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Part 2: CONTINUITY OF OPERATIONS PLANNING (COOP) QUICK-CHECK FORM FOR COMMUNITY AND FAITH BASED ORGANIZATIONS
	PLAN ELEMENT
	YES
	NO
	COMMENTS

	General Information

	1
	Personnel responsible for COOP are identified
	
	
	

	2
	Organization has a mission statement
	
	
	

	3
	Normal day-to-day operations, activities, and services are defined
	
	
	

	4
	Disaster mission and services are defined
	
	
	

	5
	Critical (essential) activities are identified and prioritized
	
	
	

	6
	Hazards and impacts on operations and facilities are identified
	
	
	

	A.  Emergency Activation and Decision Making

	7
	Key functional personnel and their roles are identified
	
	
	

	8
	Authority for key actions are defined
	
	
	

	9
	Conditions, process and delegated authority are identified
	
	
	

	10
	Order of succession for key functional roles is identified
	
	
	

	11
	Limitations on delegated authority are identified
	
	
	

	12
	Other organizations with whom the organization has commitments or MOUs are identified
	
	
	

	B.  Emergency Management Procedures

	13
	Primary and alternate facilities are identified
	
	
	

	14
	Contact information for all organization personnel has been compiled
	
	
	

	15
	A staff emergency communications procedure has been developed
	
	
	

	16
	Emergency evacuation and/or shelter-in-place plans are in place for all facilities
	
	
	

	17
	Responsibility for updating and maintaining emergency plans are identified
	
	
	

	
	
	
	
	


	PLAN ELEMENT
	YES
	NO
	COMMENTS

	18
	An emergency evacuation team and responsibilities are identified
	
	
	

	19
	Emergency evacuation team members are identified
	
	
	

	20
	Crisis intervention counseling resources identified
	
	
	

	C.  Management of Operations

	21
	Vital resources and systems for each critical activity are identified
	
	
	

	22
	Risks to vital resources and associated protection methods are identified
	
	
	

	23
	Personnel required to carry out critical activities are identified
	
	
	

	24
	Records required to carry out critical activities are identified
	
	
	

	25
	Risks to vital records and associated protection methods are identified
	
	
	

	26
	Primary and alternate communications systems are identified
	
	
	

	27
	Client emergency communications process is in place
	
	
	

	D.  Concept of Operations

	28
	Procedures for carrying out operational activities are identified 
	
	
	

	29
	Training on and exercises of the COOP are conducted
	
	
	

	E.  Disaster Relief Services

	30
	Disaster services to be provided by the organization are identified
	
	
	

	31
	Resources necessary to provide those services are identified
	
	
	

	32
	Alternate means of providing those services are identified 
	
	
	

	33
	Unique/rare skills/resources of the organization have been identified
	
	
	

	F.  Business Resumption/Recovery

	34
	Insurance carrier and coverage are identified
	
	
	

	35
	Business resumption requirements are identified
	
	
	

	36
	Organization role in long term community recovery is identified
	
	
	

	37
	Relationships with emergency organizations are identified
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