropriate staff members. 
  
5.1    State, Local, Private Sector Relationships  
  

• Establish contact with local public health officials for coordination with local 
pandemic planning efforts.  

• Ensure that the organization is aware of and possibly involved in current local 
preparedness and planning efforts.  

• Ensure that the organization is kept informed of current local conditions and 
response efforts concerning a pandemic event.  

• Develop mutual aid programs with neighboring organizations at the city, county, 
state, and/or private sector level. 
  

 5.2    Legal Preparedness   
  

• Ensure that the organization's leadership is aware of any existing laws, 
ordinances, and/or authorities of health officials. 
  

 5.3    Communications  
  

• Review the organization's internal and external communications plans to ensure 
that it is prepared to successfully communicate with leadership, personnel, and 
the general public under pandemic circumstances.  
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• Communicate regularly with employees regarding current status and 
expectations.  

• Communicate regularly with any operational partners that factor into the 
organization's mission essential operations for the distribution of event information 
and current status.  

• Develop multiple channels and methods for disseminating information.  
• Develop a Public Information Officer (PIO) capability for disseminating 

information to the public in an official manner.  
• Communicate with Emergency Management regarding any incidents or 

developments related to pandemics.  
  

 5.4    Human Resources Issues   
  

• Review the organization's policies and guidance regarding Injury/Illness as it 
might pertain to pandemics.  

• Review Sick leave policies and train staff regarding appropriate sections and 
changes.  

• Review organization's insurance policies, including health, disability, salary 
continuance, business travel, and life insurance.  

• Review current travel policies and consider modifications related to pandemic 
issues.  

• Develop a policy for vaccines and antivirals for staff including priorities and 
distribution methods.  

• Develop crisis support or employee assistance programs.  
• Develop plans for alternate work schedules where applicable.  
• Develop policies for social distancing.  
• Determine the effects of union contracts on emergency Human Resource policy 

development. 
  

 5.5    Employee Education and Safety  
  

• Assure staff that their health, safety, and well-being are a top priority during a 
pandemic.  

• Develop an employee education and safety program and ensure that training is 
available to all appropriate staff.  

• Instruct staff about Human Resource policies related to the pandemic or similar 
illnesses.  

• Instruct staff about proper health and hygiene habits for minimize transmission 
including covering coughs, washing hands, and using hand sanitizer.  

• Encourage staff to prepare at home with plans and emergency items including 
a two-week supply of food. 
  

 5.6    Facility Maintenance  
  

• Oversee heightened cleaning efforts in offices and common areas, such as 
frequently wiping doorknobs, railings, telephones, restrooms.  

• Place hand sanitizer in communal locations for staff and visitors to use.  
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• Develop emergency kits of equipment and supplies for preventing the 
transmission of the disease including cleaning supplies, respirators, masks, and 
disposable gloves, etc.  

• Use damp rather than dry dusting to avoid spreading dust particles.  
• Move restroom wastebaskets next to restroom doors so that employees can use 

towels to open the doors.35 
  

5.7    Technology Preparedness  
  

• Identify technologies required for performing mission-essential functions and 
review the associated disaster recovery plans.  

• Identify the supporting agency for each system (in-house, city/county, third 
party, etc) and contact them to discuss continuity of operations planning efforts.  

• Review IT staffing levels and develop clear succession lines for key technical skills.  
• Research options for telecommuting for key staff including hardware, software 

and security requirements.  
• Research options for videoconferencing and teleconferencing.  
• Research options for the increased use of Internet and telephone 

communications. 
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6    PANDEMIC TEAM  
  
The following person has been designated as the Pandemic Team Chief with a list of 
potential alternates for the position.  
  
 The following personnel are members of the City of Depoe Bay Pandemic Team. These 
personnel have specific roles and responsibilities for pandemic response and recovery.  
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7    PLAN MAINTENANCE AND TESTING  
  
The City of Depoe Bay is committed to this overall COOP process and has an on-going 
program for maintaining and improving this plan and the related strategies. This overall 
plan maintenance process includes a variety of testing, training and exercising. Please 
refer to Annex M for the complete report of these scheduled and completed events. All 
events specifically related to pandemic planning are highlighted below.  
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8    APPENDIX  
  
The www.OregonCOOP.com has an on-line file archive for storing and accessing vital 
records related to the COOP. All files specifically related to pandemic planning are 
listed below. To access these files, log into www.OregonCOOP.com and navigate to 
the File Archive section. 
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CITY of DEPOE BAY 
Emergency Operations Center Information Roster 

**For Official Use Only** 
Effective: December 3, 2015 

 

 

Emergency Manager/Representative 
Contact Primary 

Brady Weidner 
City Superintendent 
weidner@cityofdepoebay.org  
Office: 541-765-3005 
Cell: 541-992-0980 

Alternate (1)  
Jeff Wiseman 
City Recorder 
recorder@cityofdepoebay.org  
Office:  541-765-2361 
Cell:  541-819-9152 
 

Alternate (2)  
Paul Carver 
Public Works-Operator 
wtp@ciytofdepoebay.org  
Office: 541-765-2646 
Cell: 541-992-6455 (on call) 
 

Emergency Operations Center/Agency Contact Information 

Physical 
Location 

Primary 
Depoe Bay City Hall 
570 S.E. Shell Ave.  
Depoe Bay, OR 97341  

Alternate (1) 
Mobile communications trailer 

Alternate (2) 
 

Phone(s) - EOC 
Primary 

Primary  
541-765-2361 
Secondary 541-765-2363 

EOC Fax 
541-765-2129 

EOC By Pass  
(analog line, not through PBX) 
XXXX 

Phone – Satellite Handheld 
XXXXX 

Mobile Sat Trailer/Other 
XXXXXX  

Phone – 
Dispatch  

Primary - Salem 
WVCC - 541.265.4231 

Alternate (1) – Lincoln City 
LC PD 541.994.3636 

Alternate (2) – Toledo 
TPD – 541.336.3311 

HAM Radio Call 
Sign W7ALX   

Email - EOC Primary  
weidner@cityofdepoebay.org  

Alternate (1) 
recorder@cityofdepoebay.org  

Alternate (2) 
mayor@cityofdepoebay.org  

Social Media Website 
www.cityofdepoebay.org  

Facebook 
  

Public 
Information 
Officer 

Primary 
Mayor Barbara Leff  
541-270-3839 

Alternate (1) 
City Superintendent Brady 
Weidner 
541-765-3005 
 

Alternate (3) 
City Recorder Jeff Wiseman 
541-819-9152 
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Senior Officials Emergency Management Checklist 

 

 

This checklist was developed to help senior officials prepare for, respond to and recover from 
disasters and emergencies. The checklist is not necessarily sequential and not every item will apply 
to every jurisdiction or community. Essentially, this is a list of reminders for questions to ask, 
immediate steps to take and points to keep in mind when leading the community to prepare for, 
respond to and recover from a disaster. These items should be reconsidered as needed.  

This is an excerpt from FEMA’s Local Elected and Appointed Officials Guide: Roles and Resources in 
Emergency Management, which has additional information on this topic. 

Before Disaster 
Senior officials are responsible for protecting the lives and property of their community. Executing 
the following tasks can prepare the local government to respond to and recover from disasters: 

 Make planning for disasters a priority throughout the entire community.  

 Provide resources and necessary authority to support a comprehensive emergency management 
program.  

 Meet with the emergency management team and policy group, which provides guidance, 
resource prioritization and other executive functions, to learn about the hazards and unique 
vulnerabilities that threaten the jurisdiction. Update contact lists annually.  

 Work with emergency managers to learn planning processes, timelines and planning update 
cycles for emergency operations plans, continuity of operations (COOP) plans and continuity of 
government (COG) plans; provide any support to help keep plans up to date. 

 Create a strategy to support mitigation, continuity and recovery planning. 

 Coordinate with senior officials and the emergency management agencies in neighboring 
jurisdictions, to review relevant emergency management plans, hazard mitigation plans or any 
other planning documents related to preparedness, response, recovery and mitigation in the 
community. 

 Become familiar with the jurisdiction’s Emergency Operations Center (EOC) and 911 center. 

 Review applicable legal authorities and responsibilities relevant to disasters and emergencies.  

 Provide policy direction for prevention, protection, response, recovery and mitigation-related 
activities based in part on information provided by the emergency management agency.  

 Encourage individuals, families and businesses to develop emergency plans and be able to 
protect themselves during the first 72 hours after a disaster. 

Local Elected and Appointed Officials 
Emergency Management Checklist 

 Visit fema.gov/plan for guidance and resources  
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 2 

Senior Officials Emergency Management Checklist 

 Develop a communications strategy, including sign and foreign language interpretation, in 
coordination with emergency management officials and Public Information Officers (PIOs).  

 Learn about state, tribal, territorial and federal disaster assistance programs. 

 Learn about the damage assessment process and how it impacts obtaining federal assistance.  

 Participate in emergency and disaster drills, training and exercises. Encourage local government 
agencies and community partners to also participate.  

 Personally develop and maintain an individual/family emergency plan.1 Senior officials are 
encouraged to create a more specific “Go-Kit” to address their unique needs when supporting 
EOCs during responses. 

 

“Go-Kit”: What to Bring to Your Disaster Work Location 

The following list is intended to help senior officials prepare personal go-kits of essential items to 
bring to their anticipated work locations for extended disaster operations. It is recommended 
that they have enough personal items available to be self-sustaining for several days. They 
should evaluate the contents of their kits based on individual needs.2  

 Backpack, bag or case (to put all items in); 

 Work items: cell phone and charger, laptop, radio and charger, emergency job aids (e.g., 
checklists, guides, contact information) and identification; 

 Clothes and shoes fit for the weather and a change of clothing (e.g., for press conferences); 

 Food and snacks based on any special dietary needs (confirm whether the disaster work 
location has arrangements for providing food and hydration); 

 Glasses and an extra pair of prescription glasses; 

 Personal medications, supplements and hygiene items (e.g., toothbrush, toothpaste); 

 Personal money (e.g., credit cards, cash in small bills); 

 Pencil, pen and notebook; 

 Contact list of family, friends and professional contacts; and 

 Favorite personal and/or comfort items. 

 
1 For more information, see “Build A Kit” at https://www.ready.gov/kit.  

2 For more information on personal preparedness, see https://www.ready.gov/.  

 Visit fema.gov/plan for guidance and resources  
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Senior Officials Emergency Management Checklist 

During Disaster 

INITIAL ACTIONS 
 Establish contact with the emergency management agency as the situation permits, if this has 

not already been done:  

o Contact Name and Phone Number(s) ______________________  

o Contact Email _________________________________________  

 Obtain assessment information and priority objectives (evaluate the situation). 

 Determine situation status (obtain from the EOC/emergency manager):  

o What is the nature of the incident—what happened? 

o What hazards are present? 

o What area is impacted? How large an area is affected? 

o Is the situation getting better, stabilizing or getting worse? 

o What are the impacts on individuals, households and families? 

o What is the status of local hospitals? Assisted living facilities and nursing homes?  

o What are the impacts on first responders?  

o What are the impacts on businesses and the supply chain? 

o What are the impacts on people with disabilities, people with access and functional needs 
and traditionally underserved populations? 

o What is the number of casualties? 

o What are the impacts on critical infrastructure? 

o What is the status of local government agencies? 

 What are the response actions currently? 

o What public protection actions are currently in progress and what actions need to occur? 

o Have the notifications, alerts and warnings been completed? Are additional notifications or 
warnings needed? 

o What is being done to assist individuals, families and businesses? 

o What is being done to assist people with disabilities, people with access and functional 
needs and traditionally underserved populations? 

o Are there resource shortfalls or gaps (e.g., personnel, equipment, commodities, services)? 

 Visit fema.gov/plan for guidance and resources 
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o What is being done to bring in outside assistance or offer help to other communities? 

 Begin and maintain a personal log of all incident actions (e.g., contacts, directives, decisions).  

 Contact PIO to coordinate strategic public messaging, including American Sign Language, 
captioning and foreign language interpretation as needed. 

EMERGENCY TASKS 
During the activation and operational phases of the EOC, senior officials should consider the 
following tasks and actions and consult with the emergency manager to support as needed. 

 Maintain situational awareness regarding the disaster by staying informed.  

 Trust and empower your emergency management officials to make the right decisions.  

 Address/support response and recovery priorities.  

o Collaborate with emergency managers to collectively develop guidance regarding priorities 
and strategies for dealing with incident response and recovery (e.g., emergency declarations, 
large-scale evacuations, access to extraordinary emergency funding, waivers of ordinances 
and regulations, adjudication of scarce resources). 

o Initiate requests for extraordinary resources or outside assistance, such as mutual aid, state 
or federal assistance. 

o Provide for the well-being, safety and health of the members of the community and visitors. 

o Ensure continuity or rapid resumption of essential local government services. 

 Review the legal responsibilities and authorities of senior officials. 

 Confirm implementation of appropriate administrative procedures and financial safeguards. 

 Issue or arrange for issuance of a local, tribal or territorial disaster declaration if warranted. 

o Focus on protecting, saving and sustaining lives; protecting property and the environment; 
stabilizing the incident and maintaining essential services. 

o Consult with emergency management staff regarding strategic courses of action, while 
leaving tactical decision making to emergency response officials.  

o Consult with jurisdictional counsel regarding potential legal issues and courses of action. 

o Determine when to issue protective measures (e.g., curfew, shelter-in-place, evacuation, 
access control, quarantine, isolation, emergency orders) based on information provided by 
the emergency management agency. 

o Share situation information and actions and coordinate with neighboring senior officials, the 
governor and other key partners.  

o Use emergency powers and authorities of government as appropriate.  

 Visit fema.gov/plan for guidance and resources  
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o Suspend and waive rules, regulations and statutes as needed and allowed. 

o Monitor the situation to determine the need to update or modify emergency 
orders/protective measures. 

o Review and determine appropriate emergency response expenditure limits. 

 The following information, derived at the local level, may help inform the governor or tribal chief 
executive to request a Stafford Act declaration:3 

o Description of the situation and conditions. 

o Geographic boundaries of the incident. 

o Outline of the resources being used. 

o Initial damage assessment outlining the physical and financial impacts and losses. 

o Details of the emergency powers and authorities enacted (including their effective time periods 
and copies of the requesting governor’s or tribal chief executive’s disaster declaration). 

 Determine the need for and establish new policies to support response and recovery. 

o Ensure the EOC has clear policy direction. Issue direction and policy in support of response 
and recovery actions through the emergency manager. 

o Consider use of the EOC policy group (multiagency coordination [MAC] group) for making 
policy decisions. 

o Chair and/or participate in EOC policy/MAC group meetings at the EOC or designated site. 

 Monitor the progress of emergency/disaster actions from messages, reports and information 
charts received by and issued from the EOC. 

 When safe and when it will not interfere with response efforts, visit impacted areas, shelters and 
other temporary facilities to demonstrate leadership’s commitment and to identify issues with 
service delivery. 

 Ensure that a continuous stream of timely and accurate information is being provided by the 
EOC, PIO and the Joint Information Center (JIC). 

o Approve emergency public information news releases and other messages as appropriate. 

o Serve as a community spokesperson as planned in coordination with emergency managers. 

 

 
3 Federally recognized tribal governments are empowered to make declaration requests directly to the President as 
explained at https://www.fema.gov/about/organization/tribes.  

 Visit fema.gov/plan for guidance and resources  
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Delivering Effective Messages4 

 Lead the interview. Present the main points; avoid speculative “what-if” questions. 

 Use simple sentences. During times of high stress, people are more likely to remember short, 
concise bits of information. 

 Speak naturally. Avoid using terminology unfamiliar to those working outside of emergency 
management or government. 

 Be honest and direct. Exaggerated facts and misleading information can threaten lives in 
disaster situations. 

 Be genuine, personable and conversational. Avoid using “no comment” and similar evasive 
phrases. Credibility is vital to effective disaster communication.  

CONTINUITY OF OPERATIONS/CONTINUITY OF GOVERNMENT 
 Ensure continuity of essential services—which may be provided or supported by private sector 

organizations—and local government operations. 

 Support local government departments and personnel in obtaining resources necessary to 
continue essential services, as needed. 

 
4 For more information on CDC’s Crisis and Emergency Risk Communication program, see 
https://emergency.cdc.gov/cerc/training/index.asp.  

 Visit fema.gov/plan for guidance and resources  
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After Disaster 
After a disaster, members of the community expect their local government and their senior officials 
to maintain an active role in the delivery of recovery resources and services, and to provide 
innovative, efficient and inclusive leadership. Each senior official’s recovery tasks should include: 

 Convene key stakeholders to establish a vision, strategy and plan for the recovery process and 
for the future of the community.  

 Work with the emergency management agency to convene and maintain a recovery task force 
and a recovery organization structure. 

 Work collaboratively with all groups of people affected by the disaster to promote inclusive and 
accessible outreach to their communities and address issues relevant to them. 

 Lead the recovery process and appoint a recovery manager if needed. 

 Establish a recovery office to effectively manage long-term regulatory, fiscal, infrastructure, 
community development and human services recovery functions. 

 Continue to assess unmet needs through close coordination with jurisdictional agencies and 
non-governmental (NGO) partners with significant long-term recovery support roles. 

 Optimize the benefits of state/federal programs along with private sector and NGO contributions. 

 Understand the federal disaster declaration and assistance processes and what funding may be 
available to assist during recovery.  

 Identify opportunities to rebuild the community better and mitigate impacts of future incidents. 

 Ensure codes, regulations and finances are properly managed during the recovery process.  

 Communicate coordinated information to the public and media (both traditional and social 
media) to generate confidence in the process, secure buy-in for recovery priorities and establish 
accountability. Include American Sign Language, captioning and foreign language interpretation 
as needed.  

 Work with emergency management, other jurisdictional agencies and NGO partners as 
appropriate to conduct public meetings to determine unmet needs and identify current or future 
actions related to the disaster. 

 Ask questions; the recovery process and programs can be complex.  

 Support the community through the recovery. The process may take multiple years.  

 Visit fema.gov/plan for guidance and resources 
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Disasters happen locally and local government and actions before, during, and after an emergency or disaster rests 
with local leaders. Every community must be prepared and able to respond until help arrives. 
 
The best time to plan is NOW! Here are some tips to get started with emergency planning – efforts that will lead to 
customized flip books specific to your community.  
 
Here are some suggestions for completing the toolkit. 
 

ISSUE GETTING STARTED ON THE TOOLKIT 

Get Started 
 Review the Small Community Emergency Response Plan Template 

• You, and others in your community, probably know much of the community contact information 
• Choose whether to complete as much information as you can in advance, or do it at a meeting  

Gather 
together 

 Call a special meeting with the city/village council, school, clinic, utility officials, and any others  
• Discuss threats to the community 
• Review emergency preparations in place 
• Designate primary and alternate personnel or volunteers for each function: 
• Consider organizing a local Incident Management Team (IMT) for emergency operations 

 Ensure that city/tribal workers and first-responders have a plan to care for their families during an event 

Review or 
develop 

plans 

 Develop/review an Emergency Communications Plan, including satellite telephones and radios 
 Develop/review an Evacuation Plan 
The next 3 steps are important; however, continue working on the Toolkit while you work on these items.  
 Sign agreements for primary and alternate community shelters and safe areas to shelter evacuees. Store 

critical equipment and supplies (water, food, fuel, medical items). Address special needs, transportation 
 Survey essential facilities and look for ways to protect them in advance – including insurance! 
 Develop a debris management plan (Contact the SEOC for assistance at 1-800-478-2337 

Inform the 
community 

 Ensure community is aware of primary and secondary shelters and evacuation routes prior to a disaster 
 Remind residents to take measures to protect their homes and property and prepare an emergency kit 
 Have a way to notify community members in remote locations who may be in harm’s way 

Get custom 
plan! 

 Use gathered information, along with local contact data, to customize local information using the Toolkit 
 When Toolkit is complete, send it to secc@alaska.gov or if you have questions, call 1-800-478-2337 

 

This icon indicates action items to complete. 

  

SMALL COMMUNITY EMERGENCY RESPONSE PLAN TOOLKIT 
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 Who worked on the plan, and when did they do it? 

Planning Team 
Community:  

Date:  

Planning Team 
Members: 

 

  

  

  

  

  

  

  

The Small Community Emergency Response Plan assumes that community leaders and residents understand their 
community better than anyone outside the community.   

Plan who will have roles and responsibilities in a disaster before it happens.  The most critical decision is who will 
lead. Some communities may have their mayor or chief be an incident commander, while others may look to one of 
their first responders or someone who naturally takes charge.   

The following chart shows the kinds of roles small communities use most often. The next page explains each position. 

 
 

Incident 
Commander 

Planning Section 
Chief 

Operations 
Section Chief 

Evacuation 
Specialist 

Shelter 
Coordinator Security Specialist Medical Specialist 

Logistics Section 
Chief 

Finance Section 
Chief 

Incident Liaison Safety Officer 

Public 
Information 

Officer 

Every incident needs an Incident 
Commander (IC). The IC determines 

which positions are needed. If possible add alternates to these 
positions. 

Common 
functions:  

Every situation is 
different. 

COMMUNITY PLANNING TEAM 
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Incident Command System (ICS) Roles and Responsibilities 
Position Duties and Responsibilities 

Incident Commander Manages the people and resources to respond to the incident.  

Incident Liaison Coordinates with community and outside organizations involved in the incident. 

Public Information 
Officer 

Provides information to the public and media regarding the event in accordance with the IC. 

Safety Officer Assures safety issues are mitigated, announced and addressed. 

Planning Section Chief Gathers and analyses incident information; conducts Planning Meetings, and prepares 
Incident Action Plans (IAP). 

Operations Section Chief Responsible for incident tactical operations – actions, personnel, resources, and staging areas.  

Logistics Section Chief Obtains requested incident facilities, services, and materials.  

Admin Section Chief Tracks costs and manages incident finances and personnel issues.  

Evacuation Specialist Develops plan to shelter in place or move individuals to a safe location. 

Shelter Coordinator Sets up, operates and closes shelter(s) and/or coordinates shelter activities. 

Security Specialist Keeps unauthorized personnel from physically accessing resources, buildings, or confidential 
information. 

Medical Specialist Provides and/or coordinates emergency health care services. 
 

Who will fill these roles in your community? 

Community Contact Information 
Title Name Agency Phone Fax Email 

Incident Commander      

Incident Liaison      

Public Information 
Officer 

     

Safety Officer      

Planning Section Chief      

Operations Section 
Chief 

     

Logistics Section Chief      

Finance Section Chief      

Evacuation Specialist      

Shelter Coordinator      

Security Specialist      

Medical Specialist      

 

ICS ROLES AND RESPONSIBILITIES 
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Who do you want to respond and how will you contact them? 

The response phase of the SCERP provides guidance as a community is responding to an event. Work with your 
planning team to determine the following contact information. It may be helpful to print out an example of the SCERP 
from www.ready.alaska.gov/plans/SCERP.htm and look at the green sections to increase conversation about the 
necessary contacts. 

  

RESPONSE PHASE 
Immediate actions Critical Partners Contact and Information 

 
Notify Partners 

Consider who and how you would notify 
all the partners you need present to 
respond to a disaster. 

Incident Commander  
Borough Emergency Manager  
Other Regional Entities  
VPSO  
  
  
  

Keep Everyone Safe 
Consider contacting critical infrastructure 
partners 

Health Aid  
Regional Partners  
  
  

Inform Everyone 
Consider how you would get information 
out to everyone (phone tree, radio, 
email) 

Local Radio  
VHF  
  
  

 
Take Action 

Consider your response and who you 
need to protect life (Search and Rescue). 

VPSO  
Local Search and Rescue  
Volunteer Fire Department  
  
  
  
  

Gather Resources 
Consider who has the resources you may 
need to respond: boats, planes, regional 
assets. 

Regional Partners  
  
  
  

RESPONSE PHASE CONTACT INFORMATION 
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a 

Gather critical information about your community shelters 

 

Primary Shelter Information 
Shelter Location Phone Contact to OK Use and Open Shelter 

   Primary Name: 
Number: 

Restrictions on use/availability, if any: Backup Name: 
Number: 

Bed Capacity 
(15-20 sq ft/person) 

Number of 
Showers 

Number of 
Bathrooms ADA Accessibility Emergency  

Power/ Generator 
Kitchen 
Facilities 

   Yes   No  Yes   No  Yes   No  
 

 
Alternate Shelter Information 

Shelter Location Phone Contact to OK Use and Open Shelter 
   Primary Name: 

Number: 
Restrictions on use/availability, if any: Backup Name: 

Number: 

Bed Capacity Number of 
Showers 

Number of 
Bathrooms ADA Accessibility Emergency  

Power/ Generator 
Kitchen 
Facilities 

   Yes   No  Yes   No  Yes   No  

SHELTER/EVACUATION CONTACT 
ISSUE Critical Partners Contact and Information 

 
DECIDE BEST DECISION 

Consider who you would contact to 
gather information to make the best 
decision to shelter or evacuate. 

National Weather Service  
Regional Alaska State Troopers  
Regional Coast Guard  
  
  
  
  

SHELTERING AND EVACUATION CONTACT INFORMATION 
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Where are critical structures in your community? 
You, and everyone in your community, may know this information; however, it needs to be shared and exercised. A copy of the 
completed SCERP will be used in the State Emergency Operations Center as a reference for support agencies.  Use any 
community map you have to mark critical locations, or contact the Division of Homeland Security and Emergency 
Management at 1-8000-478-2337 and ask for the Plans section Small Community Emergency Response Plan representative. 

Mark the map with the codes below, along with other critical structures to include on the map for 
your community.  

 
COMMUNITY MAP LEGEND 

 
EMERGENCY SHELTER 

 
EMERGENCY EVACUATION ROUTE 

 
HOSPITAL or CLINIC EOC EMERGENCY OPERATIONS CENTER 

 

 EVACUATION COMMUNITY MAP 
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Describe evacuation routes in your community 
You, and everyone in your community, may know this information; however, it needs to be shared and exercised. A copy of the 
completed SCERP will be used in the State Emergency Operations Center as a reference for support agencies.  

Route Information for Evacuation Within the Community 

Information in red will not be known in advance and is for information as it develops during and after the event.  

Evacuation Routes Within the Community 

Route Name Start Location Finish Location Distance Route Condition Required Debris Removal/ 
Transportation Assistance  

     Not applicable until event 

     Not applicable until event 

     Not applicable until event 

Routes and Air Transport Information for Evacuation Away from the Community 

Evacuation Routes Away from the Community 

Route Name Start Location Finish Location Distance Route Condition 
(gravel, paved) 

Required Debris Removal/ 
Transportation Assistance  

     Not applicable until event 

     Not applicable until event 

     Not applicable until event 

 

Airport Information 
Airport Name Airport Location # of Runways Runway Distance(s) Largest Aircraft 

     

     
 

 

Airline Information (add more rows if needed) 
Airline Name Hub Location Phone Number Contact Name 

    

    

EVACUATION ROUTES TO SAFETY 
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Gather critical information about your clinic or other medical facility 
Sleeping capacities are intended for staff rather than patients. 

Primary Clinic Information 
Clinic Name Location Phone Numbers Contact 

  Phone: Primary Name: 
Fax:  Number: 
Sat Phone: Backup Name: 

Number: 
 

Sleeping Capacity Number of 
Showers 

Number of 
Bathrooms ADA Accessibility Emergency  

Power/ Generator 
Kitchen 

Facilities 

   Yes   No  Yes   No  Yes   No  

 
 

Alternate Clinic Site Information 
Clinic Name Location Phone Numbers Contact 

  Phone: Primary Name: 
Fax:  Number: 
Sat Phone: Backup Name: 

Number: 
 

Sleeping Capacity Number of 
Showers 

Number of 
Bathrooms ADA Accessibility Emergency  

Power / Generator 
Kitchen 

Facilities 

   Yes   No  Yes   No  Yes   No  

 MEDICAL CLINIC INFORMATION 
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Who are your community’s regional contacts? 
Regional numbers for state or federal agencies are located on the State and Federal Agencies Contact Information Tab of the 
Small Community Emergency Response Guide. Select the numbers appropriate for your community, or provide alternates. 

Borough and Regional Contact Information 
Agency: Contact Phone (907) Fax (907) 

Regional Partners (Native Corporation, Health Corporation, etc.): 
Borough Emergency Manager:   

Regional Native Corporation:    

Regional Health Corporation:    

Other:   

Other:   

VPSO:   

National Weather Service:   

Alaska State Troopers :    

Division of Forestry:   

Department of Environmental Conservation:   

   

   

   

   

   

   

   

   

   

   

   

 
  

COMMUNITY CONTACT INFORMATION 
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Gather contact information about your community 

Modify this list as appropriate. 

Community Contact Information 
Entity Name of Agency Contact Name Phone Fax Email 

Volunteer Fire 
Department 

     

Village Public Safety 
Officer 

     

City Office      

Tribal Office      

School Principal      

School Maintenance      

Clinic/Health Aide      

Hospital Service 
Provider 

     

Airport Maintenance      

Power  Company      

Fuel Company      

Telephone Company      

Sewage/Lagoon      

Water/Wastewater 
Plant 

     

Washeteria      

Church      

Alaska Native Non-
Profit Organization 

     

Alaska Native For-
profit Corporation 

     

Local DOT&PF      

City or Tribal 
Maintenance 
Personnel 

     

      
  

COMMUNITY CONTACT INFORMATION 

 

Page 151 of 230



12 Small Community Emergency Response Plan Toolkit 
 

 

Gather critical infrastructure information about your community  

Lodging Facilities 
Lodging Name Location Phone Number Owner Name 

    

    

    

 

Local Store Information 
Store Name Location Phone Number Owner Name 

    

    

    

 

Airport Information 

Airport Name Airport Location # of Runways Illuminated Runway 
Distance(s) Largest Aircraft Fuel Stored 

       

       

 

Airline Information (add more rows if needed) 
Airline Name Hub Location Phone Number Contact Name 

    

    

    

    

    

 

Radio Communication Information 
Channel Name Primary Use Agencies Supported Frequency/Band Radio POC 

     

     

 
  

COMMUNITY CRITICAL INFRASTRUCTURE 
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Where, and with whom, will completed Plans be kept? 
Up to seven copies are available for distribution. Where, and with whom, will copies be stored? 

 
Plan Distribution: Designated Plan Holders and Locations 

Contact Agency Physical Location Phone Fax Email 

      

      

      

      

      

      

      

 
  

PLAN DISTRIBUTION LIST 
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Check that the following items are complete and that the planning 
team agrees on the following: 

Toolkit Checklist 
Item Page 

 Planning Team Members 3 
 Incident Command System (ICS) Roles and 

Responsibilities 
4 

 Community Regional Contacts 5 

 Shelter Information 6 

 Evacuation Map (with critical structures marked) 7 

 Evacuation Routes 8 

 Clinic Information 9 

 Community Contact Information 10 

 Community Critical Infrastructure 11 

 Plan Distribution List 12 

 
  

PLAN DISTRIBUTION LIST 
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Send completed toolkit to DHS&EM: 
 

Electronic information:  
mva.dhsem.plans@alaska.gov or, if unable to complete electronically, 
 
Paper copy:  
Attention: Small Community Emergency Response Plan 
Division of Homeland Security and Emergency Management 
PO Box 5750 
JBER, Alaska 99505-5750 
 
Be sure to include a contact name, number, and email. 
 
DHS&EM will complete your community’s customized Small Community Emergency Response 
Guide, and send a copy to the identified contact person for final approval before producing the 
final version. 
 

  

WHEN TOOLKIT IS COMPLETE 
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These ideas aren’t new – today’s disaster preparedness builds on thousands of years of Alaska Native traditions. 

The following diagram uses the Alaska Native Knowledge Network Spiral Chart for Integrated Learning to show ways 
to increase community preparedness. 

 

 
 

 PLANNING IN ADVANCE  USING TRADITIONAL WAYS   

Have a communication plan 
Use plain language 
Keep everyone informed 

Continue traditional ways 
Incorporate new ideas 
Involve elders and youth 

Plan with your family 
Practice your plan 
Check on your neighbors 

Plan for sheltering-in-place 
Work with partners on sheltering 
Evacuate only as last resort 

 

Life and safety is always first! 
Invite the clinic, EMTs to meet 
Plan for needs of elders, others 

Engage the tribe in planning 
Prepare at tribe gatherings 
Work with whole community 

Plan and prepare 
Take supplies wherever you go 
Use traditional & modern ways 

Build your caches 
Involve youth 
Retrieve at-risk supplies, if safe 

Involve village corporation 
Engage regional corporation 
Know the hazards in your area 

Use current technology 
Charges sat phones & know 
how to use them 
Lessen risks to infrastructure 
 
 
 

Keep fuel on hand; fuel daily 
Have backup power and heat 
Anchor fuel tanks 
 
 
 

Act now to prepare–Don’t wait  
Look for ways to lessen risks 
Seek partnerships in advance 
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Appendix 4: Continuity Planning 
Checklist 

FOREWARD

Examine current state of organizational continuity program.

Identify the organization’s current and potential partnerships within the community, which are critical to developing and 
sustaining a culture of continuity.

Identify existing coordinating structures in which organizational continuity planners should participate in to integrate 
continuity planning, operations, and responsibilities into emergency management, preparedness, and resilience efforts. 

Identify other inter- and intra-organizational continuity plans and programs (e.g., incident management, Occupant 
Emergency Plans, and Emergency Operations Plans, IT/Disaster Recovery Plans), which should be coordinated with to 
ensure synchronization across plans and programs. 

CHAPTER 1

Create an overall continuity strategy that is agreed upon by elected officials or organizational leadership.

Identify existing, applicable continuity regulations or requirements. In the absence of requirements, identify continuity 
guidance, and principles most applicable to the organization.

Identify continuity program planning roles and responsibilities.

Establish a continuity planning team to assist with planning including representatives from other organizational offices  
or departments.

Develop a project plan, timelines, and milestones.  

Identify preliminary budgeting and resource requirements.  

Obtain the support of leadership and elected officials for the continuity program.

CHAPTER 2

Conduct a BPA to identify and document the activities and tasks that are performed within an organization, with an 
emphasis on the big picture (how the organization interacts with partners and stakeholders) and the operational details.

Conduct a risk assessment to identify and analyze potential threats and hazards.

Conduct a Business Impact Analysis (BIA) to identify and evaluate how the organization’s threats and hazards may impact 
the organization’s ability to perform its essential functions.  

Identify the organization’s essential functions and essential supporting activities by determining what organizational 
functions are essential, taking into account statutory requirements and linkages to National Essential Functions and other 
essential functions in the community.

Identify mitigation options to address the risks identified in the BIA (e.g., alternate operating facilities, telework policies, 
devolution procedures, mutual aid agreements).

Identify the organization’s key elements (e.g., technology, people) and detail how those elements support the execution of 
essential functions. 

Draft a comprehensive plan that outlines the requirements and procedures needed to perform essential functions, and 
establishes contingency plans in the event that key resources are not available. 
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CHAPTER 3

Establish a schedule for conducting regular test, training, and exercise events to assess and validate continuity plans, 
policies, procedures, and systems. 

Create a corrective action program to implement and track areas for improvement identified during tests, exercises, or real-
world incidents. 

Develop continuity metrics and success criteria to evaluate and assess the organization’s continuity plans and  
program against. 

Establish a schedule for conducting a review (using the continuity metrics and success criteria) and revision of 
the organization’s continuity strategy, plan, and supporting documents and agreements such as Memorandums of 
Understanding and Memorandums of Agreement. 

Align and allocate resources (e.g., budget) to implement continuity activities before, during, and following a  
continuity activation. 

Develop a continuity multi-year strategic plan to provide for the development, maintenance, and review of continuity 
capabilities to ensure the program remains viable and successful to include test, training, and exercise activities, and  
plan reviews.
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Continuity Capability 
Objective 0 1 2 3 4 5 6 7 8 9 10 Score

1.1 Has the organization 
developed a continuity 
project plan to guide the 
development of the 
organization's continuity 
capability?

No effort nor recognition 
of need for a continuity 
project plan.

The organization has 
made preliminary efforts 
to develop a continuity 
project plan, timeline, and 
milestones, but has not 
drafted the project plan.

The organization has 
drafted a continuity project 
plan, timeline, and 
milestones, but the plan is 
not finalized or approved.

The organization has 
approved and adopted the 
continuity project plan, 
timeline, and milestones 
and is preparing to 
implement the plan.

The organization has 
adopted the continuity 
project plan and is 
implementing the plan as 
outlined. 

1.2 Has the organization 
identified applicable 
regulations and 
requirements to guide 
development of the 
continuity plan?

No effort nor recognition 
of need to identify 
continuity regulations or 
requirements. 

The organization has 
conducted preliminary 
efforts to identify existing, 
applicable continuity 
regulations or 
requirements.

The organization has 
created a list of applicable 
continuity regulations and 
requirements.

The organization reviewed 
the list of applicable 
continuity regulations and 
requirements and is 
coordinating requirements 
with current planning 
efforts. 

The organization uses 
applicable continuity 
regulations and 
requirements to guide 
program planning 
purposes.  Requirements 
are reviewed at least 
annually.

1.3 Has the organization 
integrated critical external 
partners into the continuity 
planning process?

No effort nor recognition 
of need to identify 
potential partnerships 
within the community as it 
relates to continuity.

The organization 
conducted preliminary 
efforts to identify 
community partnerships 
have been made.

The organization met with 
critical community 
partners and discussed 
ways to incorporate them 
into the continuity 
program, but no official 
activities have taken 
place. 

The organization 
integrated most, but not 
all, of the identified critical 
community partners into 
the organization's 
continuity planning effort. 

The organization 
integrated critical 
community partners into 
the continuity planning 
effort. These partners are 
active participants in 
continuity program 
activities. 

1.4 Has the organization 
coordinated with and 
integrated internal 
components and offices 
into the continuity 
planning process?

No effort nor recognition 
of need to coordinate 
continuity plans and 
programs across the 
organization. 

The organization 
conducted preliminary 
efforts to identify intra-
organizational continuity 
offices, plans, and 
programs, but has not yet 
conducted planning or 
coordination activities.

The organization has 
identified and reviewed 
other intra-organizational 
continuity offices, plans, 
and programs; active 
planning or coordination is 
in the initial stages.

The organization is 
currently coordinating and 
integrating with other intra-
organizational offices and 
programs to synchronize 
continuity plans.

The organization formally 
coordinated and 
synchronized continuity 
plans with other intra-
organizational continuity 
offices, plans, and 
programs. These partners 
are active participants in 
continuity program 
activities. 

Getting Started: Initiating an Organizational Continuity Capability
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Continuity Capability 
Objective 0 1 2 3 4 5 6 7 8 9 10 Score

1.5 Has the organization 
coordinated the continuity 
planning effort with other 
incident management, risk 
management, and  
preparedness planning 
efforts?

No effort nor recognition 
of need to coordinate 
continuity plans with other 
planning efforts. 

The organization 
conducted preliminary 
efforts to identify related 
planning efforts, but has 
not yet conducted 
planning or coordination 
activities.

The organization identified 
and reviewed other related 
planning efforts; the 
organization has initiated 
active coordination and 
integration.

The organization initiated 
coordination and 
integration with other 
related planning efforts, 
but the effort is not 
comprehensive nor 
complete.

The organization formally 
coordinated and 
synchronized continuity 
plans with other incident 
management, risk 
management, and  
preparedness planning 
efforts. 
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1.6 Has the organization 
identified continuity 
program roles and 
responsibilities?

No effort nor recognition 
of need to identify 
continuity program roles 
and responsibilities. 

The organization has 
identified roles and 
responsibilities of 
positions within the 
continuity program, but 
has not filled those roles.

The organization has 
identified roles and 
responsibilities of 
positions within the 
continuity program, but 
has  filled some, but not 
all, identified roles.  
Participants in the 
continuity planning team 
have not actively 
participated in planning 
activities or meetings on a 
regular basis.

The organization has 
identified roles and 
responsibilities of 
positions within the 
continuity program. The 
organization is actively 
filling vacancies in any 
identified positions.

The organization has 
clearly articulated roles 
and responsibilities and 
titled and filled those roles 
within the continuity 
program.  The continuity 
planning team included 
representatives from other 
organizational offices or 
departments, met 
regularly, has clearly 
defined roles and 
responsibilities, and 
actively supported  
continuity planning.
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1.8 Has the organization 
identified preliminary 
budget and resource 
requirements?

No effort nor recognition 
of need to identify 
preliminary budget or 
resource requirements. 

The organization has 
initiated efforts to develop 
a budget and resource 
requirements for the 
continuity program.

The organization has 
drafted a preliminary 
budget and resource 
requirements to support 
the continuity program, 
but funding and resources 
are not available.

The organization has 
drafted a preliminary 
budget and resource 
requirements for the 
continuity program, but 
funding and resources are 
limited.

The organization has 
finalized a preliminary 
budget and resource 
requirements and funding 
is available to support the 
continutiy program.
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1.9 Have those individuals 
with continuity roles and 
responsibilities received 
continuity  training?

No effort nor recognition 
of need to train those 
responsible for planning in 
continuity. 

Individuals with continuity 
roles and responsibilities 
have not received training; 
however, the organization 
has initiated efforts to 
identify and schedule 
necessary training.

Some individuals with 
continuity roles and 
responsibilities have 
received training. The 
organization has 
developed a plan to train 
the remaining individuals.

All individuals with 
continuity roles and 
responsibilities,  including 
leadership, the planning 
team, and continuity 
manager and planners, 
have received continuity 
training.

All individuals with 
continuity roles and 
responsibilities,  including 
leadership and the 
planning team, have 
received continuity 
training.  The continuity 
planners/managers have 
received advanced 
training, such as 
achieving their FEMA 
Level I and Level II 
Continuity Practitioner 
certificate.
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1.10 Has the organization 
identified and incorporated 
the results from previous 
exercises and real-world 
events to guide the 
development of the 
continuity program?

No effort nor recognition 
of need to incorporate 
results from previous 
exercises and real-world 
events to guide the 
development of the 
continuity program.

The organization has 
made preliminary efforts 
to identify and collect the 
results from previous 
exercises and real-world 
events.

The organization has 
identified results from 
previous exercises and 
real-world events, but has 
not yet used the results to 
guide development of the 
continuity program or 
plan.

The organization used 
results from some 
previous exercises and 
real-world events to guide 
current planning efforts.

The organization used 
results from all previous 
exercises and real-world 
events to guide current 
planning efforts.

Comments:
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2.1 Has the organization 
developed a 
comprehensive continuity 
plan?

No effort nor recognition 
of need for a 
comprehensive continuity 
plan. 

The organization initiated 
preliminary efforts to 
develop a comprehensive 
continuity plan.

The organization drafted a 
comprehensive continuity 
plan, but has not widely 
shared the draft with the 
organization.

The organization drafted 
and reviewed a 
comprehensive continuity 
plan; however, senior 
leadership and/or elected 
officials have not yet 
formally approved the 
plan.

Senior leadership and/or 
elected officials approved 
the comprehensive 
continuity plan.

2.3 Has the organization 
conducted a risk 
assessment?

No effort nor recognition 
of need for conducting a 
risk assessment.

The organization initiated 
preliminary efforts to 
conduct a risk 
assessment, but has not 
conducted the analysis.

The organization partially 
completed a risk 
assessment.

The organization has 
conducted a risk 
assessment, although 
some areas for 
improvement remain. The 
organization has 
continued planning to fully 
address.

The organization 
completed a risk 
assessment, which 
identified the potential 
threats and hazards to the 
organization, and 
incorporated the 
information into the 
continuity plan. 

2.5 Has the organization 
identified and prioritized 
the essential functions 
that it must continue to 
perform during a 
continuity event?

No effort nor recognition 
of need for identifying and 
prioritizing organizational 
essential functions. 

The organization made 
preliminary efforts to 
identify organizational 
essential functions, but 
has not created a formal 
list. 

The organization identified 
organizational essential 
functions, but has not 
prioritized these functions.

The organization identified 
and prioritized 
organizational essential 
functions, although some 
areas for improvement 
remain. The organization 
has continued planning to 
fully address.

The organization 
identified, prioritized, and 
adopted organizational 
essential functions and 
incorporated these 
functions into the 
continuity plan. 

2.6 Has the organization 
identified and planned for 
mitigation options to 
support the continuance 
of essential functions, 
such as identifying 
alternate sites, 
teleworking, developing 
devolution plans, or 
entering into mutual aid 
agreements?

No effort nor recognition 
of need for identifying 
mitigation options for 
continuity. 

The organization initiated 
preliminary efforts to 
identify mitigation options, 
but has not identified 
formal strategies. 

The organization identified 
mitigation options, but has 
not completed planning 
for each identified option.

The organization identified 
mitigation options and 
completed planning for 
most options, although 
areas for improvement 
remain.  The organization 
has continued planning to 
fully address and support 
each identified mitigation 
option.

The organization identified 
mitigation options and 
fully planned for each 
option to support the 
continuance of essential 
functions during an event 
that disrupts normal 
operations.

Building an Organizational Continuity Capability
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2.7 Has the organization 
established and 
documented orders of 
succession to ensure an 
orderly and predefined 
transition of leadership?

No effort nor recognition 
of need to establish and 
document orders of 
succession. 

The organization partially 
drafted orders of 
succession for key 
positions, but has not 
completed the documents.

The organization drafted 
orders of succession for 
the organization head, but 
has not completed orders 
of succession for other 
key positions.

The organization 
established orders of 
succession for all key 
positions, although areas 
for improvement remain, 
such as orders not three 
positions deep or 
geographically dispersed, 
where possible.

The organization 
established and 
documented orders of 
succession that are at 
least three positions deep 
and geographically 
dispersed, where 
possible. General Counsel 
approved the orders of 
succession.

2.8 Has the organization 
established and 
documented delegations 
of authority to make key 
decisions, conduct 
essential functions, and 
direct the organization?

No effort nor recognition 
of need to establish and 
document delegations of 
authority. 

The organization initiated 
drafting of delegations of 
authority for key positions, 
but has not completed the 
documents.

The organization drafted 
delegations for 
organization direction, but 
has not completed 
delegations for other key 
functions.

The organization 
established delegations of 
authority for most key 
functions.

The organization 
established delegations of 
authority for all key 
functions.  General 
Counsel approved the 
delegations.

2.9 Has the organization 
clearly explained the 
expectations, roles, and 
responsibilities for all 
personnel during a 
continuity plan activation?

No effort nor recognition 
of need to explain the 
expectations, roles, and 
responsibilities for 
personnel. 

The organization initiated 
drafting of expectations, 
roles, and responsibilities, 
but has not completed the 
effort.

The organization clearly 
explained the 
expectations, roles, and 
responsibilities in writing 
for continuity personnel, 
but has not completed for 
all staff.

The organization clearly 
explained the 
expectations, roles, and 
responsibilities in writing 
for all personnel in the 
event the continuity plan 
is activated, but has not 
completed notification of 
all personnel.

The organization clearly 
explained the 
expectations, roles, and 
responsibilities in writing 
for all personnel in the 
event the continuity plan 
is activated and 
disseminated this 
information to all staff.

2.10 Has the organization 
implemented a strategy to 
communicate the 
organization's operating 
status to all staff and with 
external stakeholders?

No effort nor recognition 
of need to implement 
strategies to communicate 
with staff and 
stakeholders. 

The organization initiated 
preliminary efforts to 
identify strategies to 
communicate with staff 
and stakeholders.

The organization 
developed a strategy to 
communicate instructions, 
operating status, and 
other information with 
some stakeholders, but 
not all.

The organization 
developed a process to 
communicate instructions, 
operating status, and 
other information with all 
personnel and external 
stakeholders, but backup 
strategies are not 
identified.

The organization 
developed multiple 
strategies to communicate 
instructions, operating 
status, and other 
information with all 
personnel and external 
stakeholders.

2.11 Has the organization 
implemented a process to 
account for all staff, 
including contractors, in 
the event of an 
emergency?

No effort or recognition of 
need to account for all 
staff. 

The organization initiated 
preliminary efforts to 
identify strategies account 
for all staff.

The organization 
developed a process to 
account for all personnel, 
but the process is 
fragmented.

The organization 
developed a process to 
account for all personnel, 
but has not identified 
backup strategies.

Multiple processes exist to 
account for all personnel.
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2.12 Has the organization 
ensured the needs of 
personnel with disabilities 
are considered during the 
continuity planning 
process?

No effort nor recognition 
of need to explain the 
expectations, roles, and 
responsibilities for 
personnel. 

The organization initiated 
efforts to coordinate and 
integrate the needs of 
personnel with disabilities 
into the planning process.

The organization 
disseminated the 
continuity plan in advance 
of an emergency.  The 
plan included information 
on how personnel request 
a reasonable 
accommodation.  The 
organization has not 
incorporated commonly 
requested reasonable 
accommodations into the 
plan.

The continuity plan is 
disseminated in advance 
of an emergency to 
continuity personnel and 
includes how personnel 
request a reasonable 
accommodation and 
already incorporates 
commonly requested 
reasonable 
accommodations into the 
plan.

The continuity plan is 
disseminated in advance 
of an emergency to all 
personnel and includes 
how personnel request a 
reasonable 
accommodation and 
already incorporates 
commonly requested 
reasonable 
accommodations into the 
plan.

2.13 Has the organization 
provided guidance to 
employees on individual 
and community 
preparedness actions to 
ensure readiness during a 
continuity activation?

No effort nor recognition 
of need to provide 
guidance on individual 
and community 
preparedness actions. 

The organization initiated 
efforts to identify guidance 
on individual and 
community preparedness 
actions.

The organization drafted 
guidance on individual 
and community 
preparedness, but has not 
widely shared this 
guidance with the 
organization.

The organization provided 
guidance to all employees 
on individual and 
community preparedness 
actions.  The organization 
has not yet conducted 
preparedness activities to 
support this guidance.

The organization provided 
guidance to all employees 
on individual and 
community preparedness 
actions to ensure 
readiness during a 
continuity activation and 
conducted preparedness 
activities to support this 
guidance.

2.14 Has the organization 
identified and inventoried 
essential records, 
including emergency 
operating records and 
legal and financial rights 
records?

No effort nor recognition 
of need to inventory 
essential records. 

The organization initiated 
efforts to identify and 
inventory essential 
records.

The organization has 
partially identified and/or 
inventorying essential 
records, but the process is 
not complete or 
comprehensive.

The organization identified 
and inventoried all 
essential records, but the 
inventory requires 
additional detail.

The organization identified 
and inventoried all 
essential records, to 
include the locations of 
identified records and date 
of record.

2.15 Has the organization 
developed a plan or 
procedures to activate 
your continuity plan?

No effort nor recognition 
of need to develop a plan 
or process to activate the 
continuity plan. 

The organization initiated 
efforts to develop 
activation procedures.

The organization drafted 
activation procedures, but 
the procedures were not 
complete, comprehensive, 
nor approved.

The organization 
developed, but not 
finalized procedures to 
activate the continuity 
plan.  Additional details or 
procedures for activation 
are being finalized.

The organization finalized 
procedures to activate the 
continuity plan, to include 
identifying triggers and the 
individuals with the 
authority to activate.
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2.16 Has the organization 
developed a plan or 
procedures to recover 
from the effects of an 
emergency and 
transitioning back to 
normal operations after a 
continuity activation?

No effort nor recognition 
of need to develop a plan 
or procedures to recover 
from the effects of an 
emergency. 

The organization initiated 
efforts to develop 
reconstitution plans or 
procedures.

The organization drafted 
reconstitution procedures, 
but the procedures are not 
complete, comprehensive, 
nor approved.

The organization 
developed, but not yet 
finalized a plan or 
procedures to recover 
from the effects of an 
emergency.  Additional 
details or procedures for 
reconstitution are being 
finalized.

The organization finalized 
a plan or procedures to 
recover from the effects of 
an emergency, to include 
assessing the status of 
affected operations and 
returning to normal 
operations.

2.17 Has the organization 
identified continuity 
personnel who would 
support the performance 
of essential functions 
during a continuity plan 
activation?

No effort nor recognition 
of need to identify 
continuity personnel. 

The organization initiated 
efforts to identify 
continuity personnel.

The organization has 
identified continuity 
personnel, but has not 
informed these individuals 
in writing of their roles and 
responsibilities. The 
organization has not 
identified alternates for 
positions.

The organization has 
identified continuity 
personnel and informed 
these individuals in writing 
of their roles and 
responsibilities. The 
organization identified 
alternates for most 
positions and satisfied any 
applicable collective 
bargaining obligations.

The organization identified 
continuity personnel and 
alternates and informed 
these individuals in writing 
of their roles and 
responsibilities.  The 
organization satisfied any 
applicable collective 
bargaining obligations.

2.18 Has the organization 
established an appropriate 
point-of-contact rosters of 
trained continuity 
personnel?

No effort nor recognition 
of need to develop a 
roster of continuity 
personnel. 

The organization initiated 
efforts to develop a roster 
of continuity personnel, 
but has yet to create a 
roster.

The organization 
maintains a contact roster 
of primary continuity 
personnel, but has not 
included alternates.  The 
roster included at least 
one method to contact 
personnel.

The organization 
maintains a contact roster 
of primary and alternate 
continuity personnel. The 
roster includes multiple 
methods to contact most 
personnel.

The organization 
maintains a contact roster 
of primary and alternate 
continuity personnel.  The 
roster includes multiple 
methods to contact 
personnel.

2.19 Has the organization 
identified and 
implemented 
interoperable and 
available communications 
capabilities for the 
performance of essential 
functions?

No effort nor recognition  
of need to identify and 
implement interoperable 
and available 
communications 
capabilities.

The organization initiated 
efforts to identify and 
implement interoperable 
and available 
communications 
capabilities to support 
identified essential 
functions.

The organization identified 
interoperable and 
available communications 
capabilities to support 
identified essential 
functions, but has not 
implemented these 
capabilities.

The organization identified 
interoperable and 
available communications 
capabilities to support 
identified essential 
functions, and 
implemented most, but 
not all.

The organization identified 
and implemented 
interoperable and 
available communications 
capabilities to support 
identified essential 
functions. Systems are 
connected to back-up 
power capability.
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2.20 Has your organization 
identified critical systems 
and equipment and 
associated recovery time 
objectives to support 
identified essential 
functions and access 
essential records?

No effort or recognition of 
need to identify and obtain 
critical systems and 
equipment to support 
identified essential 
functions and access 
essential records.

The organization initiated 
efforts to identify critical 
systems to support 
identified essential 
functions and associated 
recovery time objectives.

The organization identified 
critical systems to support 
identified essential 
functions, but has not 
identified recovery time 
objectives.

The organization identified 
critical systems, and 
developed processes in 
place to ensure an 
acceptable recovery time 
objective, for most, but not 
all systems.

The organization identified 
critical systems and 
equipment to support 
essential functions and 
access essential records 
and implemented 
processes to ensure an 
acceptable recovery time 
objective.  Systems are 
connected to back-up 
power capability.

2.21 Has your organizational 
continuity program 
synchronized resources to 
support continuity events 
with other continuity plans 
and programs (both 
internally and externally)?

No effort nor recognition 
of need to synchronize 
resources for continuity 
events with continuity 
plans and programs 
across the organization or 
with other organizations.

The organization initiated 
efforts to coordinate 
resources with other inter- 
and intra-organizational 
continuity plans and 
programs. 

The organization identified 
other inter- and intra-
organizational continuity 
resources; however 
coordination is in the initial 
stages.

The organization 
coordinated and 
synchronized other inter- 
and intra-organizational 
continuity resources  and 
initiated a system for 
resource management 
(including MOUs/MOAs).

A complete 
synchronization of 
resources across other 
inter- and intra-
organizational continuity 
plans and programs has 
been completed.

2.23 Has the organization 
trained continuity 
personnel on continuity 
plans and strategies?

No effort nor recognition 
of need to conduct 
training for continuity 
personnel.

The organization has not 
provided formal training 
provided to continuity 
personnel; the 
organization initiated 
efforts to prepare 
necessary training.

The organization has 
conducted some training 
of primary and alternate 
continuity personnel, to 
include leadership and/or 
elected officials.

Most primary and 
alternate continuity 
personnel, to include 
leadership and/or elected 
officials, have received up-
to-date training.

All primary and alternate 
continuity personnel, to 
include leadership and/or 
elected officials, have 
received up-to-date 
training.

2.25 Has the organization 
conducted testing of alert 
and notification 
procedures?

No effort nor recognition 
of need for testing of alert 
and notification 
procedures.

The organization initiated 
efforts to begin testing, 
but testing has yet to 
occur.

The organization tested 
alert and notification 
procedures, but has not 
implemented 
improvement action 
planning.

The organization tested 
alert and notification 
procedures and 
implemented 
improvement action 
planning. The organization 
has not compared results 
to previous tests or results 
were similar to previous 
tests.

The organization tests 
alert and notification 
procedures and 
implemented 
improvement action 
planning.  Testing 
demonstrated an 
improvement compared to 
previous tests.
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2.26 Has the organization 
conducted testing of 
activation procedures?

No effort nor recognition 
of need for testing of 
activation procedures.

The organization initiated 
efforts to begin testing, 
but testing has yet to 
occur.

The organization tested 
activation procedures. The 
organization has not 
implemented 
improvement action 
planning.

The organization tested 
activation procedures and 
implemented 
improvement action 
planning. The organization 
has not compared results 
to previous tests or results 
were similar to previous 
tests.

The organization tested 
activation procedures and 
implemented 
improvement action 
planning. Testing 
demonstrated an 
improvement compared to 
previous tests.

2.28 Has the organization 
conducted testing of the 
interoperable and 
available communications 
capabilities that support 
identified essential 
functions?

No effort or recognition of 
need for testing 
communication 
capabilities.

The organization initiated 
efforts to begin testing, 
but testing has yet to 
occur.

The organization tested 
communications 
procedures with internal 
partners. The organization 
has not tested with 
external partners and has 
not implemented 
improvement action 
planning.

The organization tested 
communications 
capabilities with internal 
and external partners and 
implemented 
improvement action 
planning.  The 
organization has not 
compared results to 
previous tests or results 
were similar to previous 
tests.

The organization tested 
communications 
capabilities with internal 
and external partners and 
implemented 
improvement action 
planning. Testing 
demonstrated an 
improvement compared to 
previous tests.

2.29 Has the organization 
conducted testing of 
critical systems and 
equipment and strategies 
to meet associated 
recovery time objectives?

No effort nor recognition 
of need for testing  of 
recovery time objectives 
for critical systems and 
equipment.

The organization initiated 
efforts to begin testing, 
but testing has yet to 
occur.

The organization tested 
recovery time objectives 
for critical systems and 
equipment, but has not 
implemented 
improvement action 
planning.

The organization tested 
recovery time objectives 
for critical systems and 
equipment and 
implemented 
improvement action 
planning.  The 
organization has not 
compared the results to 
previous tests or results 
were similar to previous 
tests.

The organization tested 
recovery time objectives 
for critical systems and 
equipment and 
implemented 
improvement action 
planning.  Testing 
demonstrated an 
improvement compared to 
previous tests.
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2.30 Has the organization 
regularly conducted 
organization-wide 
continuity exercises that 
include exercising of 
mitigation options that 
support the continuance 
of essential functions?

No effort nor recognition 
of need for conducting 
continuity exercise 
activities within the 
organization.

The organization initiated 
planning for a continuity 
exercise, but has not 
conducted a formal 
exercise.

The organization 
conducted an exercise to 
test the comprehensive 
continuity plan.  The 
exercise was limited 
scope with limited 
participation. 

The organization, 
including senior 
leadership, exercised the 
continuity plan via tabletop 
exercises.  The 
organization incorporated 
all or parts of the plan into 
organization-wide 
exercises and 
implemented 
improvement action 
planning.

The organization, 
including senior 
leadership, exercised the 
comprehensive continuity 
plan via functional or full 
scale exercises. The 
organization incorporated 
all or parts of the plan into 
organization-wide 
exercises and 
implemented 
improvement action 
planning.

2.31 Has the organization 
conducted exercises of 
the reconstitution plan or 
procedures to exercise 
recovery from the effects 
of an emergency and 
transitioning back to 
normal operations after a 
continuity activation?

No effort nor recognition 
of need for conducting 
reconstitution exercise 
activities within the 
organization.

The organization initiated 
planning for a 
reconstitution exercise, 
but has not conducted a 
formal exercise.

Exercises to test the the 
reconstitution plan and 
procedures have been 
conducted in limited 
scope with limited 
participation. 
Reconstitution is not 
included in organization-
wide exercises, including 
exercises of the continuity 
plan.

The organization, 
including senior 
leadership, exercises the 
reconstitution plan via 
tabletop exercises.  All or 
parts of the reconstitution 
plan are incorporated into 
organization-wide 
exercises. Improvement 
action planning is being 
implemented.

The organization, 
including senior 
leadership, exercises the 
reconstitution plan via 
functional or full scale 
exercises.  All or parts of 
the plan are incorporated 
into organization-wide 
exercises.  Improvement 
action planning is being 
implemented.

2.32 Has the organization 
exercised with internal 
and external partners to 
coordinate continuity 
plans and programs?

No effort nor system 
underway nor recognition 
of need to synchronize or 
coordinate continuity 
exercise programs with 
other inter- and intra-
organizational continuity 
programs.

The organization initiated 
exercise coordination with 
internal and external 
partners, but has not 
conducted coordinated 
exercises.

The organization drafted 
plans to conduct 
exercises on the 
synchronization of inter- 
and intra-organizations 
continuity plans and 
programs, but has not 
conducted coordinated 
exercises.

The organization 
conducted exercises on 
the synchronization either 
inter- or intra-
organizations continuity 
plans and programs, but 
partners or integration 
points were not 
comprehensive.

The organization 
exercised the 
synchronization of other 
inter- and intra-
organizational continuity 
plans and programs with 
the organization's 
continuity plan and 
program and participated 
in associated 
improvement action 
planning to improve 
partner coordination.

Comments:
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3.1 Has the organization 
developed a multi-year 
strategic plan to provide 
for the development, 
maintenance, and review 
of the continuity plan and 
program?

No effort or recognition of 
need to conduct multi-
year strategic planning.

The organization initiated 
efforts to conduct multi-
year strategic planning. 

The organization 
conducted strategic 
planning on an ad hoc 
basis, but has not 
developed a formal multi-
year strategic plan.

The organization 
developed a multi-year 
strategic plan, but does 
not review the plan on an 
annual basis over a multi-
year period.

Organization leadership 
approved a formal, multi-
year strategic plan.  The 
organization reviewed the 
plan annually over a multi-
year period to assess 
progress against the goals 
identified within the plan. 

3.3 Has the organization 
established a working 
group that reviews and 
revises the continuity plan 
acccording to a regular, 
formal schedule?

No effort or recognition of 
need to identify a review 
cycle for continuity plans 
and other documents. 

The organization initiated 
efforts to establish a 
review cycle for the 
organization's continuity 
strategy, plan, and 
supporting 
documents/agreements.

The organization reviewed 
the continuity strategy, 
plan, and supporting 
documents on an ad hoc 
basis.

The organization 
established a formal 
schedule and working 
group to review and revise 
the organization's 
continuity strategy, plan, 
and supporting 
documents/agreements.  
The organization reviewed 
the documents within the 
past year, but has not 
reviewed annually over a 
multi-year period.

The organization 
established a formal 
schedule and working 
group to review and revise 
the organization's 
continuity strategy, plan, 
and supporting 
documents/agreements.  
Documents were reviewed 
on at least an annual 
basis over a multi-year 
period.

3.5 Has the organization 
reviewed and updated, as 
needed, its risk 
assessments?

No effort or recognition of 
need for conducting risk 
assessments.

The organization 
conducted a risk 
assessment, but has not 
reviewed the assessment.

The organization 
conducted a risk 
assessment and reviewed 
the assessment on an ad 
hoc basis or less 
frequently than biennially.

The organization 
conducted a risk 
assessment and reviewed 
and updated, as 
necessary, the 
assessment within the 
past two years.  The 
organization has not 
conducted a biennial 
review over a multi-year 
period. 

The organization 
conducted a risk 
assessment and reviewed 
and updated, as 
necessary, the 
assessment on a biennial 
basis over a multi-year 
period.

Maintaining an Organizational Continuity Capability
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CONTINUITY ASSESSMENT TOOL

Continuity Capability 
Objective 0 1 2 3 4 5 6 7 8 9 10 Score

3.7 Has the organization 
reviewed and updated, as 
needed, its orders of 
succession and 
delegations of authority?

No effort or recognition of 
need for developing 
orders of succession and 
delegations of authority.

The organization 
completed orders of 
succession and 
delegations of authority, 
but has not reviewed the 
documents.

The organization reviewed 
orders of succession and 
delegations of authority on 
an ad hoc basis, reviewed 
less frequently than 
annually, or has not 
reviewed all documents.

The organization reviewed 
and updated orders of 
succession and 
delegations of authority 
within the past year. The 
organization has not 
conducted an annual 
review over a multi-year 
period. 

The organization reviewed 
and updated orders of 
succession and 
delegations of authority on 
an annual basis over a 
multi-year period. 

3.8 Has the organization 
reviewed and updated 
essential records and the 
essential records 
inventory, including 
emergency operating 
records and legal and 
financial rights records?

No effort or recognition of 
need for identifying the 
essential records and 
developing an inventory.

The organization identified 
essential records and 
completed an inventory. 
The organization has not 
reviewed the currency of 
records or the inventory.

The organization reviewed 
essential records and the 
essential records 
inventory on an ad hoc 
basis, reviewed less 
frequently than annually, 
or have not reviewed all 
documents.

The organization reviewed 
and updated essential 
records and the inventory 
within the past year. The 
organization has not 
conducted an annual 
review over a multi-year 
period. 

The organization reviewed 
and updated essential 
records and the essential 
records inventory on an 
annual basis over a multi-
year period. 

3.11 Has the organization 
regularly updated 
appropriate point-of-
contact rosters of 
continuity personnel?

No effort or recognition of 
need for developing 
contact rosters.

The organization 
completed a contact 
roster, but has not 
reviewed or updated the 
roster within the past three 
months.

The organization reviewed 
and updated the contact 
roster within the past three 
months, but the 
organization conducted 
reviews on an ad hoc 
basis.

The organization reviewed 
and updated the contact 
roster on at least a 
quarterly basis over a 
multi-year period. 

The organization reviewed 
and updated the contact 
roster on at least a 
monthly basis over a multi-
year period. 

3.12 Has the organization 
designated a budget 
specific to the continuity 
program to support 
resource acquisition and 
continuity planning?

No effort nor recognition 
of need to budget for or 
acquire resources to 
support the continuity 
program and activation of 
the continuity plan.

The organization initiated 
development budget and 
resource requirements for 
the continuity program.

The organization drafted 
budget and resource 
requirements for the 
program, but funding and 
resources were not 
available or were limited. 
The organization has not 
updated the budget on an 
annual basis or has not 
sustained annual updates 
over a multi-year period.

The organization fully 
budgeted and provided 
resources for the 
continuity program (only 
minor gaps exist); the 
organization updated the 
budget at least annually 
over a multi-year period.

The organization fully 
budgeted for the continuity 
program and provided 
necessary resources (only 
minor gaps exist); the 
organization updated the 
budget at least annually 
over a multi-year period. 
The organization included 
the continuity budget 
within organizational 
budget strategic planning 
efforts and documents.
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CONTINUITY ASSESSMENT TOOL

Continuity Capability 
Objective 0 1 2 3 4 5 6 7 8 9 10 Score

3.13 Has the organization's 
continuity program 
identified how it will fund 
operations and acquire 
necessary resources to 
support the 
implementation of the 
continuity plan during a 
continuity event?

No effort or recognition of 
need to identify resources 
to support the 
implementation of the 
continuity plan. 

The organization has 
initiated efforts to identify 
resource and funding 
requirements for the 
implementation of the  
continuity plan.

The organization identified 
resource and funding 
requirements for the 
implementation of the 
continuity plan, but 
resources and funding 
was limited or not 
available.

The organization identified 
all resources required to 
fund operations and 
incorporated these 
requirements into the 
continuity budget.  
Funding execution was 
dependent upon activation 
of the continuity plan.

The organization identified 
and acquired all resources 
required to fund 
operations and support 
the implementation of the 
continuity plan, 
incorporated these 
requirements into the 
continuity budget, and 
funded the requirements.

3.14 Has the organization 
regularly trained continuity 
personnel on continuity 
plans and strategies?

No effort nor recognition 
of need to conduct 
training for continuity 
personnel on a regular 
basis.

The organization trained 
primary and alternate 
continuity personnel, to 
include leadership and/or 
elected officials. The 
organization has not 
conducted training within 
the past year.

The organization 
conducted some training 
of primary and alternate 
continuity personnel, to 
include leadership and/or 
elected officials within the 
past year.  The 
organization has not 
conducted the training on 
an annual basis over a 
multi-year period.

Most primary and 
alternate continuity 
personnel, to include 
leadership and/or elected 
officials, received up-to-
date training within the 
past year and annually 
over a multi-year period.

All primary and alternate 
continuity personnel, to 
include leadership and/or 
elected officials, received 
up-to-date training within 
the past year and annually 
over a multi-year period.

3.15 Have continuity personnel 
participated in regular 
continuity training 
activities with other 
continuity programs (both 
internally and externally) 
on a regular basis?

No effort or system 
underway nor recognition 
of need to synchronize or 
coordinate continuity 
training programs with 
other inter- and intra-
organizational continuity 
programs.

The organization trained 
with and on other inter- 
and intra-organizational 
continuity plans and 
programs was previously 
conducted, but has not 
conducted training within 
the past year.

The organization 
conducted some training 
with and on other 
organizational continuity 
plans and programs within 
the past year. The 
organization has not 
conducted the training on 
an annual basis over a 
multi-year period and the 
training was not inclusive 
of all internal and external 
partners.

The organization 
participated in some 
training with and on both 
inter- and intra-
organizational continuity 
plans and programs within 
the past year. The 
organization has not 
provided the training on 
an annual basis over a 
multi-year period.

Continuity personnel 
participated in regular 
training with and on other 
inter- and intra-
organizational continuity 
plans and programs within 
the past year and annually 
over a multi-year period.
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Continuity Capability 
Objective 0 1 2 3 4 5 6 7 8 9 10 Score

3.16 Has the organization 
conducted regular testing 
of alert and notification 
procedures?

No effort or recognition of 
need for testing of alert 
and notification 
procedures.

The organization 
previously conducted 
testing. The organization 
has not conducted testing 
within the past year.

The organization 
conducted stand-alone 
testing of alert and 
notification procedures 
within the past year.  The 
organization has not 
conducted a test on an 
annual basis over a multi-
year period.

The organization 
conducted stand-alone 
testing of alert and 
notification procedures 
within the past year.  
Testing occurred at at 
least annually over a multi-
year period.

The organization tested 
alert and notification 
procedures within the past 
year by incorporating the 
test into an organization-
wide exercise. Testing 
occurred at at least 
annually over a multi-year 
period.

3.17 Has the organization 
conducted regular testing 
of activation procedures?

No effort or recognition of 
need for testing of 
activation procedures.

The organization 
previously conducted 
testing. Testing has not 
occurred within the past 
year.

The organization 
conducted stand-alone 
testing of activation 
procedures within the past 
year.  The organization 
has not conducted a test 
on an annual basis over a 
multi-year period.

The organization 
conducted stand-alone 
testing of activation 
procedures within the past 
year. Testing occurred at 
at least annually over a 
multi-year period.

The organization tested 
activation procedures 
within the past year by 
incorporating the test into 
an organization-wide 
exercise.  Testing 
occurred at at least 
annually over a multi-year 
period.

3.19 Has the organization 
conducted regular testing 
of the interoperable and 
available communications 
capabilities that support 
identified essential 
functions?

No effort or recognition of 
need for testing 
communication 
capabilities.

The organization 
previously conducted 
testing with internal or 
external partners. The 
organization has not 
conducted testing within 
the past year.

The organization 
conducted stand-alone 
testing of communications 
systems with internal and 
external partners within 
the past year.  The 
organization has 
conducted a test on an 
annual basis over a multi-
year period.

The organization 
conducted stand-alone 
testing of communications 
systems with internal and 
external partners within 
the past year. Testing 
occurred at at least 
annually over a multi-year 
period.

The organization tested 
communications systems 
with internal and external 
partners within the past 
year by incorporating the 
test into an organization-
wide exercise. Testing 
occurred at at least 
annually over a multi-year 
period.

3.20 Has the organization 
conducted regular testing 
of critical systems and 
equipment and strategies 
to meet associated 
recovery time objectives?

No effort or recognition of 
need for testing of 
recovery time objectives 
for critical systems and 
equipment.

The organization 
previously conducted 
testing. The organization 
has not conducted testing 
within the past year.

The organization has 
conducted stand-alone 
testing of recovery time 
objectives for critical 
systems and equipment  
within the past year. The 
organization has not 
conducted a test on an 
annual basis over a multi-
year period.

The organization 
conducted stand-alone 
testing of recovery time 
objectives for critical 
systems and equipment 
within the past year. 
Testing occurred at at 
least annually over a multi-
year period.

The organization tested 
recovery time objectives 
for critical systems and 
equipment within the past 
year by incorporating the 
test into an organization-
wide exercise.  Testing 
occurs at at least annually 
over a multi-year period.
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Continuity Capability 
Objective 0 1 2 3 4 5 6 7 8 9 10 Score

3.21 Has the organization 
regularly conducted 
organization-wide 
continuity exercises?

No effort or recognition of 
need for conducting 
continuity exercise 
activities within the 
organization.

The organization 
previously conducted 
organization-wide 
continuity exercises. The 
organization has not 
conducted an exercise 
within the past year.

The organization 
conducted an organization-
wide continuity exercise 
within the past year. The 
organization has not 
conducted an exercise on 
an annual basis over a 
multi-year period.

The organization, 
including senior 
leadership, exercised  the 
comprehensive continuity 
plan in a tabletop exercise 
within the past year and 
annually over a multi-year 
period.

The organization, 
including senior 
leadership, exercised  the 
comprehensive continuity 
plan in a functional or full-
scale exercise within the 
past year and annually 
over a multi-year period.

3.23 Has the organization 
conducted exercises of 
the reconstition plan or 
procedures to exercise 
recovery from the effects 
of an emergency and 
transitioning back to 
normal operations after a 
continuity activation?

No effort or recognition of 
need for conducting 
reconstitution exercise 
activities within the 
organization.

The organization 
previously conducted a 
reconstitution exercise.  
The organization has not 
conducted an exercise 
within the past two years.

The organization 
conducted a reconstitution 
exercise within the past 
two years. The 
organization has 
conducted an exercise on 
a biennial basis over a 
multi-year period.

The organization, 
including senior 
leadership, exercised the 
reconsitution plan in a 
tabletop exercise within 
the two past years and 
biennially over a multi-
year period.

The organization, 
including senior 
leadership, exercised the 
reconstitution plan in a 
functional or full-scale 
exercise within the past 
two years and biennially 
over a multi-year period.

3.24 Has the organization 
regularly exercised with 
internal and external 
partners to coordinate 
continuity plans and 
programs?

No effort or system 
underway nor recognition 
of need to synchronize or 
coordinate continuity 
exercise programs with 
other inter- and intra-
organizational continuity 
programs.

The organization 
conducted previous 
exercises with and on 
other inter- and intra-
organizational continuity 
plans and programs, but 
has not conducted an 
exercise within the past 
year.

The organization 
conducted exercises with 
and on other inter- and 
intra-organizational 
continuity plans and 
programs within the past 
year. The organization 
has not conducted an 
exercise on an annual 
basis over a multi-year 
period.

The organization 
exercised the 
synchronization of other 
inter- and intra-
organizational continuity 
plans and programs in a 
tabletop exercise within 
the past year and has 
exercised annually over a 
multi-year period.

The organization 
exercised the 
synchronization of other 
inter- and intra-
organizational continuity 
plans and programs in a 
functional or full-scale 
exercise within the past 
year and has exercised 
annually over a multi-year 
period.

Comments:
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Step 1: Identify Organizational Functions
In this step, an organization identifies and lists all major organizational functions that support performance of the 
organization’s mission. As part of this step, an organization may review and validate existing lists of organizational functions, as 
appropriate.

The list of organizational functions should include:

1. A description of each function in basic terms.

2. The requirement to perform each function, listing the applicable statute, regulation, presidential directive, or other  
legal authority. 

3. The products or services delivered or actions each function accomplishes.

Examples of organizational function descriptions are listed below: 

1. Protect critical infrastructure.

2. Maintain and ensure operational capability of organizational computer systems.

3. Provide medical services to veterans.

4. Manage facilities.

5. Lead emergency response efforts during disasters and emergencies.

Organizations may use Annex A, Organizational Functions Worksheet, for documenting the information collected during Step 1. 

Step 2: Review or Identify Organizational EFs
After identifying and listing all major organizational functions that support the performance of its mission, organizations 
should review each identified function and determine which functions are potential new EFs or updates to existing EFs. 
Organizations should consider several factors when identifying EFs: 

1. Concurrently review existing EFs and make necessary updates or validate information, as appropriate. 

2. Review functions performed both at headquarters and other locations where the organization’s mission is executed.

Organizations should assess EF priorities to more effectively plan for the required resources and capabilities to perform the 
EF(s) under all conditions. 

EFs versus Non-EFs
When reviewing the list of organizational functions, an organization should first identify whether a function is essential or 
non-essential. The distinction between these two categories is whether or not an organization must perform a function during 
a disruption to normal operations and must continue performance during emergencies. EFs are both important and urgent. 
Functions that can be deferred until after an emergency are identified as non-essential. 

4
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III. Business Process Analysis
Each organization should look at the BPA process from the point of view of both the strategic, or big picture, and the 
tactical, or operational, details. Performing a BPA is not a minor undertaking and organizations should approach the process 
systematically and with a focus on clearly describing the details regarding how each EF is performed during normal operations 
so that guidelines for performing the EF during a continuity event can be developed.

The BPA is a nine-step process as identified in Figure 6: Nine Step BPA Process.

Use the Business Process Analysis Data Sheet Template (Annex B) to aid in documenting the BPA.

Step 1: Identify EF Output
What products, services, and information results from the performance of the EF?

Step 2: Identify Input Requirements
What products, information, and equipment are required to perform the EF?

Step 3: Identify Dependencies and Interdependencies
Who are the internal/external organizations that support EF performance, and what information, supplies, equipment, or products do they provide?

Step 4: Identify Leadership Who Perform the EF
Who in the organization’s leadership is required to perform the EF?

Step 5: Identify Staff Who Perform and Support the EF
What staff in the organization is required to directly support or perform the EF?

Step 6: Identify Communications and IT Requirements
What communications and IT software and equipment are required to support EF performance?

Step 7: Identify Alternate Location Requirements
What are the facility requirements for performing the EF (e.g. facility type, square footage, infrastructure required)?

Step 8: Identify Resources and Budgeting Requirements
What supplies, services, capabilities (not already addressed) are required to perform the EF? What are the funding sources?

Step 9: Describe the Process Flow
From start to finish, how is the EF performed?

Figure 6: Nine Step BPA Process
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Business Process Analysis Data Sheet: Instructions

Business Process Analysis Data Sheet

EF Statement and Description: A concise statement of what your EF is and a description. What does it do? This is not a complete process 
flow, as that will come later.

EF Outputs (Step 1): Identify products, services, and information (i.e., deliverables or outputs) that result from performance of the EF. An 
organization also identifies the partners and stakeholders that receive the outputs. The description should include appropriate metrics that 
identify specific performance measures and standards, as the EF output timeframes will inform the BIA. 

EF Inputs (Step 2): Identify products, services, information, supplies, equipment, and other resources (i.e., inputs) required to perform the EF 
and deliver the EF outputs, which may be internal to the organization or depend on external partners. Organizations should identify what input 
is required, from whom, and when, as the input may be required at the beginning of EF performance or as the functional process proceeds. The 
input descriptions should include delivery time requirements, which will inform the BIA. 

Dependencies and Interdependencies (Step 3): Identify dependencies and interdependencies with partners and stakeholders required 
to perform the EF, to include other government organizations, critical infrastructure owners and operators, non-governmental organizations, 
private sector organizations, and others as appropriate. The description should include information on the ability and expectations of dependent 
organizations to provide required inputs during a disruption to normal operations. 

Leadership (Step 4): Identify organizational leadership required to make decisions and perform other key actions necessary to perform the EF. 
The description should include the location of appropriate senior leadership, specifically if their action can be performed remotely or they are 
needed at a certain facility, as well as communication requirements to support EF performance.

Staff (Step 5): Identify staff required to perform the EF. The description should include appropriate knowledge, skills, abilities, expertise, 
experience, certifications, licenses, clearances or permissions needed, and the number of staff required to perform the EF. 

Communications and Information Systems (Step 6): Identify communications and information systems required to perform the 
organization’s EFs. The description should include specific capabilities or data needed, classification requirements, and any other unique 
requirements. The description should also include information on system dependencies and interfaces with other systems or data sources.   

Alternate Location Requirements (Step 7): Identify facility requirements needed to perform the organization’s EFs. The description should 
include space, configuration, security, safety, support services (e.g., lodging, food services, medical support), and storage requirements 
appropriate for the organization’s operations. 

Resources and Budgeting (Step 8): Identify resource and budget requirements to perform the EFs for whatever time period is required by 
the organization’s governing directives, authorities, etc. following a continuity activation or until normal operations are resumed. Resources 
not yet captured in the BPA process may include standard operating procedures, essential records, and reference materials required for EF 
performance. The description should include and account for funding requirements for all identified resources needed to perform the EF and 
any supporting activities. 

Process Details (Step 9): Develop a narrative description that captures all information gathered during Steps 1-8 and describes the process 
of performing the EF. The organization will develop appropriate diagrams or other informational aids to support the narrative description. 
Documenting the process will not only describe how the EF is accomplished, but will also validate the information compiled and limit omission 
of any details. 

Other Comments: Organizations can add any other details not previously captured. 
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BIA-Risk Mitigation Process

Step 1: Identify potential threats and hazards
Identify potential threats and hazards that are most likely to impact performance of each EF (threats and hazards should be 
listed in priority order). Threats and hazards may be natural, technological, human caused, or process-oriented. There are many 
common threats and hazards that should be considered. Figure 9 lists a selection of potential hazards. 

9

Step 1: Identify Potential Threats and Hazards
What threats and hazards are most likely to disrupt EF performance?

Step 2: Describe How the Threat or Hazard Can Impact the Essential Function
What characteristics of the threat or hazard can disrupt the performance of the EF?

Step 3: Identify and Assess Risk Mitigation Strategies and Options
Review BIA results with leadership and identify and assess risk mitigation strategies and options.

Step 4: Develop and Incorporate Risk Mitigation Strategies Into Continuity Plan
Develop mitigation approaches and incorporate into continuity or implementation plan.

Step 5: Assess Risk Mitigation Effectiveness
Develop and present draft essential functions for leadership review and concurrence.
Output: Leadership concurrence on draft essential functions.

Business Impact Analysis

Risk Mitigation

Figure 8: BIA/Risk Management Process

NATURAL TECHNOLOGICAL HUMAN-CAUSED PROCESS ORIENTED

•	 Avalanche
•	 Drought
•	 Earthquake
•	 Epidemic
•	 Flood
•	 Hurricane/Typhoon
•	 Space Weather
•	 Tornado
•	 Tsunami
•	 Volcanic Eruption
•	 Winter Storm

•	 IT System Crash
•	 Dam Failure
•	 Hazardous Materials Release
•	 Industrial Accident
•	 Levee Failure
•	 Mine Accident
•	 Pipeline Explosion
•	 Train Derailment
•	 Transportation Accident
•	 Utility Disruption

•	 Active Shooter
•	 Armed Assault
•	 Biological/Chemical Release
•	 Cyber Attack
•	 Explosives
•	 Radiological Attack/Release
•	 Internal Threats

•	 Inadequate Critical Supply
•	 Supply Chain Failure
•	 Single Points of Failure

Figure 9: Potential Threats and Hazards
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In addition to evaluating direct threats and hazards, it is important to assess what threats or hazards might impact critical 
partners or pieces of a supply chain. For example, an ice storm or blizzard is unlikely to occur in Hawaii; however, if the 
delivery of critical supplies from Denver is required to perform the EF, do not discount the effect of an ice storm or blizzard. 

Step 2: Describe How the Threat or Hazard Can Impact the EF
In this step, organizations should specify associated characteristics, assumptions, and effects for each threat or hazard identified 
and describe the potential impact or consequences if the threat or hazard occurs (consider the worst case) and prevents or 
delays the performance of the EF. Organizations should answer the following questions:

•	 What	is	the	vulnerability	of	the	EF	to	each	threat	or	hazard	identified	in	Step	1?	

•	 What	would	be	the	impact	if	the	EF’s	performance	is	disrupted?	

•	 What	is	the	timeframe	for	unacceptable	loss	of	functions	and	critical	assets?

For example, if a hurricane has been identified as a hazard, it is important to identify that it is a Category 3 or higher 
hurricane, lasting two days or more, resulting in flooding, power outages, closed roads, etc. This information can be based on 
historical patterns (typical duration) and general predictions of the effect on the community, as well as likely effects on the 
organization. Alternatively, for low frequency events which local historical data is not readily available (e.g. truck bomb), make 
general assumptions about the likely characteristics and effects of the event.

For each EF, it is important to consider acceptable versus unacceptable downtime. For example, a 12-hour delay in beginning 
to process disaster claims may be acceptable, whereas a 12-hour delay in initiating search and rescue services may not. When 
evaluating impact, consider whether another organization may be able to perform the EF if your organization cannot. 

Step 3: Identify and Assess Risk Mitigation Strategies and Options 
Each organization should review the BIA results with leadership to determine if risk mitigation is necessary and evaluate 
mitigating strategies. There may be more than one option developed to reduce a single vulnerability. For example, if telework is 
chosen as a primary mitigation strategy, there may be disruptions (such as power or communications outages) where telework 
will not work. An alternate facility a safe distance from the area impacted may be a viable strategy to continue an EF in that 
circumstance.

Mitigation strategies might include the following:

1. Additional backup systems and personnel

2. Enhanced continuity planning (such as devolution plans or mutual aid agreements)

3. Additional telework flexibility

4. Additional suppliers

5. Additional facilities

6. Resilient communications and infrastructure (i.e. generator power)

When developing mitigation strategies, avoid situations that may introduce new vulnerabilities. For example, it may not be 
prudent to move the performance of an EF from a facility in a flood zone to a facility that is next to a chemical processing plant. 
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Step 4: Develop and Incorporate Risk Mitigation Strategies Into  
Continuity Plan
Risk Mitigation strategies should be developed and incorporated into the organization’s continuity plan.  

Step 5: Assess Mitigation Effectiveness
Organizations should use tests, training, and exercises (TT&E) to assess the implementation and effectiveness of the continuity 
plan and mitigation strategies. Refer to the Continuity Guidance Circular (CGC) for additional information on TT&E.2 

BIA/Risk Mitigation Worksheet Template with Examples

BIA/RISK MITIGATION WORKSHEET:  THREAT AND HAZARD ANALYSIS

EF Number and Statement:

Step 1 Step 2 Step 3

Entry #
Threat or 
Hazard

Threat or Hazard Characteristics  
and Potential Impacts

Mitigation Strategy

1 Input Threat 
or Hazard

Input the threat or hazard characteristics 
and likely effects on the organization 
or region. It is important to provide 
sufficient data to help characterize the 
likelihood of occurrence and evaluate 
the EF vulnerability and impact. If a lot 
of data is available, consider attaching a 
separate sheet.

2
Severe Winter 
Storm

24 or more hours of active severe  
winter weather including 12” + of snow; 
power lines down; impassable roads; 
facilities closed.

•	 Relocate to an alternate location before 
storm hits.

•	 Memoranda of agreement with a 
partner organization.

3 Cyber Attack

Computer network breach – malware 
discovered that restricts access to 
information stored on office’s server. All 
mapped network drives infected.

•	 Purchase redundant server at the 
alternate facility.

•	 Devolve operations to another location.

Figure 10: BIA/Risk Mitigation Worksheet

2 Continuity Guidance Circular (CGC); FEMA NCP; February 2018.

https://www.fema.gov/media-library-data/1520878493235-1b9685b2d01d811abfd23da960d45e4f/ContinuityGuidanceCircularMarch2018.pdf

11
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Function
Requirement to  

Perform Function
Products or  

Services of Function
Essential 

(X)

Non-
Essential 

(X)

Essential 
Function 

(X)

Essential 
Supporting 
Activity (X)

Annex A: Organizational Functions Worksheet

3  The forms found in Annexes A-C can be found on the Continuity Resource Toolkit site at: https://www.fema.gov/continuity-resource-toolkit. 
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Annex B: Business Process Analysis Data Sheet Template

Business Process Analysis Data Sheet

EF Statement and Description: 

EF Outputs (Step 1): 

EF Inputs (Step 2): 

Dependencies and Interdependencies (Step 3): 

Leadership (Step 4): 

Staff (Step 5): 

Communications and Information Systems (Step 6):   

Alternate Location Requirements (Step 7): 

Resources and Budgeting (Step 8): 

Process Details (Step 9): 

Other Comments: 

B-1
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BIA/RISK MITIGATION WORKSHEET:  THREAT AND HAZARD ANALYSIS

EF Number and Statement:

Step 1 Step 2 Step 3

Entry #
Threat or 
Hazard

Threat or Hazard Characteristics  
and Potential Impacts

Mitigation Strategy

1

2

3

4

5

6

Annex C: Business Impact Analysis and Risk 
Management Worksheet

C-1
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Mission Essential Functions Worksheet 

 

 

Repeat this table for each EF. 

Essential Function Recovery Time Objective Responsible Personnel 

[Insert organizational 
essential function here] 

[List max time to resume 
function.] 

[List staff and managers responsible 
for essential function.].  

Resources: [Insert required equipment, supplies, records, etc.] 

Work location and space requirements: [Insert continuity facility or 
telework location, IT, and communications access needs.] 

Supporting Activities: [Insert essential supporting activities.] 

Interdependencies: [Insert other entities who provide required work or 
resources. Include mutual aid agreements where applicable.] 

Expected Costs: [Insert the costs associated with the implementation of 
the essential function.] 
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Go to Ready.gov for more information to help you be prepared! 

Visit FEMA.gov where you 
can input your location to 
get information about 
disasters in your area.  

Visit Ready.gov to know 
how to prepare for disasters 
and what to do during an 
emergency. 

Download the FEMA 
mobile App to receive real-
time weather and 
emergency alerts, locate 
shelters, send notifications 
to loved ones and more.

KNOW YOUR RISK
Prepare for the risks 

where you live. 

How well you and your family prepare for a disaster 
before it happens impacts how quickly you recover. 

MAKE A PLAN
Prepare yourself and your 

family before disaster strikes.

TAKE ACTION
Be ready to respond to and 

recover from a disaster.

Consider the specific 
needs of your household 
like medical needs or 
items for your pets.

Practice your family’s 
plan.

Visit Ready.gov/plan and 
use our template to create 
a Family Emergency Plan 
you can email to yourself. 

PREPARING 
MAKES
SENSE

Gather supplies that fit 
your family’s needs.

Secure important 
documents.

Understand your insurance 
coverage.

Participate in community 
disaster preparedness 
events.

ready.gov/plan
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 Water

 Non-perishable food

 Cash

 Battery-powered or hand crank radio

 Flashlight and extra batteries

 Non-electric can opener

 First aid kit

 Whistle

 Prescription medications

 Personal hygiene items

 Dust mask to help filter contaminated air

 Moist wipes, garbage bags and plastic ties

 Wrench or pliers to turn off utilities

LEARN MORE AND GET INVOLVED

BUILD A KIT
Get emergency supplies together before a disaster 
happens. During a disaster, you and your family will 
need specific items, including cash and supplies. 
Your emergency kit will be unique to you. Consider 
items your family may need such as medications 
and infant supplies, and remember to pack for 
your pet!  

www.ready.gov/kit

Everyone Has a Role As you prepare, adjust your plans and emergency supply kits 
to your own daily living needs and concerns. 

Learn how to take action in 
emergency situations and provide 
lifesaving care before professional 
assistance arrives through You Are 
the Help Until Help Arrives.

Visit FEMA.gov/cert to find a 
Community Emergency 
Response Team program, and 
train to help your community 
respond and prepare for 
disasters.

Take a CPR and first aid class 
offered by a local community 
organization, so that you know 
what to do if a family member, 
neighbor or co-worker is hurt. 

Go to Ready.gov for more information to help you be prepared! 

Your basic kit should include enough items to last for several days:
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Make a Plan Save for a 
Rainy Day 

Plan with 
Neighbors 

Document and 
Insure Property

Safeguard 
Documents 

Sign up 
for Alerts 

and Warnings 

Test Family 
Communication 

Plan 

EXIT

Practice 
Emergency 

Drills 

Get Involved in 
Your Community 

Assemble or 
Update 

Supplies 

Know 
Evacuation 

Routes 

Make Your 
Home 
Safer 

12 WAYS TO PREPARE 
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TAKE ACTION 
AND 

PREPARE 
There are many ways to take action and prepare before a disaster occurs. 

The actions on this card include some of the most important ways to help 

yourself, your family, and your community increase your preparedness. 

Simple actions at home and in your neighborhood can make a big difference!

@Readygov 
Twitter.com/readygov 

@Readygov 
Facebook.com/readygov 

Fema.gov/mobile-app 

Ready.gov/prepare Catalog No. 1872-3 

April 2018 
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Be Red Cross Ready

 

 

 

Preparedness Essentials
Preparedness Checklist

Disasters disrupt our lives. Some disasters, like floods and home fires, can occur 
anywhere. Other disasters, like wildfires and hurricanes, are more common in 
certain areas. Climate change is causing more frequent and extreme weather 
events. This increases our risk of death, injury, property loss and disruption. But 
we can take action to prepare. Prepare now to protect yourself, your loved ones 
and your home.

Be Prepared
Being prepared means that you:

•Know what hazards, like tornadoes
or floods, are likely to happen in your
community.

•Have plans in place so that you and your
loved ones know how to respond.

• Have a way to monitor emergency
conditions in your area.

• Have emergency skills, such as CPR
and first aid.

• Have emergency supplies, like food,
water and medicine, so that you can
meet your basic needs.

Understand Your Risks
Some hazards, such as floods and home
fires, can happen anywhere. Others,
including earthquakes and hurricanes,
are more common in certain areas.
Reach out to your state or local office of
emergency management agency to learn
more about your local risks.

Plan to Stay Connected 
In a disaster, it is important to stay 
connected and informed.
•Sign up for free emergency alerts from
your local government.

• Have a backup battery or a way to
charge your cell phone.

Utilities may be offline. Be ready to live
without power, gas and water. Plan for
your needs, including cell phones and
medical equipment. Talk to your doctor.
Plan for backup power.

• Have a battery-powered radio.
• Plan to monitor weather conditions
  near you.

Learn Emergency Skills
Prepare now so that you have critical skills 
and can meet your basic needs.

• Learn first aid and CPR.
• Utilities may be offline. Be ready to live 
  without power, gas and water. Plan for 
  your needs, including cell phones and 
  medical equipment. Talk to your doctor. 
  Plan for backup power.

Gather Emergency Supplies
Gather food, water and medicine. 
Organize supplies into a Go-Kit and a 
Stay-at-Home Kit.

• Go-Kit: at least three days of supplies that 
  you can carry with you. Include backup 
  batteries and chargers for your devices
  (cell phone, CPAP, wheelchair, etc.)
• Stay-at-Home Kit: at least two weeks
  of supplies. Stores and pharmacies might 
  be closed.
• Have a 1-month supply of medication
  in a child-proof container and medical   
  supplies or equipment.
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Preparedness Essentials Checklist

 

Gather Emergency Supplies

• Keep personal, financial and medical
records safe and easy to access (hard 
copies or securely backed up). Consider 
keeping a list of your medications and 
dosages on a small card to carry with you. 

• Customize your kits to meet your    
household’s needs and the season.

Basic supplies include:

- Water: 1 gallon per person, per day
- Food: non-perishable, easy-to-prepare

items
- Can opener
- Medications and medical items
- Flashlight or battery-powered lanterns
- Battery-powered or hand-crank radio

(NOAA Weather Radio, if possible)
- Extra batteries
- First aid kit
- Multi-purpose tool
- Sanitation and personal hygiene items
- Cell phone with chargers
- Family and emergency contact

information
- Extra cash
- Emergency blanket
- Hats, gloves, boots, coats, etc.

(cold weather)
- Sun hats, sunglasses, sunscreen, bug

spray, etc. (warm weather)
- Change of clothes
- Map(s) of the area
- Keep personal, financial and medical

records safe and easy to access (hard
copies or securely backed up).

Make Plans to Stay Safe
Stay or go? Depending on the emergency, 
you may need to stay where you are or 
evacuate to stay safe. 

If you need to go somewhere else, think 
through these questions:

• Where will I go?
• How will I get there?
• Where will I stay?
• What will I bring with me?

Plan to Reconnect With Loved Ones

• If separated, or if the phone or internet is
down, have a plan to communicate with
loved ones.

• Complete a contact card for each
member of your household. Ensure that
they carry it with them.

• Text is best. A text message may go
through when a phone call will not.

• Designate an out-of-town contact who
can help your household reconnect. It
may be easier to reach people outside the 
affected area.

• Agree to meet in a specific place to help
you reconnect with loved ones when it
is safe.
- If you need to leave your home, choose
a specific location nearby.

- If you need to leave your community,
choose a specific location outside
your community.

Plan to Take Care of Yourself

• It’s normal to have bad feelings, stress or
anxiety after a disaster or other emergency.

•Plan to eat healthy food and get enough
sleep to help you deal with stress.

• Know that you can contact the Disaster
Distress Helpline for free if you need to talk
to someone. Call or text 1-800-985-5990.

For more information, visit redcross.org/prepare Download the Emergency App

Copyright © 2021 by the American National Red Cross. Version 1. Published January 1, 2022.
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Emergency 
Supply List

www.ready.gov 

❑

❑

❑

❑

❑

❑

❑

❑

❑

❑

❑

❑

❑

❑

Additional Items to Consider Adding to an Emergency Supply Kit:

Prescription medications and glasses

Infant formula and diapers

Pet food, water and supplies for your pet

Important family documents such as copies of insurance policies, 
identification and bank account records in a portable waterproof container

Cash and change

Emergency reference material such as a first aid book or information
from www.ready.gov

Sleeping bag or warm blanket for each person. Consider additional bedding 
if you live in a cold-weather climate.

Complete change of clothing including a long sleeved shirt, long
pants and sturdy shoes. Consider additional clothing if you live in a
cold-weather climate.

Fire Extinguisher

Matches in a waterproof container

Feminine supplies, personal hygiene items and hand sanitizer

Mess kits, Paper cups, plates and disposable utensils, paper towels

Paper and pencil

Books, games, puzzles or other activities for children
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Recommended Items to Include in 
a Basic Emergency Supply Kit: 

Water and non-perishable food for several days

Extra cell phone battery or charger 

Battery-powered or hand crank radio that can receive 
NOAA Weather Radio tone alerts and extra batteries

Flashlight and extra batteries 

First aid kit 

Whistle to signal for help 

Dust mask, to help filter contaminated air and plastic 
sheeting and duct tape to shelter-in-place 

Moist towelettes, garbage bags and plastic ties for 
personal sanitation 

Non-sparking wrench or pliers to turn off utilities 

Can opener (if kit contains canned food) 

Local maps 

FEMA's Ready Campaign
educates and empowers Americans to take 
some simple steps to prepare for and 
respond to potential emergencies, including 
those from natural hazards and man-made 
disasters. Ready asks individuals to do three 
key things: get an emergency supply kit, 
make a family emergency plan, and be 
informed about the different types of 
emergencies that could occur and 
appropriate responses. Everyone should 
have some basic supplies on hand in order 
to survive several days if an emergency 
occurs. This list of emergency supply kit 
items is only a starting point. It is important 
that individuals review this list and consider 
the unique needs of their family, including 
pets, for items to include. Individuals should 
also consider having at least two emergency 
supply kits, one full kit at home and smaller 
portable kits in their workplace, vehicle or 
other places they spend time. 

Federal Emergency Management Agency 
Washington, DC 20472 

Page 197 of 230



SAFEGUARD
CRITICAL
DOCUMENTS AND
VALUABLES

When disaster strikes, your immediate concern will be your safety and the safety of those you care about. Once the 
immediate danger passes, however, having your financial and medical records and important contact information 
will be crucial to help you start the recovery process quickly. Taking time now to safeguard these critical documents 
will give you peace of mind, ensure you have access to essential medical and prescription information, and help you 
avoid additional stress during the difficult days following a disaster.

In addition, take the time now to think about the priceless personal items you would want to protect from damage 
or take with you if you had to suddenly evacuate your home.  

The first step is to take an inventory of your household documents, contacts, and valuables. The checklist below will get 
you started. Then download the Emergency Financial First Aid Kit (EFFAK) at www.ready.gov/financialpreparedness  
for more complete checklists and guidance on collecting and safeguarding this important information. 

Put a checkmark next to any item that you may need to collect and safeguard. Be sure to include emergency contact  
phone numbers or other contact information with your documentation for questions that may arise following a disaster.

HOUSEHOLD
IDENTIFICATION

Think about the documents you would need to identify yourself 
and your household members, including children and pets, your 
relationships, or status. These may include: 

Vital records (birth, marriage, divorce certificate, adoption, child custody papers) 

Passport, driver’s license, Social Security card, green card, military service 
identification, other

Pet ownership papers, identification tags

FEMA P-1096/July 2018Page 198 of 230
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2

FINANCIAL
AND LEGAL
DOCUMENTATION 

If your home or income is impacted by a disaster, you will need 
documentation to request assistance from insurance providers 
and from government disaster assistance programs.   

Housing: lease or rental agreement, mortgage, home equity line of credit, deed

Vehicle: loan documents, VIN, registration, title

Other Financial Obligations: utility bills, credit cards, student loans, alimony, 
child support, elder care, automatic payments such as gym memberships

Financial Accounts: checking, savings, debit cards, retirement, investment 

Insurance Policies: homeowners, renters, auto, life, flood, appraisals, photos, 
and lists of valuable items

Sources of Income: pay stubs, government benefits, alimony, child support

Tax Statements: Federal/state income tax returns, property tax, vehicle tax

Estate Planning: will, trust, power of attorney

MEDICAL
INFORMATION

Health/dental insurance, Medicare, Medicaid, VA health benefits

List of medications, immunizations, allergies, prescriptions, 
medical equipment and devices, pharmacy information

Living will, medical power of attorney

Caregiver agency contract or service agreement

Disabilities documentation

Contact information for doctors/specialists, dentists, 
pediatricians, veterinarians

EMERGENCY
OR HOTLINE
CONTACT INFORMATION
FOR HOUSEHOLD

Employers/supervisors

Schools

Houses of worship

Social service providers

Homeowners Associations

Home Repair Services: utilities, plumber, roofer, carpenter, electrician

VALUABLES
AND PRICELESS
PERSONAL ITEMS

Priceless personal mementos, family photos, and keepsakes

Possessions with monetary value, including jewelry, art, and collectibles
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PROTECT
YOUR DOCUMENTS
AND VALUABLES

Once you have gathered your financial, legal, and contact 
information, it is essential to safeguard this information.  

Consider storing paper copies of important documents at home in a fireproof 
and waterproof box or safe, in a bank safe deposit box, or with a trusted 
friend or relative. If you are using a safe deposit box, you may want to ask 
your bank or check state laws to confirm who can and cannot access the 
safe deposit box if the lessee dies or is incapacitated. 

Store electronic copies of important documents in a password-protected 
format on a removable flash or external hard drive in your fireproof and 
waterproof box or safe, or consider using a secure cloud-based service. 
Visit www.us-cert.gov/ncas/tips/st04-019 to learn how to use electronic 
encryption to protect sensitive information. 

Think about where you store valuable belongings and ways to better protect 
these items. If you have valuable items stored in a basement, you may want 
to move them to a higher location and put them in waterproof containers to 
avoid water damage. Or you may want to keep small items in a flood/fireproof  
home safe. You may also want to secure items that are displayed on shelves 
or walls if your home may be subject to high winds or earthquakes.

Thank you for doing your part to prepare! Spread the word and encourage others  
to join the movement at www.ready.gov/prepare. 

FEMA P-1096
Catalog No. 17166-4

Assemble or 
Update

Supplies 

Get Involved in
Your Community 

Sign up 
for Alerts

and Warnings 

Plan with
Neighbors

Make a Plan

Make Your 
Home
Safer

Document and
Insure Property

Safeguard
Documents

Know 
Evacuation

Routes 

Practice 
Emergency 

Drills

EXIT

Save for a
Rainy Day

Test Family
Communication

Plan

12 WAYS TO PREPARE
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Prepare Your Pets for Disasters
Your pets are important member of your family! This is why they should be included in your family’s emergency plan. 

To prepare for the unexpected, keep your pets in mind as you follow these tips: 
1. Make a plan.
2. Build an emergency kit.
3. Stay informed.

Make a Plan
If you have a plan in place for you and your pets, you will likely encounter less difficulty, stress and worry when you 
need to make a decision during an emergency. 

THINGS TO INCLUDE IN YOUR PLAN:
■ Know what to do with your pet during an evacuation . Many public shelters and hotels do not allow

pets inside. Know a safe place where you can take your pets before disasters and emergencies happen.

■ Develop a buddy system. Plan with neighbors, friends or relatives to make sure that someone is
available to care for or evacuate your pets if you are unable to do so.

■ Have copies of your pet’s vaccination record, and make sure your pet is microchipped. Keep your address and
phone number up-to-date and include an emergency contact outside of your immediate area.

■ Keep contact information for your local emergency management office or animal control office and shelters on
hand in case you become separated from your pet.

Build a Kit for your Pet
Just as you do with your family’s emergency supply kit, think first about the basics for survival. 

Review your kit regularly to ensure that their contents are fresh.

HERE ARE SOME ITEMS TO INCLUDE IN AN EMERGENCY KIT FOR YOUR PET:

■ Food and Water. Keep several days’ supply of both.

■ Keep food in an airtight, waterproof container, and
have a water bowl to use.
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■ Medicine. Keep an extra supply of the medicine your pet takes on a regular basis in a waterproof container. 

■ First aid kit. Include items appropriate for your pet’s emergency medical needs. 

■ Backup collar with ID tag and a harness or leash. Have copies of your pet’s registration information 
in a waterproof container and available electronically.

■ Traveling bag, crate or sturdy carrier for each pet.

■ Grooming items. Pet shampoo and other items, in case your pet needs some cleaning up.

■ A picture of you and your pet together. If you become separated from your pet, a picture will help you document 
ownership and allow others to assist you in identifying your pet.

■ Sanitation needs. Include pet litter and litter box, trash bags and other items to provide for your pet’s sanitation 
needs.

■ Familiar items. Put favorite toys, treats or bedding in your kit to reduce stress for your pets.

Stay Informed
Stay informed of current conditions and know how you will receive emergency alerts and warnings. 

Download the FEMA app to get weather alerts for up to five different locations anywhere in the United States.

Always bring your pets indoors at the first sign or waring of a storm. For more information about how 
to prepare your pets, visit Ready.gov/pets.
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Commuter
 
Emergency Plan
 

Make sure you have a plan for traveling between work and home, and other commonly visited locations, in case of an 
emergency. Before an emergency happens, list your normal and some alternative routes you can use to get to your 
destinations. Keep a copy of this plan in your wallet or another safe place where you can access it in the event of a disaster. 

Public transportation mode (bus, train, ferry, etc.): 

Mode: Line: StoP: Fare: $ 

Mode: Line: StoP: Fare: $ 

Mode: Line: StoP: Fare: $ 

Mode: Line: StoP: Fare: $ 

totaL Fare: $ 

daily driving directions and alternative routes to and from work or other location: 

daiLy route 

to: 

FroM: 

aLternative route 

to: 

FroM: 

aLternative route 

to: 

FroM: 

other transportation options: 
Phone nuMber noteS 

LocaL taxi coMPany: 

coMMuter raiL: 

LocaL buS Line: 

other: 

other: 

Links to local traffic and transportation information: 
Visit http://www.fhwa.dot.gov/trafficinfo/511.htm to see if your jurisdiction participates in the Department of Transportation’s 
traveler information program. 

noteS 

LocaL Link 1: 

LocaL Link 2: 

LocaL Link 3: 

be informed, Make a Plan,  build a kit, and Get involved. For more information, visit www.ready.gov. 
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If you receive an alert on 
your TV, phone, or radio:

Take the actions listed here.
Follow instructions from local officials.

Follow the instructions in the alert.

Advisory and Statement
Be aware! A hazard is expected to occur in your area 
or nearby, but its impact is not expected to be life-
threatening.

Watch
Be prepared! A hazard may possibly occur in your area 
or nearby.

Warning
Take action! A hazard is expected to occur or is already 
occurring in your area or nearby, and its impact may be 
serious.

“THIS IS A TEST” 
Officials sometimes send test or practice messages. Consider 

using this as a reminder to check your emergency plan and 
supplies. Review the 12 Ways to Prepare for more steps to take.

Some hazards may not have an advisory, watch, or warning. Use the 
12 Ways to Prepare to be ready for hazards that may happen suddenly. 
Visit ready.gov/be-informed to learn more about hazards not included 

in this guide. This is general guidance. Always defer to the alert.
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12 Ways to Prepare Before 
a Disaster Happens:

Sign Up for 
Alerts and 
Warnings

Make a 
Plan

Save for a 
Rainy Day

Practice 
Emergency 

Drills

Test Family 
Communication 

Plan

Safeguard 
Documents

Plan with 
Neighbors

Make Your 
Home Safer

Know 
Evacuation 

Routes

Assemble 
or Update 
Supplies

Get Involved 
in Your 

Community

Document 
and Insure 
Property
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Hurricane

Hurricane Watch
There is a possibility of hurricane 
conditions within the next several days.

Hurricane-force winds are possible 
in the next 48 hours.

If You Get this Alert at Home:

Know your area’s risk and whether you live in 
an evacuation zone.

Follow your emergency plan.

Check supplies, food, and water, and make a 
plan to use these supplies for at least 3 days. 

Protect your property and gather important 
documents.

If You Get this Alert in Your Car:

Turn Around Don’t Drown® Do not drive 
through flood waters.

Do not drive around barricades.

Stay off bridges over fast-moving water. 

Page 206 of 230



A hurricane (called a “typhoon” in the Western Pacific) is 
a storm system that forms over warm ocean waters and 
can cause strong winds, heavy rains, and both coastal and 
inland flooding.

Hurricane Warning
Take action! Hurricane conditions are 
expected within the next several days.

Hurricane-force winds are 
expected in the next 36 hours.

If You Get this Alert at Home:

Evacuate immediately if told to do so.

Follow instructions from local officials.

Follow your emergency plan.

If You Get this Alert in Your Car:

Turn Around Don’t Drown® Do not drive 
through flood waters.

Do not drive around barricades.

Stay off bridges over fast-moving water. 
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Storm Surge

Storm Surge Watch
Be prepared! There is a possibility of 
life-threatening flooding.

A storm surge may occur within 
48 hours.

If You Get this Alert at Home:

Know your risk.

Follow instructions from local officials and 
evacuate immediately if told to do so.

If You Get this Alert in Your Car:

Turn Around Don’t Drown® Do not drive 
through flood waters.

Do not drive around barricades.

Stay off bridges over fast-moving water. 
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Storm surge is a life-threatening flood that comes from 
rising water that moves inland.

Storm Surge Warning
Take action! There is a danger of life-
threatening flooding.

A storm surge may occur within 36 
hours.

If You Get this Alert at Home:

Know your risk.

Follow instructions from local officials and 
evacuate immediately if told to do so.

If You Get this Alert in Your Car:

Turn Around Don’t Drown® Do not drive 
through flood waters.

Do not drive around barricades.

Stay off bridges over fast-moving water. 
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Winter Storm

Winter Storm Watch
Be prepared! There is a possibility of a 
winter storm containing snow, sleet, ice, 
wind, or a combination of these hazards.

A winter storm may occur within 
24 to 72 hours.

If You Get this Alert at Home:

Gather supplies, food, and water, and make a 
plan to use these supplies for at least 3 days. 

Limit your time outside and wear warm 
clothes.

Prepare for power outages and have a plan in 
case you lose heat.

If You Get this Alert in Your Car:

Put an emergency kit in your car.

Stay off the roads.
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A winter storm brings snow, sleet, ice accumulation, wind, 
or a combination of these hazards.

Winter Storm Warning
Take action! A winter storm is occurring or 
is about to occur; expect snow, sleet, ice, 
wind, or a combination of these hazards.

A winter storm will occur within 12 
to 48 hours.

If You Get this Alert at Home:

Check supplies, food, and water, and make a 
plan to use these supplies for at least 3 days. 

Limit your time outside and wear warm 
clothes.

Prepare for power outages and have a plan in 
case you lose heat.

If You Get this Alert in Your Car:

Put an emergency kit in your car.

Stay off the roads.
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Ice Storm

Ice Storm Warning
Take action! Dangerous ice 
accumulation is expected due to 
freezing rain.

An ice storm will occur within 12 
to 48 hours.

If You Get this Alert at Home:

Check supplies, food, and water, and make a 
plan to use these supplies for at least 3 days. 

Limit your time outside and wear warm 
clothes.

Prepare for power outages and have a plan in 
case you lose heat.
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An ice storm occurs when significant ice accumulation 
causes dangerous travel conditions and damage to trees 
and power lines resulting in power outages.

Ice Storm Warning (Cont.)

Please note: 
There is no Ice Storm Watch. Pay attention to Winter Storm 

Watches, which may alert you to ice storm conditions.

If You Get this Alert in Your Car:

Put an emergency kit in your car.

Stay off the roads.
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Flood

Flood Watch
Be prepared! There is a possibility of 
flooding.

Flooding may occur within the 
next 6 to 48 hours.

If You Get this Alert at Home:

Know your risk. Move to higher ground if in a 
flood-prone area.

Evacuate immediately if told to do so.

Protect your property if you have time and are 
staying in place. 
Put important documents in a waterproof 
container.

If You Get this Alert in Your Car:
Turn Around Don’t Drown® Do not drive 
through flood waters.

Avoid flood waters.

Stay off bridges over fast-moving water. 
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Flooding is a temporary overflow of water onto land that is 
normally dry. Flooding may last days or weeks.

Flood Warning
Take action! Flooding is occurring or 
about to occur.

Flooding is occurring or about to 
occur.

If You Get this Alert at Home:

Know your risk. Move to higher ground if in a 
flood-prone area.

Evacuate immediately if told to do so.

Protect your property if you have time and are 
staying in place. 

If You Get this Alert in Your Car:

Turn Around Don’t Drown® Do not drive 
through flood waters.

Avoid flood waters.

Stay off bridges over fast-moving water. 
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Tsunami

Tsunami Watch
Be prepared! A series of dangerous and 
powerful waves and strong currents that 
may cause flooding to occur is possible.

A tsunami may last for several 
hours or days.

If You Get this Alert at Home:

Know your risk.

Know your evacuation route.

Be prepared to take action if necessary.

Move away from coasts to high ground.

If You Get this Alert in Your Car:

Use evacuation routes, which should be safe 
from flooding.
Turn Around Don’t Drown® Do not drive through 
flood waters. Focus on getting to higher ground.
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A tsunami is a series of enormous ocean waves caused by 
earthquakes, underwater landslides, volcanic eruptions, or 
asteroids. Scientists cannot predict when and where the 
next tsunami will happen.

Tsunami Warning
Take action! A series of dangerous and 
powerful waves and strong currents that may 
cause flooding is expected or occurring.

A tsunami may last for several hours 
or days.

If You Get this Alert at Home:

Follow instructions from local officials.

Evacuate immediately if told to do so or if you 
see natural signs of a tsunami. Do not wait!

Move away from coasts to high ground.

If You Get this Alert in Your Car:

Use evacuation routes, which should be safe 
from flooding.

Turn Around Don’t Drown® Do not drive through 
flood waters. Focus on getting to higher ground.

Page 217 of 230



Continuity Essential 
Records Management

National Continuity 
Programs

July 2018

Regulations and Guidance

Other Sources of Information

•	 The	 National	 Archives	 and	 Records	
Administration:	 	 Resources-Vital	 Records	 and	
Records	 Disaster	 Mitigation	 and	 Recovery:		
www.archives.gov/records-mgmt/vital-records/.

•	 Your	 state	 archives	 are	 a	 good	 source	 of	
information	and	assistance.		To	locate	your	state	
archives,	visit:		www.statearchivists.org/connect/
resources-state/.

About FEMA’s National  
Continuity Programs

Serving	 as	 the	 Nation’s	 center	 of	 excellence	 for	
continuity	 planning,	 guidance,	 and	 operations,	
FEMA	 National	 Continuity	 Programs	 (NCP)	
executes	its	vision	to	ensure	essential	functions	of	
government	continue	at	all	levels.	Our	mission	is	to	
safeguard	the	implementation	of	Executive	Branch	
continuity	 and	 assist	 the	 continuity	 planning	
efforts	of	federal,	state,	local,	tribal,	and	territorial	
government	 and	 non-governmental	 stakeholders	
to	sustain	the	continuous	performance	of	essential	
functions	and	critical	services	under	all	conditions.	
To	 accomplish	 this,	 NCP	 provides	 guidance,	
technical	 assistance,	 planning,	 training,	 and	
workshop	support	to	other	Department	of	Homeland	
Security	 (DHS)	 and	 FEMA	 components,	 federal	
departments	 and	 agencies,	 state,	 local,	 territorial,	
and	tribal	(SLTT)	governments,	and	other	members	
of	the	whole	community,	 to	include	private	sector	
owners	and	operators	of	critical	infrastructure.

Contact Information
For	 more	 information,	 please	 contact	 FEMA	 NCP.		
For	 FEMA	 Region-specific	 information,	 contact	 the	
appropriate	 Regional	 Continuity	 Manager	 from	 the	
list	below.

Regional offices may be contacted via: 
FEMA-CGC@fema.dhs.gov

Website
Continuity news, tools, guidance, and other 
useful resources can be found on our website at:  
www.fema.gov/national-continuity-programs.

FEMA Region Location

FEMA HQ National	Capital	Region

Region I CT,	MA,	ME,	NH,	RI,	VT

Region II NJ,	NY,	PR,	VI

Region III DC,	DE,	MD,	PA,	VA,	WV

Region IV AL,	FL,	GA,	KY,	MS,	NC,	SC,	TN

Region V IL,	IN,	MI,	MN,	OH,	WI

Region VI AR,	LA,	NM,	OK,	TX

Region VII IA,	KS,	MO,	NE

Region VIII CO,	MT,	ND,	SD,	UT,	WY

Region IX AZ,	CA,	HI,	NV,	Pacific	Territories

Region X AK,	ID,	OR,	WA

36 CFR 1223 Managing	Vital	Records

Federal Continuity  
Directive (FCD) 1

Federal	Executive	Branch	National	
Continuity	Program	and	Requirements

Continuity Guidance 
Circular (CGC)

Continuity	Guidance	Circular
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What is Essential Records Management?
The	identification,	protection,	and	ready	availability	of	
information	 systems	 and	 applications,	 electronic	 and	
hardcopy	documents,	 references,	 and	 records	needed	
to	support	essential	functions	during	a	continuity	event.
Critical	supporting	activities	include:
•	 Appointing	an	Essential	Records	Manager.
•	 Identifying	 and	 protecting	 records	 necessary	 for	
the	organization	 to	continue	continuity	operations	
including	 performance	 of	 essential	 functions	 and	
reconstitution	of	normal	operations.

•	 Conducting	 a	 Risk	 Assessment	 and	 a	 Business	
Impact	 Analysis	 (BIA)	 to	 identify	 the	 most	
vulnerable	records	and	how	to	protect	them.

•	 Ensuring	 continuity	 personnel	 have	 appropriate	
access	 at	 alternate	 locations	 to	 required	 media	
(e.g.,	 paper,	 photographic	 film,	 microform,	 and/
or	 electronic	 forms),	 equipment,	 and	 instructions	
for	 retrieval	 of	 essential	 records	 including,	 but	
not	 limited	 to,	 records	 stored	 in	 cloud-based	
applications	 and	 accessed	 via	 the	 Internet	 or	 a	
Virtual	Private	Network.

•	 Developing	procedures	to	routinely	update	essential	
records	 to	 ensure	 they	 always	 contain	 the	 most	
current	information.

Major Categories of Essential Records
•	 Emergency	Operating	Records:		Records	essential	
to	the	continued	functioning	or	reconstitution	of	an	
organization	during	and	after	an	emergency.

•	 Legal	 and	 Financial	 Rights	 Records:	 	 Records	
essential	to	protect	the	legal	and	financial	rights	of	
the	Government	and	 	 individuals	directly	affected	
by	 its	 activities.	 	 Examples	 include:	 	 accounts	
receivable,	social	security,	payroll,	retirement,	and	
insurance	 records.	 	 These	 records	 were	 formerly	
defined	as	‘‘rights-and-interests’’	records.

What are Essential Records?
Information	 systems	 and	 applications,	 electronic	 and	
hardcopy	documents,	 references,	 and	 records	needed	
to	support	essential	functions	during	a	continuity	event.
Essential	Records	include:
•	 Emergency/Continuity	Plan;
•	 Standard	Operating	Procedures	(SOP);
•	 Staff	contact	and	assignment	 information,	such	as	
names,	addresses,	and	phone	numbers;

•	 Orders	of	succession	and	delegations	of	authority;
•	 Policies,	 procedures,	 directives,	 and	 systems	
manuals;

•	 List	of	credit	card	holders	to	purchase	supplies;
•	 Maps	and	building	plans;
•	 Personnel	and	payroll	records;
•	 Customer	records;
•	 Social	Security	and	retirement	records;
•	 Contracts	and	vendor	agreements;	and
•	 Licenses	and	long-term	permits.

What is an Essential Records Packet?
An	 electronic	 or	 hard	 copy	 compilation	 of	
key	 information,	 instructions,	 and	 supporting	
documentation needed to access essential records in an 
emergency situation.
The	packet	should	include:
•	 A	 hard	 or	 soft	 copy	 of	 Emergency	 Relocation	
Group	 (ERG)	members	with	up-to-date	 telephone	
numbers;

•	 An	inventory	of	essential	records	with	their	precise	
locations;	

•	 Necessary	access	mechanisms;
•	 Alternate	location	information;	
•	 Access	 requirements	 and	 lists	 of	 sources	 of	
equipment	 necessary	 to	 access	 the	 records	 (e.g.,	
hardware	 and	 software,	 microform/microfilm	
readers,	internet	access,	dedicated	telephone	lines);

•	 Lists	of	records	recovery	experts/vendors;	and
•	 A	copy	of	the	organization’s	continuity	plans.

How Do I Protect my Essential Records?
Through	a	Risk	Assessment	and	a	BIA,	organizations	
can	determine	the	outcome	resulting	from	an	incident,	
event,	or	occurrence,	as	determined	by	its	likelihood	
and	 the	 associated	 consequences	 for	 both	 primary	
and	alternate	facilities.		Consider	the	vulnerability	of	
those	 records	 deemed	 essential	 and	 take	 necessary	
steps	to	protect	them,	such	as:
•	 Using	 backup	 servers,	 regularly	 backing	 up	
essential	 electronic	 files,	 and	 storing	 backup	
copies	in	a	secure	off-site	location.

•	 Pre-positioning	 hard	 copy	 records	 to	 ensure	 an	
organization	is	not	reliant	on	electronic	equipment	
to access records.

•	 Leverage	cloud	computing,	which	disperses	risk	
to	 an	 organization	 since	 data	 is	 not	 hosted	 on	
local	servers.

•	 Raising	 computers	 above	 the	 flood	 level	 and	
moving	them	away	from	large	windows.

•	 Securing	 equipment	 that	 could	 move	 or	 fall	
during	an	earthquake.

•	 Considering	 off-site	 protection	 plans	 such	 as	
planned	 dispersal,	 E-vaulting,	 or	 duplication	 of	
records.

•	 Moving	heavy/	or	fragile	objects	to	low	shelves;
•	 Purchasing	fire-resistant	cabinets	and	vaults.

Additional Suggestions
•	 Develop	procedures	to	ensure	staff	at	continuity	
facilities	 have	 access	 to	 appropriate	 media	 for	
accessing	 essential	 records	 as	 soon	 as	 possible	
after	activation	of	continuity	plans.

•	 Maintaining	inventories	at	a	number	of	different	
sites	 with	 sufficient	 distance	 away	 to	 avoid	
being	subject	 to	 the	same	emergency	 to	support	
continuity operations.

•	 Develop	instructions	on	moving	essential	records	
(that	 have	 not	 been	 prepositioned)	 from	 the	
primary	operating	facility	to	the	alternate	site	and	
include	these	instructions	in	the	continuity	plan.Page 219 of 230



 Family Communication Plan
Emergencies can happen at any time. Does your family  
know how to get in touch with each other if you are  
not all together? 
Before an emergency happens, have a family discussion to  
determine who would be your out-of-state point of contact,  
and where you would meet away from your home — both in  
the neighborhood and within your town.

Let them know 
you’re OK!

Pick the same person for each 
family member to contact. It might 

be easier to reach someone  
who’s out of town.

Important Information
Fill in this information and keep a copy in a safe place, such as your purse or briefcase, your car, your office, and your disaster kit. 

Be sure to look it over every year and keep it up to date.

Out-of-Town Contact

Name:                                                                                                     

Home:                                                                                                     

Cell:                                                                                                          

Email:                                                                                                      

Facebook:                                                                                              

Twitter:                                                                                                   

Work Information

Workplace:                                                                                             

Address:                                                                                                  

Phone:                                                                                                       

Facebook:                                                                                                

Twitter:                                                                                                     

Evacuation Location:                                                                           

Workplace:                                                                                             

Address:                                                                                                  

Phone:                                                                                                        

Facebook:                                                                                               

Twitter:                                                                                                    

Evacuation Location:                                                                           

Neighborhood Meeting Place:

                                                                                                                 

                                                                                                                 

 Regional Meeting Place:
                                                                                                                  

                                                                                                                 

School Information

School:                                                                                                      

Address:                                                                                                    

Phone:                                                                                                       

Facebook:                                                                                                    

Twitter:                                                                                                       

Evacuation Location:                                                                                                    

School:                                                                                                      

Address:                                                                                                    

Phone:                                                                                                       

Facebook:                                                                                                    

Twitter:                                                                                                       

Evacuation Location:                                                                                                    

School:                                                                                                      

Address:                                                                                                    

Phone:                                                                                                       

Facebook:                                                                                                    

Twitter:                                                                                                       

Evacuation Location:                                                                                                    
http://www.ready.gov/kids
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Important Information (continued)

Family Information

Name:                                                         Date of Birth:                                                                                       

Social Security Number:                                                                          

Important Medical Information:                                                  

                                                                                                                 

                                                                                                                 

Name:                                                         Date of Birth:                                                                                       

Social Security Number:                                                                          

Important Medical Information:                                                  

                                                                                                                 

                                                                                                                 

Name:                                                         Date of Birth:                                                                                       

Social Security Number:                                                                          

Important Medical Information:                                                  

                                                                                                                 

                                                                                                                 

Name:                                                         Date of Birth:                                                                                       

Social Security Number:                                                                          

Important Medical Information:                                                  

                                                                                                                 

                                                                                                                 

Name:                                                         Date of Birth:                                                                                       

Social Security Number:                                                                          

Important Medical Information:                                                  

                                                                                                                 

                                                                                                                 

Name:                                                         Date of Birth:                                                                                       

Social Security Number:                                                                          

Important Medical Information:                                                  

                                                                                                                 

                                                                                                                 

Medical Contacts

Doctor:                                                                                                   

Phone:                                                                                                    

Doctor:                                                                                                   

Phone:                                                                                                    

Pediatrician:                                                                                          

Phone:                                                                                                     

Dentist:                                                                                                   

Phone:                                                                                                    

Dentist:                                                                                                   

Phone:                                                                                                    

Specialist:                                                                                                 

Phone:                                                                                                    

Specialist:                                                                                              

Phone:                                                                                                    

Pharmacist:                                                                                           

Phone:                                                                                                    

Veterinarian/Kennel:                                                                          

Phone:                                                                                                    

Insurance Information
Medical Insurance:                                                                              

Phone:                                                                                                     

Policy Number:                                                                                     

Homeowners/Rental Insurance:                                                     

Phone:                                                                                                     

Policy Number:                                                                                    

Text, don’t talk!
Unless you are in danger, send a text. 
Texts may have an easier time getting 
through than phone calls, and you don’t 
want to tie up phone lines needed by 
emergency workers.

http://www.ready.gov/kids
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Be Red Cross Ready

Power Outage
Preparedness Checklist

A power outage is when the electrical power goes out. Planned or unexpected, it can last 

for days or longer. Lighting, refrigeration, water, air conditioning, the internet, and medical 

equipment may not work. Climate change is making extreme weather events more frequent. 

These weather events can stress our electrical grids and lead to more power outages. But we 

can take action to prepare. Prepare now to protect yourself, your loved ones, and your home.

What to Do: Before

Know and Plan for your Personal 
Electrical Needs.
Evacuate means going from an unsafe place to a safe place.

• Take an inventory of your essential electrical needs. 

Then consider how you would live without them when 

the power goes out. Make a plan for the essentials.

- How will I stay warm or cool?

- How will I make food or have clean water?

- How will I communicate with others?

- How will I run any needed medical equipment?

• If you need to keep medications cool or have medical 

devices that need power, discuss a backup plan with 

your doctor.

• It may not be safe to stay home, have a plan to 

evacuate safely.

Create a Support Network 
• Identify trusted individuals that can help you or that need 

your help.

• Know how to contact them. Keep a paper copy of your 

contact list.

• Know how to help each other. Support may include:

- Help staying at home or evacuating.

- Bringing food or needed supplies.

Plan to Stay Connected
• Sign up for free emergency alerts from your local government. 

• Plan to monitor local weather and news. 

• Have a backup battery or a way to charge your cell phone.

• Have a battery-powered radio during a power outage. 

Learn Emergency Skills
• Learn First Aid and CPR.

• Be ready to live without power, gas, and water. 

• Plan for backup power.

Gather Emergency Supplies
Gather food, water, and medicine. Stores and pharmacies 

might be closed. Organize supplies into a Go-Kit and a 

Stay-at-Home Kit. 

• Go-Kit: at least three days of supplies that you can carry 

with you. Include backup batteries and chargers for your 

devices (cell phone, CPAP, wheelchair, etc.)

• Stay-at-Home Kit: at least two weeks of supplies. 

• Plan to use coolers and ice to keep food cold. Make 

sure you have a thermometer so that you can check the 

temperature of your fridge. 

• Have a 1-month supply of medication in a child-proof 

container and medical supplies or equipment. 

• Keep personal, financial, and medical records safe 

and easy to access (hard copies or securely backed 

up). Consider keeping a list of your medications and 

dosages on a small card to carry with you.
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Power Outage Preparedness Checklist

What to Do: During

Monitor Alerts
• Listen to the radio and monitor your cell phone for local

information and alerts.

Keep Food Cold and When in Doubt, 
Throw it Out
• Eat your fresh, perishable foods first.

• Avoid opening your refrigerator and freezer to keep food

cold. Use coolers with ice if necessary.

• Measure the food temperature in your refrigerator and

freezer with a thermometer. Throw out perishable food

that has been warmer than 40 degrees F.

• Ask your healthcare provider or doctor about

refrigerated medicines.

Prevent Power Overloads and 
Fire Hazards
• Unplug appliances and electronics to avoid damage

from power surges.

• Use flashlights, not candles.

• Turn off the utilities only if you suspect damage or if local

officials instruct you to do so. Your gas line can only be

turned on by a professional.

• Contact a professional if you have problems once the

utilities are back on.

Prevent Carbon Monoxide Poisoning
• Do not use a gas stove to heat your home.

• Do not use outdoor stoves indoors for heating or cooking.

• If using a generator, keep it outside in a well-ventilated

area away from windows.

Decide if you Need to Stay or Go
• Evacuate if your home is too hot or too cold, or if you

have medical devices that need power.

• Communities often provide warming or cooling centers

and power charging stations.

What to Do: After

Stay Safe
• Avoid damaged or fallen power lines, poles, and

downed wires. They can electrocute you.

• Avoid electrical shock in flood areas. Do not go into

flooded areas or use any electrical equipment that may

have been underwater.

• Be aware of carbon monoxide poisoning. Do not use

gasoline, propane, natural gas or charcoal-burning

devices inside a home, garage, tent, or camper — or

even outside near an open window. Carbon monoxide

can’t be seen or smelled, but it can kill you fast. If you

start to feel sick, dizzy, or weak, get to fresh air right

away — do not delay.

Take Care of Yourself
• It’s normal to have a lot of bad feelings, stress, or anxiety.

• Eat healthy food and get enough sleep to help you deal

with stress.

• You can contact the Disaster Distress Helpline for free if

you need to talk to someone. Call or text 1-800-985-5990.

For more information, visit redcross.org/prepare Download the Emergency App

Copyright © 2021 by the American National Red Cross. Version 1. Published January 1, 2022.
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Be Red Cross Ready

Wildfire
Preparedness Checklist

A wildfire is an unplanned fire in a natural area. Wildfires affect everyone. They can spread fast, harm us, 

and destroy our homes. Climate change is making parts of the US warmer and drier, causing wildfires to 

grow bigger and become more destructive. More people are living in areas at risk for wildfires. But we 

can take action to prepare. Prepare now to protect yourself, your loved ones, and your home.

What to Do: Before

Be Ready to Evacuate Quickly
Evacuate means going from an unsafe place to a

safe place.

• You may have to leave your home quickly to stay safe.

• Know where you will go, how you will get there, and

  where you will stay.

• Have different escape routes from your home

  and community.

• Practice these routes so everyone in your household

  is familiar with them.

• Be sure to understand how your community will

  respond to a wildfire.

• Have an evacuation plan for pets and livestock.

• Ensure your gas tank is full and you are ready to leave at

  a moment’s notice. 

Plan to Stay Connected 
The most important information will come from your

local government.

• Authorities will let you know when you should leave to

  stay safe.

• Sign up for free emergency alerts from your

  local government.

• Have a backup battery or a way to charge your

  cell phone.

• Have a battery-powered radio.

• Plan to monitor weather conditions and fires near you.

Learn Emergency Skills
• Learn First Aid and CPR.

• Utilities may be offline. Be ready to live without power,

  gas, and water. Plan for your electrical needs, including

  cell phones and medical equipment.

Understand Health Impacts
• Wildfire smoke is a mixture of air pollutants that are

  harmful to your health. Learn how to reduce your exposure. 

Gather Emergency Supplies in Advance
Gather food, water, and medicine. Stores and pharmacies 

might be closed. Organize belongings into a Go-Kit in 

case you need to leave quickly. 

• Go-Kit: 3 days of supplies that you can easily carry

  with you.

• Have a 1-month supply of medication in a

  child-proof container.

• Keep personal, financial, and medical records safe and

  easy to access (hard copies, or securely backed up).

Create Defensible Space
• Creating defensible space means reducing flammable

  materials (grass, trees, shrubs) within a certain distance

  of your home. 

• By changing how you take care of your home and land,

  you can reduce the chance of your home catching fire.

• Use the National Fire Protection Association (NFPA)

  defensible zone concept. For more information,

  see Firewise.org.
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Wildfire Preparedness Checklist

Get Involved with Community Efforts
• Be a good neighbor. People cause most wildfires. Do your

  part and practice prevention.

• Wildfires affect entire communities.

  Everyone needs to work together to manage vegetation

  and use fire-resistant construction. Find out about efforts

  in your area and get involved.

• Check with your neighbors before a fire to see if they

  need assistance evacuating.

What to Do: During

Pay Attention to Your Surroundings
• Keep track of the weather, fires near you, and listen to

  instructions from local authorities.

• Be ready to leave quickly with your Go-Kit.

• You might not get an official notice to evacuate.

• Be ready to leave if local authorities advise, or if you

  feel you are in danger.

What to Do: After

Stay Safe
• Wait for officials to say it is safe before going back home.

• Avoid hot ash, charred trees, smoldering debris, and

  live embers. The ground may contain heat pockets that

  can burn you or spark another fire.

• Avoid damaged or fallen power lines, poles, and downed

  wires. They can electrocute you.

• Watch for pits in the ground filled with ash. They may

  have hot embers underneath that could burn you. Mark

  them for safety, and warn your family and neighbors to

  keep clear of the pits.

Stay Healthy 
• Wildfires can make drinking water unsafe. Check with

  your local health department about drinking water safety.

• When in doubt, throw it out! Throw out food that was

  exposed to heat, smoke, fumes, or chemicals.

• Ask your healthcare provider or doctor about using

  refrigerated medicines.

Cleanup Safely
• Follow public health rules and wear safety equipment.

• Avoid direct contact with ash.

• Protect yourself against ash when you clean up. Wear

  gloves, long-sleeved shirts, long pants, shoes and socks

  to protect your skin. Wear goggles to protect your eyes.

  Limit how much ash you breathe in by wearing an

  N95 respirator.

• Wash off ash that gets on your skin or in your eyes or

  mouth as soon as you can.

• Children, pregnant women, and people with asthma,

  heart or lung conditions should not breathe in dust

  from ash.

Take Care of Yourself
• It’s normal to have a lot of bad feelings, stress or anxiety.

• Eat healthy food and get enough sleep to help you deal

  with stress.

• You can contact the Disaster Distress Helpline for free if

  you need to talk to someone. Call or text 1-800-985-5990.

For more information, visit redcross.org/prepare Download the Emergency App
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Be Red Cross Ready

Winter Storm
Preparedness Checklist

Winter storms can bring extreme cold, freezing rain, sleet, heavy snowfall, ice, and high winds. These 

storms can cause transportation, heat, power, and communication disruptions. They also can close 

schools, stores, and workplaces. Winters are getting warmer and shorter because of climate change. 

But, because a warmer atmosphere holds more moisture, heavier snowfalls are more likely to occur. 

We can take action to prepare. Prepare now to protect yourself, your loved ones, and your home.

What to Do: Before

Plan to Stay Warm
• Stay warm indoors to prevent frostbite  

and hypothermia.

• Before the winter season begins, make sure you  

can heat your home safely. Prepare your home to  

keep out the cold with insulation, caulking, and  

weather stripping.

• Consider using an indoor thermometer or thermostat  

to monitor the temperature inside. 

• Plan to check on loved ones and neighbors to make sure 

they are staying warm. This is especially important for 

older adults and babies.

• Drink plenty of warm fluids but avoid caffeine and alcohol. 

• Avoid travel if you can.

• If you must go outside, plan to dress properly. Keep  

your nose, ears, cheeks, chin, fingers, and toes covered  

in warm, dry clothing. These areas are the first to be at 

risk for frostbite.

○ Wear layers of loose clothing, a coat, hat, mittens, 

and water-resistant boots. Use a scarf to cover your 

face and mouth.

• Know where you will go if your home becomes too  

cold. You could go to a friend’s house, a public  

library, or a warming center.

Learn Emergency Skills
• Learn first aid and cardiopulmonary resuscitation (CPR). 

Emergency services may be delayed. 

• Learn how to spot and treat frostbite and hypothermia.

• Install and test smoke alarms and carbon monoxide  

detectors with battery back-ups.

• Be ready to live without power, gas, and water.

• Learn how to keep pipes from freezing. 

Plan to Stay Connected
• Sign up for free emergency alerts from your  

local government. 

• Plan to monitor local weather and news. 

• Have a backup battery or a way to charge your cell phone.

• Have a battery-powered radio to use during a  

power outage. 

• Understand the alerts you may receive. 

○ A WATCH means Be Prepared!   

○ A WARNING means Take Action!

• Create a support team to help everyone stay safe in a 

disaster. Plan how you can help each other.

Gather Emergency Supplies
• Gather food, water, and medicine before a winter storm. 

Stores might be closed, and it may be unsafe to travel. 

• Organize supplies into a Go-Kit and a Stay-at-Home Kit.

○ Go-Kit: at least three days of supplies you can carry 

with you if you need to go somewhere else to stay 

warm. Include critical backup batteries and chargers 

for your devices (cell phone, CPAP, wheelchair, etc.)

○ Stay-at-Home Kit: at least two weeks of supplies.

• Ensure you have enough warm clothing, such as hats, 

mittens, and blankets, for everyone in your household.

• You may lose access to drinking water. Set aside at least 

one gallon of drinking water per person per day. 

• Consider having emergency supplies in your vehicle, such 

as a blanket, warm clothing, a first aid kit, and boots.

• Have a 1-month supply of needed medications and medical 

supplies. Consider keeping a list of your medications and 

dosages on a small card to carry with you. 

• Keep personal, financial, and medical records safe and 

easy to access (hard copies or securely backed up).

• Have a snow shovel and ice-melting products to keep  

your walkways safe.
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What to Do: During

Stay Safe
• Use care with space heaters and fireplaces to prevent 

fires. Keep anything that could catch fire at least 3 

feet (1 meter) from the heat! 

• Avoid using candles because of the fire risk. Use 

battery-powered lights and flashlights instead.  

• Prevent carbon monoxide poisoning. Carbon monoxide 

poisoning is common during power outages when 

people use other means to heat and cook. You can 

prevent carbon monoxide poisoning. 

○ Only use generators, grills, and camp stoves 

outdoors and away from windows. 

○ Carbon monoxide kills. If you start to feel sick, 

dizzy, or weak, get to fresh air right away –  

do not delay.

• To prevent carbon monoxide poisoning and home fires, 

never heat your home with a cooking oven or stove.

Act Fast if You See Signs of Frostbite  
or Hypothermia
• Frostbite is when a part of your body freezes. Your 

nose, ears, cheeks, chin, fingers, and toes often 

are the first affected. People may experience pain, 

numbness, and a change of skin color.

○ What to do for frostbite: Move to a warm 

place. Warm the affected area gently by 

soaking in warm water (NOT hot) until the 

skin appears normal and feels warm. Seek 

emergency medical care.

• Hypothermia can kill you. It occurs when your 

body loses heat faster than it can produce heat. This 

causes a dangerously low body temperature. Older 

adults, babies, children, and people with certain 

health conditions are more at risk.

○ Shivering is one of the first signs of 

hypothermia; other signs include confusion, 

drowsiness, and slurred speech. 

○ What to do for hypothermia: Seek emergency 

medical care right away. Move to a warm 

place. Remove any wet clothing and warm the 

body slowly.

What to Do: After

Winter Storm Preparedness Checklist

Stay Safe
• If you need to go outside, use extreme caution when 

driving or walking on ice.

• Avoid damaged or fallen power lines. They can 

electrocute you.

• Be aware of branches, trees, and ice that may fall.

• Avoid overexertion when shoveling snow. Take frequent 

breaks and, if possible, work with a partner. 

• Use ice-melting products to keep your walkways safe.

• Go to a public library, shopping mall, or warming center if 

your home becomes too cold.

Take Care of Yourself
• It’s normal to have a lot of bad feelings, stress,  

or anxiety.

• Eat healthy food and get enough sleep to help  

you deal with stress.

• You can contact the Disaster Distress Helpline  

for free if you need to talk to someone. Call or text 

1-800-985-5990.

For more information, visit redcross.org/prepare Download the Emergency App
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Risk Assessment Table

ready.gov/business

(1)
Asset or Operation 

at Risk

(2)
Hazard

(3)
Senario

(Location, Timing, 
Magitude)

(4)
Oportunities for 

Prevention 
or Mitigation

(5)
Probability

(L, M, H)

Impacts with Existing Mitigation (L, M, H) (11)
Overall 

Hazard Rating(6)
People

(7)
Property

(8)
Operations

(9)
Environment

(10)
Entity
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Risk Assessment Table

INSTRUCTIONS

Column 1: Compile a list of assets (people, facilities, machinery, equipment, raw materials, finished goods, information technology, etc.)
in the left column.

Column 2: For each asset, list hazards (review the “Risk Assessment” page from Ready Business) that could cause an impact. Since 
multiple hazards could impact each asset, you will probably need more than one row for each asset. You can group assets together as 
necessary to reduce the total number of rows, but use a separate row to assess those assets that are highly valued or critical.

Column 3: For each hazard consider both high probability/low impact scenarios and low probability/high impact scenarios.

Column 4: As you assess potential impacts, identify any vulnerabilities or weaknesses in the asset that would make it susceptible to loss. 
These vulnerabilities are opportunities for hazard prevention or risk mitigation. Record opportunities for prevention and mitigation in 
column 4.

Column 5: Estimate the probability that the scenarios will occur on a scale of “L” for low, “M” for medium and “H” for high.

Columns 6-10: Analyze the potential impact of the hazard scenario in columns 6 - 10. Rate impacts “L” for low, “M” for medium and “H”
for high.

Column 8: Information from the business impact analysis should be used to rate the impact on “Operations.”

Column 10: The “entity” column is used to estimate potential financial, regulatory, contractual, and brand/image/reputation impacts.

Column 11: The “Overall Hazard Rating” is a two-letter combination of the rating for “probability of occurrence” (column 5) and the 
highest rating in columns 6 – 10 (impacts on people, property, operations, environment, and entity).

Carefully review scenarios with potential impacts rated as “moderate” or “high.” Consider whether action can be taken to prevent the
scenario or to reduce the potential impacts.
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Insurance Discussion Form

http://www.ready.gov/business

Open for Business Worksheet

Insurance Coverage Discussion Form 

Use this form to discuss your insurance coverage with your agent. Having adequate coverage now will
help you recover more rapidly from a catastrophe.

Insurance Agent: ________________________________________________________________
Address: _______________________________________________________________________
Phone: ___________________ Fax: _______________________ Email: ____________________

INSURANCE POLICY INFORMATION

Do you need Flood Insurance?       Yes __   No __
Do you need Earthquake Insurance?      Yes __  No __
Do you need Business Income and Extra Expense Insurance?   Yes __  No __

Other disaster-related insurance questions:

Type of Insurance Policy No. Deductibles Policy Limits Coverage
(General Description)
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