Chapter 10

Continuity of Operations Plan

10.1 Introduction

A. Pursuant to Florida Statutes, Chapter 252.365: Emergency Coordination Officers; disaster-preparedness plans, this Continuity of Operations Plan (COOP) establishes policy and guidance to ensure the continued execution of the mission essential functions for the Agency for Workforce Innovation, Office of Early Learning and the Coalition in the event that an emergency threatens or incapacitates operations, and requires the relocation of selected personnel and functions of the Early Learning Coalition of the Nature Coast, Inc., located at 1564 North Meadowcrest Boulevard, Crystal River, Florida 34429. 

B. Specifically, this plan is designed to: 

1. Ensure the Coalition is prepared to respond to emergencies, recover from them, and mitigate their impact. 

2. Ensure the Coalition is prepared to provide critical services in an environment that is threatened, diminished, or incapacitated. 

C. The Coalition currently oversees Citrus, Dixie, Gilchrist, Levy and Sumter Counties. Contact information for the Coalition is as follows:


Primary Contact


Sonya Bosanko
 
Executive Director


Telephone:

(352) 563-9939


Fax:


(352) 563-5933


E-mail:


sbosanko@elc-naturecoast.org

Alternate Contact


Glenna McManigell
Human Resource/Office Manager

Telephone:

(352) 563-9939


Fax:


(352) 563-5933


E-mail:


gmcmanigell@elc-naturecoast.org 

D. The Coalition is responsible for all administrative and fiscal responsibilities.


10.2 Objectives

A. The objective of this COOP is to ensure that the capability exists to continue essential functions across a wide range of potential emergencies, specifically when the Coalition's administrative and fiscal offices and/or subcontractor offices are either threatened or inaccessible. The objectives of this plan include: 

1. Ensuring the continuous performance of the Coalition's essential functions/operations during an emergency, 

2. Protecting essential facilities, equipment, records, and other assets, 

3. Reducing or mitigating disruptions to operations, 

4. Providing for the safety of staff and visitors to facilities, reducing loss of life, minimizing damage and losses,
5. Identifying and designating principals and support staff to be relocated, 

6. Facilitating decision-making for execution of the plan and the subsequent operations, and 

7. Achieving a timely and orderly recovery from the emergency and resumption of full service to all customers. 

10.3 Planning Considerations

A. In accordance with State guidance and emergency management principles, the Coalition's COOP: 

1. Will be maintained at a high-level of readiness, 

2. Will be capable of implementation both with and without warning, 

3. Will be operational no later than 12 hours after activation, if at all possible, 

4. Will be capable of maintaining sustained operations for up to 30 days, 

5. Will take maximum advantage of existing state or federal and local government infrastructures, and 

6. Addresses protection of equipment and other Coalition assets. 

10.4 Assumptions

A. In the event of an emergency it is assumed that: 

1. All mission essential functions provided by other State agencies in support of the local Coalition will continue in accordance with their respective continuity of operations plans. This includes, but is not limited to, services provided by the Agency for Workforce Innovation, Office of Early Learning. 

2. It will be determined (taking into consideration staffing and technical resources) if the mission essential functions of the affected primary facility can feasibly be temporarily transferred to an established unaffected state or community based facility as an alternative to physically relocating staff. 

10.5 COOP Execution

A. Emergencies or potential emergencies may affect the ability of the Coalition to perform its mission essential functions from any or all of its primary facilities. The following are scenarios that could mandate the activation of the Coalition’s COOP: 

1. The Coalition's administrative/fiscal offices are closed to normal business activities as a result of an event or credible threats of an event that would preclude access or use of the facility and the surrounding area. 

2. The facility/subcontractor for eligibility, resource and referral and other required services is closed to normal business activities as a result of an event or credible threats of an event that would preclude access or use of the facility and the surrounding area. 

3. The city/town/county is closed to normal business activities as a result of a widespread utility failure, natural disaster, significant hazardous material incident, civil disturbance, or terrorist or military attacks. 

B. In an event so severe that normal operations are interrupted, or if such an incident appears imminent and it would be prudent to evacuate the facilities or the city/town/county as a precaution, the Coalition's designated employee(s), may activate the Coalition’s COOP. The designated alternate facility will be activated, if necessary, and at the discretion of the designated employee of the Coalition. 

C. The Relocation Team (composed of subject matter experts and essential support staff) for the Coalition will ensure the mission essential functions of the coalition are maintained and capable of being performed using the designated alternate facility until full operations are re-established at the administrative/fiscal entity and/or subcontractor offices.  The Relocation Team members are as follows:

	Name & Title Home Address
	Contact Information

	Sonya Bosanko, Executive Director

4082 West Oakhill Street

Dunnellon, FL. 34433
	Home Phone:
(352) 465-3147

Cell Phone:
(352) 302-4633

E-mail:
sbosanko@elc-naturecoast.org

	Desirae Rickman, Finance Director

3001 SE Lake Weir Apt. 212

Ocala, Fl. 34471
	Home Phone:
(352) 572-6186
Cell Phone:
(352) 257-2196
E-mail:
drickman@elc-naturecoast.org

	Ingrid Ellis, Citrus/Sumter District Manager

11938 Hale Street

Dunnellon, FL. 34431
	Home Phone:
(352) 465-0452

Cell Phone:
(352) 302-0383

E-mail:       iellis@elc-naturecoast.org 

	Tonya Hiers, Dixie, Gilchrist, Levy District Manager

10831 NW 64th Terrace

Chiefland, FL. 32626
	Home Phone:
(352) 493-7028

Cell Phone:
(352) 535-7154

E-mail:
thiers@elc-naturecoast.org 

	Glenna McManigell, Human Resource/Office Manager
2364 Loma Point North

Hernando, FL. 34442
	Home Phone:
(352) 637-2921

Cell Phone:
(352) 516-9146

E-mail:
gmcmanigell@elc-naturecoast.org 

	Susan Jaquith, Contract Coordinator

5884 N. McKree Terrace
Crystal River, Fl. 34428
	Home Phone:
(352) 564-4183
Cell Phone:
(352) 634-3752
E-mail:
sjaquith@elc-naturecoast.org


D. Selected staff from appropriate Coalition, county, or other agencies may supplement the Coalition's Relocation Team. The Relocation Team will either relocate temporarily to the designated alternate facility, if necessary, or operate remotely from a predetermined secure location serving as an assembly site. Designated alternate facilities are as follows:

	PRIMARY FACILITY
	ALTERNATE FACILITY LOCATIONS

	1564 North Meadowcrest Blvd.

Crystal River, FL  34429


	Local: 

Childhood Development Services

5641 Gulf to Lake Blvd.

Crystal River FL  34428


Reasons for Site Selection:

Direct access to statewide reporting system 
Access to computer/internet; telephones; client information; provider information


	PRIMARY FACILITY
	ALTERNATE FACILITY LOCATIONS

	1564 North Meadowcrest Blvd.

Crystal River, FL  34429
	Out of County:

124 North Main Street

Chiefland, Fl. 32626


Reasons for Site Selection:

Located out of the County. Will be utilized in the event of a countywide disaster.

Direct access to client data base

Access to computer/internet; telephones; client information; provider information;




	PRIMARY FACILITY
	ALTERNATE FACILITY LOCATIONS

	1564 North Meadowcrest Blvd.

Crystal River, FL  34429
	Sumter County:

Childhood Development Services, Inc.

342 Wildwood Shopping Center

Wildwood, FL  34785


Reasons for Site Selection:

Direct access to client data base

Access to computer/internet; telephones; client information; provider information




E. The Relocation Team will be responsible for continuing mission essential functions of the Coalition within 12 hours and for a period up to 30 days pending regaining access to the administrative/fiscal entity or the full occupation of the designated alternate facility. 

F. All staff necessary to perform the mission essential functions of the Coalition will be contacted and advised to report to either the alternate facility, a predetermined secure location, or other location as determined by the Coalition's designee. Other staff (non-relocating staff) will be instructed to go to or remain home pending further instructions. 

G. Incidents could occur with or without warning and during duty or non-duty hours. Whatever the incident or threat, the COOP 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. 

H. It is expected that, in most cases, the Coalition and/or subcontractor will receive 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 activation of the COOP with a complete and orderly alert, notification of all personnel, and activation of the Relocation Team. 

I. Without warning, the process can become less routine, and potentially more serious and difficult. The ability to execute the COOP following an incident that occurs with little or no warning will depend on the severity of the incident's impact on the administrative/fiscal entity and/or the subcontractor's facilities, and whether the Coalition's or subcontractor's personnel are present in the building or in the surrounding area. 

J. The Coalition’s Executive Leadership Team shall determine the situation(s) that require implementation of the COOP.

10.6 Disaster Magnitude Levels 

A. The following Disaster Magnitude Classification definitions may be used to determine the execution level of the COOP. These levels of disaster are defined as: 

1. 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, and would not necessarily require activation of the COOP. 

2. Major Disaster: Any disaster that will likely exceed local capabilities and require a broad range of state and federal assistance. The Federal Emergency Management Agency (FEMA) will be notified and potential federal assistance will be predominantly recovery-oriented. 

3. Catastrophic Disaster: Any disaster that will require massive state and federal assistance, including immediate military involvement. Federal assistance will involve response as well as recovery needs. 

B. Any of these disaster levels entails facility unavailability; however, it is imperative to make the distinction between a situation requiring building evacuation only and one dictating the necessity to activate the Coalition’s COOP. A sudden emergency, such as a fire or hazardous materials incident may require the evacuation of a department facility with little or no advance notice, but for only a short duration and would not automatically necessitate the activation of a COOP unless the facility is rendered untenable. An emergency with severe impacts which does render the facility unusable for a time frame long enough to affect normal operations, will likely justify and may require that the Coalition’s COOP be activated. 

C. The Coalition will contact the Agency for Workforce Innovation, Office of Early Learning and notify them of the situation requiring activation of the Coalition’s COOP.
10.7 Emergency Coordination Officer

A. The Coalition will need to designate an Emergency Coordinating Officer. At the local level, this may be done through selecting a staff person of the Coalition and/or subcontractor, or can be a member of the Coalition. In an emergency, the Emergency Coordinating Officer will work closely with the appropriate County Emergency Operations Center and the State of Florida Emergency Operations Center to provide information and direction to the Emergency Coordinating Officer and affected staff to provide immediate response capability to protect life and property and to ensure minimal disruption to the continuance of the Coalition's mission essential functions. 

B. The designated Coalition Emergency Coordinating Officer and contact information is as follows:

	Name & Title
	Contact Information

	Sonya Bosanko, Executive Director
	Address:
               4082 West Oak Hill St.



Dunnellon, FL  34433

Work Phone:
(352) 563-9939

Home Phone:
(352) 465-3147

Cell Phone:
(352) 302-4633

E-mail:
sbosanko@elc-naturecoast.org

	Alternate

Glenna McManigell  
	Address:                2364 Loma Pt.

                              Hernando, Fl. 34442

Home Phone:
(352) 637-2921

Cell Phone:
(352) 516-9146

E-mail:
gmcmanigell@elc-naturecoast.org


10.8 Executive Leadership Team

A. The Executive Leadership Team which is the Executive Committee of the Coalition will review the COOP and all attachments annually to identify necessary resources to support COOP activities, to ensure that the plan remains viable and compatible with Florida's Comprehensive Emergency Management Plan and that it is maintained at a high level of readiness. The resources necessary to ensure adequate maintenance and operation of the COOP will be considered in the Coalition's planning process.

B. The Executive Leadership Team consists of the Executive Committee and the leadership staff with responsibilities linked to the mission essential functions of the Coalition. This team has the responsibility for assessing the situation, activating the COOP, selecting alternate facilities, providing information to and from the Agency for Workforce Innovation, Office of Early Learning and other appropriate state and federal entities. The Executive Leadership Team will ensure that rosters for their respective staff are kept current and that staff members are informed and provided reporting instructions.  The titles of individuals that comprise the Executive Leadership Team are as follows:
	Executive Leadership Team Members

	Executive Director

	Coalition Chair

	Coalition Vice Chair

	Coalition Treasurer

	Coalition Secretary

	Coalition Past Chair


10.9 Relocation Team

A. Coalition personnel who are responsible for relocating services under this plan to the selected alternate facility are known collectively as the Relocation Team.

1. The Relocation Team must be able to continue operations and the performance of mission essential functions for up to 30 days at an alternate facility. Each alternate facility must be currently equipped with telephones, computers and fax machines. If the Coalition does not currently have equipment such as laptops, computers, FAX machines, printers, cell phones, and a disaster should occur, the Agency for Workforce Innovation, Office of Early Learning may assist the Relocation Team in obtaining these once the disaster/need occurs. The Relocation Team should be able to work from a remote facility to insure child care services are not disrupted. 

2. Since alternate facility space and support capabilities may be limited, the membership of the Relocation Team is restricted to only those personnel who possess the skills and experience needed for the execution of mission essential functions. 

3. Coalition personnel who are not designated Relocation Team members may be directed to move to other facilities or duty stations, or may be advised to remain at or return home pending further instructions, as determined by the Coalition. When it is determined to be feasible, associates may be allowed to telecommute from their homes until the affected facility can be reoccupied or another facility is established.

4. COOP activation should not, in most circumstances, affect the pay and benefits of either Relocation Team members or other personnel. Staff who is required to temporarily relocate to another geographical area of the State should be compensated for travel expenses in accordance with the Coalition’s travel policy.

5. A time-phased implementation approach will be utilized to continue operations and the performance of mission essential functions.  The Coalition will continue to follow policies outlined in the Fiscal and Accounting Policy and Procedure to maintain fiscal controls and integrity, and maintain payroll to staff and subcontractors / child care service providers.  The Coalition maintains a Drive-Away Kits supplied with necessary lap top computers, software, financial records, back up disks (including payroll information), blank checks, bank account information, most recent reimbursement reports, etc.  The Drive-Away Kits also includes programmatic documents such as standard records and records checklist, provider and parent contact information, child enrollment list, resource and referral, eligibility and enrollment information, and application forms.

6. The Coalition authorizes staff to telecommute from their homes when the following are present:

a. It is not safe for travel to and from work

b. Staff’s home and/or cell phones are operational

c. Staff’s home has electricity

d. Coalition office is not accessible

7. The Coalition requires all subcontractors of the Coalition to submit a Continuity of Operations Plan each fiscal year.  The plan must outline the subcontractor’s process for continuing contractual services, which may include child referral services, eligibility determinations, etc.  All Continuity of Operations Plans for the Coalition’s subcontractors maintained in the subcontractors contract file and in the Contract Coordinator’s COOP Drive Away Kit.

8. In the event a subcontractor cannot continue to conduct services, the Coalition shall implement one of the following procedures:

a. The Coalition will enter into an agreement with an available agency in the state to provide temporary early learning services.

b. The Coalition shall implement the essential program services temporarily at the Coalition level until services of the subcontractor are restored.

(A) Essential program services include child care resource and referral, eligibility and enrollment and provider reimbursement. If the Coalition does not have access to the Child Care Resource and Referral and Statewide Reporting System, the Coalition will maintain documentation of all activity conducted during the temporary assignment for input into the systems at a later date. If the systems are not restored by the normal provider reimbursement date, the Coalition will reimburse providers at the pervious month’s reimbursement amounts, and reconcile the reimbursement when the system is restored, or in the next month’s reimbursement.

10.10 Alternate Relocation Point

A. The determination of the alternate relocation point should be made at the time of activation by the Coalition's designated employee in consultation with the Executive Leadership Team of the Coalition, if time permits, and will be based on the incident, threat, risk assessments, and execution time frame. 

B. To ensure the adequacy of assigned space and other resources, the Emergency Coordinating Officer should review all alternate facilities annually, within a fiscal year (July 1 - June 30).

C. The designated alternate relocation point should be pre-equipped with telephone, fax and computer lines which have electronic access to the Coalition's records and Statewide Early Learning Data System.

D. The alternate relocation point(s) should have adequate parking capability to support the Relocation Team. Information on dining and lodging should be provided to the Relocation Team members as soon as possible upon COOP activation. 

E. The site selection criteria for the alternate site locations provided earlier include direct access to the Statewide Early Learning Data System, computer/internet, telephones, client information, and provider information.  At least one (1) alternate site location is located outside Citrus County in case of a county-wide disaster.
F. Notification process:
1. Upon receipt of a COOP alert from the Executive Leadership Team, the Executive Director will issue a situation report and notify the Relocation Team. Notification may be via personal contact, telephone, cell phone, pager, e-mail, or a combination thereof.
2. The Executive Director notifies the Agency for Workforce Innovation, Office of Early Learning and all of the Coalition’s subcontractors that an emergency relocation of the Coalition of the is anticipated or is in progress and gives the location and contact information for the alternate facility.
10.11 Mission-Essential Functions

A. It is important to establish priorities before an emergency to ensure that the relocated staff can complete the mission essential functions. All Relocation Team members 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 may be deferred until additional personnel and resources become available. 

B. In the event of an emergency, the following primary functions are considered mission essential for the Agency for Workforce Innovation: 

1. Administration of Early Learning services at the local level 

a. Coordinating responses to all subcontractors and child care providers regarding activities and services which may be affected 

b. Insuring contact points are maintained and communication is intact 

2. Distribution of Programmatic Funds

C. To ensure reliable infrastructure support for the Coalition, the following support functions are also considered to be mission essential: 

1. Executive Direction 

2. Information Technology Support & Maintenance

3. Finance & Accounting Services

4. Communications 

5. Facilities/Property Management

6. Human Resource Management 

D. To ensure adequate reproduction of records and databases, the Coalition maintains electronic records wherever possible. The Agency for Workforce Innovation, Office of Early Learning' Information Technology Services Unit has standard daily backup procedures for all critical information systems at the state level. 

1. The Coalition maintains a Record’s Management policy that requires staff to back up essential records on a weekly basis to a disk.  
2. The Coalition maintains a Records Management policy that requires the following:

a. The most recent two fiscal year essential public records are maintained in binders. Essential public records include: financial documents, board and committee meeting agendas and minutes, contractor files, agreements, policy and procedures, Early Learning plans, COOP. The records are maintained in one location and can be easily removed (within 25 minutes) in the event of an evacuation.

b. All other records are maintained in one area at the Coalition office.

E. Any computer generated standard documents such as policy and procedures, meeting agenda and minutes, contracts etc., are maintained on the back-up disks located in the evacuation kits. Records destroyed will be recreated utilizing the back-up disks.  Copies of non-computer generated essential documents such as professional audits, are maintained in the emergency evacuation kits.

F. The Coalition requires that all Coalition subcontractors submit and update a Continuity of Operations Plan that explains the subcontractor’s procedures to insure that all data is updated on a regular basis, including who is responsible for the backup of the data, how often this is done, and where the information is stored to insure its safety, procedures to maintain hard-copy files of participant records and how the records would be secure in the case of a disaster, and procedures for how the information would be recreated if the hard copies of records were destroyed, including from what sources the data would be recreated.  

10.12 Delineation of Mission-Essential Functions

A. In the event the capacity of the Coalition is such that it cannot respond to the needs of customers or deliver crucial services, the Coalition's functions will need to revert to alternate providers.  A list of potential alternate service providers follow:
	Potential Alternate Service Providers

	Early Learning Coalition of Pasco and Hernando Counties

	Early Learning Coalition of Marion County


10.13 Warning Conditions

A. With Warning. It is expected that, in most cases, the Coalition will receive a warning of at least a few hours prior to an event. This will normally enable the full execution of the COOP with a complete and orderly alert, notification, and deployment of the Relocation Team to an assembly site or a pre-identified alternate relocation point.

B. Without Warning. The ability to execute the COOP following an event that occurs with little or no warning will depend on the severity of the emergency and the number of personnel that survive. If the deployment of staff to an alternate relocation point is not feasible because of the loss of personnel, temporary leadership of the Coalition will be passed to the Agency for Workforce Innovation, Office of Early Learning which shall implement the Coalition's COOP at the local level. 

C. Non-Duty Hours.  Affected staff should be able to be alerted and the Relocation Team activated to support operations for the duration of the emergency. 

D. Duty Hours.   If possible, the COOP will be activated immediately to support operations for the duration of the emergency.

10.14 Direction and Control

A. In the event that the Executive Director and Chair is incapacitated or unavailable to make decisions regarding the coalition's COOP, authorized successors to the Executive Director must be specified. Lines of succession should be maintained by the Coalition organizational elements, to ensure continuity of mission essential functions (Operating Organizational Chart). As organizational changes occur, the Operating Organizational Chart shall be updated and submitted to the Agency for Workforce Innovation, Office of Early Learning. 

B. Pursuant to Sections 20.05 (l) (b) and 20.50 (3), Florida Statutes, the Coalition must have an official established memorandum for Delegation of Authority for managers and officers with the Coalition.  The following Delegation of Authority was adopted by the Board on September 4, 2004:
ITEM #: 2004-55

Action Item

Date:
September 1, 2004
Subject:  Delegation of Authority
Proposed Board Action: Approve the following Delegation of Authority to be utilized in the event of an emergency when the Executive Director or the Chair of the Coalition is not available:

Vice Chair

Treasurer

Secretary




Contract Coordinator 

Administrative Assistant

Background Information: 

The Citrus County School Readiness Coalition is required to submit a Continuity of Operations plan in compliance with FPSR-IM-PPA-04-14. Section 2-13 requires a Coalition approved memorandum for the delegation of authority.

Points of Consideration: 
Supporting Available Documentation:   FPSR-IM-PPA-04-14
Board Meeting Date and Location: Lecanto Government Building Room 280: 3600 West Sovereign Path Lecanto, Florida September 1, 2004
Prepared by:   Sonya Bosanko     



Phone: (352) 302-4633

Submitted by: Sonya Bosanko




Phone: (352) 302-4633

C. The Director and/or their designee may order activation of the Coalition's COOP.  

D. The Emergency Coordinating Officer, which may be the same individual, will be responsible for disseminating COOP guidance and direction during the activation and relocation phase. 

E. When executed, the Emergency Coordinating Officer will notify the Agency for Workforce Innovation, Office of Early Learning, the appropriate County Emergency Operations Center and the State of Florida Emergency Operations Center (850-413-9900). 

F. Lines of succession for the Chair of the Executive Committee may be initiated when he or she is unable to perform their essential duties. Authorized Early Learning Coalition of the Nature Coast, Inc., successors to the Chair are as follows and identified by their position:
1. Vice Chair

2. Treasurer

3. Secretary

G. Lines of succession for the Executive Director may be initiated when he or she is unable to perform their essential duties. Authorized Coalition successors to the Executive Director are as follows and identified by their position:
1. Citrus/Sumter District Manager

2. Dixie, Gilchrist, Levy District Manager
3. Finance Director
4. Human Resource/Office Manager
10.15 Operational Hours

A. During COOP contingencies, the Coalition's individual under the Delegation of Authority will determine the hours of work for the staff.

10.16 Alert and Notification

A. Procedures must be followed in the execution of the Coalition's COOP. 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 affected facility and its 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 thereof.

1. Alert Procedures: If the situation allows for warning, staff, subcontractors, parents, and child care providers may be alerted prior to activation of the COOP. In all situations allowing for an alert, the procedures must include notification to the Agency for Workforce Innovation, Office of Early Learning:

a. Information and guidance for Coalition staff will be passed telephonically using an emergency notification telephone tree/cascade. Depending on the situation, current information may also be available via:

(A) Personal Contact

(B) The Coalition’s website (www.elc-naturecoast.org )

(C) E-mail 

(D) Announcements to local radio and TV stations if approved and developed

(E) Other means if approved and developed

2. Notification Procedures:  Upon notification to activate the COOP:

a. In the event of a possible natural disaster or emergency the Coalition will follow the request of the Emergency Operation Center and the actions of the school system. Such requests and actions include prior evacuations and closure of the Early Learning programs including the resource and referral program.
b. The Coalition’s Executive Director will notify the Agency for Workforce Innovation, Office of Early Learning and the Coalition’s subcontractors of the current situation and that the COOP is being activated and gives an estimated time of arrival and contact information for the alternate facility.

c. The Executive Director then ensures all other Relocation Team members are contacted.  A minimum of two attempts are made to contact Relocation Team members. If contact attempts are unsuccessful, the members are left messages or sent a page. The Managers will make attempts to contact their non-essential staff and require them to report to the office or to their home. The Contract Coordinator will make attempts to notify the Coalition’s sub-contractor. If the event leading to the activation of the COOP impacts the Coalition’s sub-contractor the Contract Coordinator shall request regular situation reports from the sub-contractor and inform the Executive Director. 
d. Once initial contact is made (message left/page sent) to non-essential staff and the Coalition’s sub-contractor, the Managers will notify the Executive Director who will report the status to the Emergency Coordinating Officer via telephone or other means of available communication.

e. For personnel not initially contacted, once the message or page is received, they should immediately contact the Relocation Team member who contacted them.

f. Notification may be via personal contact, telephone, cell phone, pager, radio and TV broadcasts, or a combination thereof.

g. After relocation has been effected, the Human Resource/Office Manager will contact the local media and provide them with one of the following “canned” news releases:
	Statement #1: Citrus County Office Emergency

	The Early Learning Coalition of the Nature Coast, Inc. will be operating from the Childhood Development Services Offices until further notice. The office is located at 1564 West Gulf to Lake Hwy. Crystal River, FL  34428. The Coalition can be reached during business hours (8:00am-4:00pm) at 352-795-2667 and during non-business hours at 352-302-4633 or 352-303-2116.

	Statement #2: Citrus County Office Emergency

	The Early Learning Coalition of the Nature Coast, Inc. will be operating from the Chiefland Office, until further notice. The office is located at 124 North Main Street Chiefland, Fl 32626. The Coalition can be reached during business hours and non-business hours at 352-302-4633 or 325-490-5855.

	Statement #3: Citrus County Office Emergency

	The Early Learning Coalition of the Nature Coast, Inc. will be operating from the Childhood Development Services Inc, office until further notice. The office is located at 342 Wildwood Shopping Center Wildwood, FL  34785. The Coalition can be reached during business hours and non-business hours at 352-302-4633 or 325-303-2116.

	Statement #4: Levy County Office Emergency



	The Early Learning Coalition of the Nature Coast, Inc. will be operating from the Crystal River Office, until further notice. The office is located at 1564 North Meadow Crest Blvd. Crystal River, Fl.  The Coalition can be reached during business hours and non-business hours at 352-302-4633 or 325-563-9939.


10.17 Telecommunications and Information Systems Support

A. Telecommunication and information systems maintained at the local level must be assessed to determine any inconsistencies or issues which may arise if the COOP is activated. The coalition must insure that there are back-up plans to address disruptions in communications in the event of a disaster. 

B. Telecommunication capabilities at the alternate facility(ies) should be sufficient for the performance of mission essential functions under the COOP. Information systems support at the alternate facility(ies) will be provided by the host agency staff, if available, or by a prearranged contractor.

C. It is imperative that each employee ensures that unique or critical information system requirements are considered in planning and, if appropriate, are identified as capabilities to be provided by support organizations at the alternate facility(ies).

D. At a minimum, all members of the Relocation Team are suggested to have cell phones and/or pagers.

E. Following is a description of the Coalition’s communication system:
	INTERAGENCY COMMUNICATION

	List all existing methods of communication and the necessary equipment, i.e. number of hand-held radios, frequency, number of phone lines, number of cell phones or pagers, etc.

Three (3) Phone Lines

Three (3) Cell Phones  

     


	COMMUNICATION WITH OTHER CRITICAL SERVICES

	List the existing methods and necessary equipment for communicating with each of the critical services.
Phones – landline and cell phones

Email- computer and internet connection




	GOALS FOR IMPROVING OVERALL COMMUNICATIONS DURING ACTIVATION OF THE COOP

	List ways of improving overall communications.

Develop a policy for staff, relocation team and leadership team to meet at a location following an emergency. Instruct individuals to attempt all locations in the same order.




10.18 Security and Access Controls

A. The Coalition will insure that the COOP and the administrative/fiscal facilities and subcontractor facilities have posted evacuation route plans in all areas accessed by the public and staff. 

B. Signs identifying building evacuation routes are displayed in the areas of the Coalition offices accessed by the public and employees.   One evacuation route sign is placed on the wall in a highly visible location for each room, including the front lobby.

C. Subcontractors are required to provide assurances that evacuation routes have been posted in all areas of their office(s) accessed by the public and employees in the Continuity of Operations Plan required by the Coalition. 
D. The Coalition will insure all necessary security and access controls are provided at the alternate facility and that the administrative/fiscal facilities are secured during COOP operations. 
E. The Citrus County and Levy County Sheriff’s Office will ensure all necessary security and access controls are provided at the Coalition’s alternate facility when it is selected, and the local Police Departments will ensure all necessary security and access controls are provided at the out-of-county alternate facility when it is chosen. Also, the Citrus County and Levy County Sheriff’s Office will ensure the primary Coalition facility is secured during COOP operations. 

F. It is strongly encouraged that essential items and data be pre-positioned at the in-town alternate facility or other off-site location in addition to being carried in a Drive-Away Kit.  The Emergency Coordinating Officer is responsible for providing guidance to staff on the requirements for the contents of the Drive-Away kits, which may contain such items as software, databases, publications, laptop computers, etc. Each function area will determine the requirement to develop a kit and the contents of the kit. Checklists may need to be used to help ensure the inclusion of all necessary contents.
G. A second back-up Drive-Away Kit may be pre-positioned in the trunk of the vehicle that may be used by the Early Learning Coalition of the Nature Coast, Inc. Executive Director.
H. Items included in these are as follows:
1. Executive Director

a. Continuity of Operations Plan and Subcontractor Plans

b. Lap Top Computer/Charger

c. Portable Printer and Software

d. Extension Cord

e. Office Supplies (pens, pencils, paper, stamps)

f. Cell Phone & Charger

g. Staff Roster

2. Finance Director
a. Staff Roster

b. Request for Expenditure Books (current year)
c. Bank Reconciliations (current year)
d. Tax Documents (current year)
e. Payroll (current year)
f. Benefits and Payments (current year)
g. Benefits agreements (BCBS,AIG Valic)
h. Single Audit (last two years)
i. Program Reimbursement Invoices (current year)
j. Blank Checks (50)
k. Deposit Slips (10)
l. Bank account information 
m. Tax Exempt Certification
n. Record of Deposits (current year)
o. Void Checks
p. Journal Entries (current year)
q. Match Reports (current year)
r. Quick Books Software
s. Essential Records:

(A) Most recent provider reimbursement reports and contact information

(B) Human Resource Book

(C) State emergency contact information

(D) Corporate documents

t. Laptops with all necessary data disks.
u. Normal office supplies can be purchased at a local office supply store after an emergency. Drive-Away Kit may only include enough supplies for a 24-hour period.
v. Other items specific to office functions.

3. Human Resource/Office Manager
a. Continuity of Operations Plan and Subcontractors Plan

b. Lap Top/Charger

c. Extension Cord

d. Office Supplies

e. Cell Phone and Charger

f. Staff Roster

g. Agreement Books (current year)

h. Board and Committee Books or disks (current year)

i. Contractor Books or disks (current year)

j. Back up disk of computer

k. Articles of Incorporation

l. Tax exempt certification

m. Action Items

n. Policy and Procedures

o. Annual Reports (last two years)

4. District Managers

a. Continuity of Operations Plan and Subcontractors Plan

b. Lap Top/Charger

c. Extension Cord

d. Office Supplies

e. Cell Phone and Charger

f. Staff Roster 

g. Eligibility and Enrollment information and applications

h. Child enrollment list (School Readiness and VPK)

i. Community Services Directories

j. Contact list of all early learning programs including directions to each facility

5. Contract Coordinator
a. Continuity of Operations Plan and Sub-Contractor’s COOP

b. Lap Top/Charger

c. Extension Cord

d. Office Supplies

e. Cell Phone and Charger

f. Staff Roster

g. Eligibility and Enrollment information and applications

h. Child enrollment list (School Readiness and VPK)

i. Contact list of all early learning programs including directions to each facility

10.19 Tests, Training and Exercise

A. Test, training and exercise programs must be developed to include the following components: 

1. Staff awareness

2. Leadership responsibilities 

3. Alert and notification procedures 

4. Validation and testing of equipment and communications of selected alternate facilities.

B. Exercise programs to test staff awareness and response capabilities should be initiated and performed annually. 

C. This plan will be reviewed and update annually by the Executive Director. The Emergency Coordinating Officer will be responsible to disseminate this information annually to the Relocation Team members.
D. The Emergency Coordinating Officer will:
1. Train and orientate Coalition essential staff on the key aspects of this COOP
2. Validate plans and procedures
3. Test equipment
E. This COOP will be practiced annually. Exercises will be conducted in:

1. Alert and Notification

2. Operational Plan

3. Alternate Facility(ies)

4. Interoperable Communication

F. The Coalition requires all subcontractors to describe how their staff is trained to administer their agency’s COOP in a Continuity of Operations Plan.  It also requires the subcontractor to describe how components of the COOP are provided to child care providers and parents regarding continuity of child care services, payments, realigning children to various providers dependent upon areas affected by the disaster, contact information, alternate site designation, etc.  
10.20 Initial Actions

A. Based on the situation and circumstance of the event, the Coalition will evaluate the capability and capacity levels required to support the current mission essential functions of the facilities and determine if the situation necessitates relocation of staff and/or other resources. If it is deemed necessary to activate the COOP, the Executive Leadership Team will select an appropriate alternate relocation point. 

B. The Emergency Coordinating Officer will initiate the immediate deployment of the Relocation Team to an assembly site or the designated alternate relocation point.

C. The Emergency Coordinating Officer will notify managers and provide instructions and guidance on operations and the location of the alternate relocation point. Managers will notify their staff and provide instructions and guidance.

D. The Emergency Coordinating Officer will coordinate the immediate deployment of the Coalition to an assembly site or the designated alternate relocation point. 

E. After the initial notification effort is complete, the results, including individuals not contacted, must be reported to the Emergency Coordinating Officer.

F. The Emergency Coordinating Officer will notify the facility contact at the designated alternate relocation point to expect the relocation of the administrative/fiscal and/or subcontractor facilities. 

G. The Executive Director of the Coalition will notify the Agency for Workforce Innovation, Office of Early Learning, the State of Florida Emergency Operations Center (850-412-9900), and the local County Emergency Office that an emergency relocation of the Coalition and/or the subcontractor is anticipated or is in progress. 

H. The Contract Coordinator will notify the subcontractors that the Coalition’s COOP has been activated and operations have been moved to an alternate facility.  The subcontractors/child care providers will inform parents about the relocation of the administrative/fiscal offices as necessary.  The Coalition requires that the subcontractors’/child care providers’ Continuity of Operations Plan include a description of their strategy for notifying parents during duty hours if a relocation of the subcontractor / child care provider office(s) is necessary
I. All personnel and sections of the Coalition should implement normal security procedures for areas being evacuated. 

J. The Emergency Coordinating Officer should take appropriate measures to ensure security of the administrative/fiscal offices and equipment or records remaining in the building and contact the Citrus County and Levy County Sheriff’s Department to further ensure security of the facility and its contents. 

K. The Relocation Team will prepare the alternate relocation point for the continuity of the Coalition’s mission essential operations. 

L. The Emergency Coordinating Officer will provide daily updates to the Agency for Workforce Innovation, Office of Early Learning Director and the other interested parties regarding COOP activation and operations. 
M. The Contract Coordinator will provide daily updates to the Coalition’s sub-contractor. 
N. The Agency for Workforce Innovation, Office of Early Learning will notify staff at the state level of the alternate mail service location and the Coalition will notify the local mail delivery system of the relocation and provide mail routing instructions as appropriate.

O. If appropriate, the Emergency Coordinating Officer prepare a public press release or release a “canned” news release to inform customers of alternate provisions including new work locations, phone numbers, etc. 

10.21 Activation Procedures Duty Hours

A. The tasks in section 10.20: Initial Actions are completed in their entirety. 

B. The Executive Leadership Team directs the Emergency Coordinating Officer to begin movement of the Relocation Team members to an assembly site or a designated alternate facility immediately.

C. The relocation team members immediately deploy to an assembly site or a designated alternate facility to assume mission essential functions.  Managers direct non-essential staff to go home and await further instructions.

D. The Citrus County and Levy County Sheriff’s Office will help ensure the security of the Coalition’s primary facility and its contents.  Pre-positioned resources and utilization of a Drive-Away Kit will help ensure all pertinent data, records, and information.

10.22 Activation Procedures Non-Duty Hours

A. The tasks in section 10.20: Initial Actions are completed in their entirety.

B. The Executive Leadership Team directs the Emergency Coordinating Officer to begin movement of the Relocation Team members to an assembly site or a designated alternate facility immediately.
C. The relocation team members immediately deploy to an assembly site or a designated alternate facility to assume mission essential functions.  Managers direct non-essential staff to go home and await further instructions.
D. The Citrus County and Levy County Sheriff’s Office will help ensure the security of the Early Learning Coalition of the Nature Coast, Inc.’s primary facility and its contents.  Pre-positioned resources and utilization of a Drive-Away Kit will help ensure all pertinent data, records, and information.

10.23 Transition to Alternate Operations

A. Following the activation of the COOP and establishment of communication links at an alternate facility, the Executive Leadership Team should order the cessation of operations at their main site. 

B. The Executive Director and/or his/her designee will notify the Agency for Workforce Innovation, Office of Early Learning and the State of Florida Emergency Operations Center that an emergency relocation of the Coalition staff is complete and will provide new contact numbers. 

C. As appropriate, the Emergency Coordinating Officer instructs the Human Resource/Office Manager to notify press, news media, outside customers, vendors and other service providers of the temporary relocation (including any changes to Coalition contact information). 

10.24 Site-Support Responsibilities

A. Following notification that a relocation of the Coalition staff has been ordered or is in progress, the facility contact at the alternate relocation point will coordinate with the Executive Director and/or his/her designee in preparation for the activation of the COOP and to receive the Relocation Team. This includes providing for the protection and movement of records. Staff from Agency for Workforce Innovation, Office of Early Learning may assist with establishing connectivity and maintaining support for the required systems and databases. 

B. The alternate facility sites were chosen for their direct access to the statewide reporting system, as well as access to an adequate number of computers and internet connections, telephones, client information, and provider information.  The Drive-Away Kit(s) described in earlier will help ensure access and availability of all necessary data, records, and information from the Coalition’s local office.

10.25 Execution of Mission-Essential Functions

A. Upon COOP activation, the Coalition will begin providing support for the following functions: 

1. Monitoring and assessing the situation that required the relocation; 

2. Monitoring the status of personnel and resources;

3. Planning and preparing for the restoration of operations at the main facilities or other long-term facility. 

10.26 Establishment of Communications

A. The Coalition staff in conjunction with the Agency for Workforce Innovation, Office of Early Learning Information Technology staff will ensure all necessary and pre-planned communications systems are established, adequate, and functioning properly, and will service and correct any faulty or inadequate communications systems. 

B. The alternate facility should be pre-equipped with computer, telephone and fax lines. 

C. The Coalition will ensure continual updates are provided in the form of telephone contacts, press releases and web page updates in order to optimize communication efforts to both internal and external customers. 

10.27 Relocation Team

A. As soon as possible following their arrival at the designated alternate relocation point, the Relocation Team members will begin providing support for the following functions: 

1. Coordinating transition of Coalition's mission essential functions to the alternate relocation point. 

2. Disseminating administrative and logistics information upon arrival. This information must cover the operational procedures for the next 30 days. 

10.28 Augmentation of Staff and Other Resources

A. If it becomes evident that the Coalition staff cannot ensure the continuous performance of mission essential functions, the Coalition, in coordination with the Agency for Workforce Innovation, Office of Early Learning, will determine the additional positions necessary to ensure the continuous performance of mission essential functions. 

B. The Coalition, with assistance from the Agency for Workforce Innovation, Office of Early Learning if needed, will then ensure that the identified positions are staffed with individuals who have the requisite skills to perform the tasks. 

C. The Coalition in cooperation with the Agency for Workforce Innovation, Office of Early Learning will ensure that all resources needed to sustain operations for 30 days are acquired. 

10.29 Amplification Guidance to All Personnel

A. The Coalition will develop informative memorandum for dissemination to its staff, subcontractors, the Agency for Workforce Innovation, Office of Early Learning, and the local community to include child care providers and parents, regarding the duration of alternate operations, pertinent information on child care payments, location(s) for services, payroll, time and attendance, duty assignments, and travel authorizations and reimbursements. The Coalition will disseminate the information to the appropriate staff. 

B. The Coalition has responsibility for consideration of the health and emotional well-being of its staff and families. This includes obtaining information and providing guidance on any medical or special needs of its staff and families. 

10.30 Development of Plans and Schedules for Reconstitution and Termination

A. The Coalition will develop Reconstitution and Termination Plans and Schedules to ensure an orderly transition of all Coalition functions, personnel, equipment, and records from the temporary alternate location to a new or restored facility. 

B. The Coalition will approve the plans and schedules prior to the cessation of operations, and will submit the plans to the Agency for Workforce Innovation, Office of Early Learning in writing, as soon as is feasibly possible. 

C. The Coalition will take the lead role in overseeing the Reconstitution and Termination process. 

10.31 Procedures for Reconstitution and Termination

A. Within 24 hours of an emergency relocation, the Coalition will initiate operations to salvage, restore, and recover the affected facilities after the approval of the local and federal law enforcement and emergency services, if involved. Reconstitution procedures will commence when it is ascertained that the emergency situation has ended and is unlikely to recur. Once this determination has been made, one or a combination of the following options may be implemented, depending on the situation: 

1. Continue to perform mission essential functions at the alternate relocation point for up to 30 days. 

2. Begin an orderly return to the main facilities affected and reconstitute full operations.

3. Establish operations in some other facility in the same geographical area. 

B. Upon a decision by the Coalition that the main facility can be reoccupied or that a different facility will be secured for the Coalition: 

1. The Coalition will oversee the orderly transition of all functions, personnel, equipment, and records from the alternate relocation point to a new or restored facility. 

2. Prior to relocating back to the main facility or another building, the Coalition will ensure appropriate security, safety, and health assessments for suitability. 

3. The staff remaining at the alternate relocation point will transfer mission- essential functions and resume normal operations when the equipment and documents are in place at the new or restored facility. 

10.32 After Action Review and Remedial Action Plan

A. An After Action Review (information collection process) will be initiated prior to the cessation of operations at the alternate relocation point. The information to be collected will, at a minimum, include information from any employee working during the COOP activation and a review of the strengths and weaknesses at the conclusion of the operations. 

B. The information is incorporated into a COOP Remedial Action Plan. Recommendations for changes to the COOP and any accompanying documents will be developed and incorporated into the COOP annual review process.
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