
COOP at a Glance 

 
 

The following COOP “at a glance” is designed as a reminder of the primary sections of a COOP.  

These are the items that must be considered during this exercise. 

Identify essential division functions and programs 

 Essential functions provide vital services, exercise civil authority, maintain the safety and 
well-being of general populace, and sustain an industrial and economic base. 

 Identify personnel and vital systems and equipment necessary to perform essential 
functions. 

Establish delegation of authority 

 Identify which authorities should be delegated, limits upon exercising authority, who (by 
title) will have authority, under what circumstances will they have authority. 

Establish lines of succession 

 Succession should be provided to a minimum depth of three at any point where policy 
and directional functions are carried out. 

Identify alternate facilities 

 An in-town facility for circumstances where the primary facility is inaccessible. 

 A facility out-of-town for circumstances where primary facility is inaccessible and there is 
a threat to the entire region. 

 Memorandum of Understanding/Agreement with alternate facility. 

 Identify a liaison at the alternate facility. 

 

 



Identify requirements for an alternate facility 

 Must provide sufficient space (indoor office space, outdoor parking space) and equipment 
to accommodate relocating essential personnel. 

 Must be operational within 3-12 hours of COOP Plan activation. 

 Must be able to sustain operations for up to 30 days. 

 Must provide reliable logistical support, services, and infrastructure systems. 

 Identify pre-positioned assets and resources at alternate facility. 

Identify communications and technology requirements for alternate facility 

 Availability of voice, fax, cellular, internet, email, data systems, etc. 

 Internal and External communications ability. 

 Provisions for access to unique or critical information systems from alternate facility. 

 Telecommunications and information system technology support at alternate facility. 

Identify vital records, systems and databases critical to the performance of division functions 

 Provide for protection, duplication, and movement of records. 

 Maintain accuracy and currency of records. 

 Identify pre-positioned assets and resources at alternate facility. 

Personnel Coordination 

 Identify essential division functions and programs to remain active during COOP 
activation. 

 Identify normal duty hours and COOP activation duty hours for staff. 

 Identify key staff positions and develop staffing requirements to carry out essential 
functions. 

 Identify procedures for requesting additional staff to augment initial COOP activation 
staff. 

 Identify procedures to contact non-essential staff during COOP activation. 

Develop Drive-Away kits 

 Pre-packaged supplies, equipment, and other logistical support, which will ensure 
performance of essential functions (may be a supply trailer). 

Travel, lodging, and dining issues 

 Establish administrative procedures to allow for travel and transportation to the alternate 

facility, if alternate facility is beyond reasonable commuting distance from residence. 



Identify security measures for normal and emergency operations 

 Technological security measures (computer information/data systems, communications 
systems) and site security measures (site perimeter, access controls, protective lighting, 
etc.) for the primary and alternate facility. 

Develop site-support procedures 

 Identifies the initial requirements for receiving, supporting, and relocating essential staff. 

 Developed with representative of alternate facility. 

Establish alert and notification procedures 

 Identify warning conditions, parameters of alerts and notification in all scenarios to 
include duty and non-duty hours. 

 Identify specific actions to alert and notify key staff and non-essential personnel that 
COOP activation is imminent (call down lists). 

 Identify specific actions to terminate primary operations and activate key staff, 
communications links, and the alternate facility. 

 Identify activation procedures during duty hours; the procedures should be 
complementary to your organization’s Building Evacuation Plans. 

Identify activation procedures during non-duty hours 

 Identify time-phased deployment and departure procedures (partial pre-deployment of any 

essential functions, based on the level of threat). 

 Establishes the minimum standards for communication, direction and control to be 

maintained until the alternate facility is operational. 

Identify alternate operations functions 

 Performance of any essential functions deemed to be critical to operations. 

 Re-establish normal lines of communication to all critical customers. 

 Assign responsibilities to key staff to perform mission essential functions. 

 Determine if current staffing meets the workload to perform mission essential functions, 

and activate additional staff as necessary. 

 Provide additional guidance to all personnel in regards to duration of alternate operations 

and include pertinent information on payroll, time and attendance, duty assignments, etc. 

 Immediately begin preparation of communication and vital records and databases 

procedures to transfer back to primary facility. 

 Circumstances may dictate that a new primary facility is designated and subsequently 

occupied. 

Establish a reconstitution and termination plan 



 Develop policy for ending alternate operations and returning to a non-emergency status at 

the designated primary facility. 

 Establish procedures outlining specific actions (security, safety, and health assessments) to 

ensure a timely and efficient transition of communications, direction and control, and 

transfer of vital records and databases to primary facility. 

 Conduct an after action review to assess all phases and elements of the alternate operations 

and provide specific solutions to correct any areas of concern, and develop a remedial 

action plan.               

Develop tests, training, and exercises 

 To train and orient key staff, validate plans and procedures, and test equipment. 

Develop a multi-year strategy and program management plan 

To insure maintenance, operation, and funding for a viable COOP capability 

The COOP “at a glance” described all of the important issues that should be considered during an 

emergency that impacts mission-essential operations. During this exercise, each Group will be 

required to develop an Incident Action Plan for the first two modules. The key issues listed below 

are of primary importance and should be addressed specifically in the Incident Action Plan by 

each Group and detailed in writing on the forms provided. 

 

 Alert and notification Process 

 Identification of Essential Functions/Programs 
o Initial 48 hours 
o Seven (7) days 
o Thirty (30) days 
o Sixty (60) days 

 Alternate facility 
o Identification 
o Requirements 

 Personnel Coordination 

 Site Support Procedures 

 


