
Continuity of Operations 
(COOP) 
for Douglas County Departments

Workshop 1

The University of Wisconsin Extension provides affirmative action and equal opportunity in education, 
programming and employment for all qualified persons regardless of race, color, gender/sex, creed, 
disability, religion, national origin, ancestry, age, sexual orientation, pregnancy, marital or parental, arrest or 
conviction record or veteran status.



Purpose and Goals

Purpose of Sessions
To provide time for collaborative 
learning about COOP, and time 
to work on departmental COOP 
documents.

Goal
First, all Douglas County 
departments will submit a draft 
COOP plan(s)* to 
Administration by 
March 31, 2018.

Second, Douglas County will 
develop a county-wide COOP 
by June 30, 2018.
* Some departments may
need a COOP by
sub -department



Sessions
All Sessions in GC204, Unless Noted Otherwise

• January 29, 9AM – 11AM, COOP Consult, Part 1
• January 31, 2PM – 4PM, COOP Consult, Part 1
• February 12, 9AM – 11AM, COOP Consult, Part 1
• February 13, 9AM – 11AM, COOP Consult, Part 1, Courthouse 207

• March 12, 9AM – 11AM, COOP Consult, Part 2
• March 13, 2PM – 4PM, COOP Consult, Part 2
• March 20, 9AM – 11AM, COOP Consult, Part 2
• March 21, 2PM – 4PM, COOP Consult, Part 2

• No pre-registration is required.
• If no one is present by 15-minuntes into session, session 

will be canceled.
• If you send another department representative in you 

place, please send with materials.
• You may attend a session more than once, but the 

agenda will not change significantly



What is a COOP?
Continuity of Operations (COOP) is a federal 
government initiative, required by U.S. Presidential 
Policy Directive 40 (PPD-40), to ensure that agencies 
are able to continue performance of essential functions 
under a broad range of circumstances:

“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, territorial, tribal, and local governments, 
and the private sector support the ability of the Federal 
Government to perform National Essential Functions (NEFs)."



Emergency Response Structure
Community Response

County Response

Roles of :
• Emergency 

Management
• Incident Command 

(Field Operations)
• Emergency Operations 

Center



Role and Structure of County COOP 
Operations
Leadership of the County COOP function

Preparedness for leadership

Relationship of the COOP organization to the County EOC

Role of Department Heads

Role of Department Workers

Your Department Support

Support of Other Functions

ICS/EOC

Other COOP Department

Special Functions

Information Technology

Facilities



Douglas County - COOP Planning
COOP planning must be reasonable, practical, and achievable. 

You are not planning for every possibility that could cause an 
interruption. Your plan will guide your performance of essential functions 
as a result of any interruption.  

* Remember that as we discuss resources, we are discussing all of the “things” you need to accomplish 
your critical functions.  These may include facilities, staff, data, equipment, supplies...

Douglas County plans for three general scenarios for interruption:
• Departmental resources* are unavailable (damaged, ill, etc.) but the 

community is intact. 
• The community has damage but your resources are intact.
• The facility and community are both damaged.



Things to Remember As You Plan
• You may benefit from partnering with other close departments

(e.g., court staff)

• Do not forget “special functions” (e.g., elections).

• It is better in this planning to be “minimalist” with essential functions.

• If your department has no “immediate” or “day” essential functions, 
your essential function will likely to be leadership and labor to 
assist departments that are overwhelmed.

• You do not have to have a complete technical plan for your data but 
you do need to communicate fully with IT staff on what your IT 
requirements are.

• Damage assessment is an important part of each department’s 
responsibilities (e.g., equipment and supply inventories.)



COOP Planning Process
Workshop: 

Understand Process

Workshop:
Idea Generation

Department: Form 
COOP Team

COOP Team:
Revise and Finalize 

Worksheets

Department:
Review COOP Plan 

(Annually)

County: Submit Plan 
to Administration & 

Emergency 
Management



COOP: For Office & Home
Department Employees, especially 
employees that would be considered 
essential personnel should also 
consider individual and family 
preparedness.

Some people have responsibilities at 
home that could inhibit their ability to 
perform essential functions, which may 
require extended hours and stress when 
executing a COOP in an emergency 
situation.



Worksheets to Create Your Departmental
Coop:
Workshop 1:
Worksheet A: Orders of Succession and 
Delegation

Worksheet B: Determine Essential 
Functions

Worksheet C: Prioritize Essential 
Functions

Worksheet D: Essential Functions Staff

Worksheet E: Go Kits

Worksheet F: Vendor Information

Worksheet G: Inventory of Vital Records

Workshop 2:
Worksheet H & I: Staff Calling Tree 
(Table & Chart)

Worksheet J: Communications Plan 
with Partners

Worksheet K: Alternate Work Site 
Requirements

Worksheet L: Alternate Worksite 
Options

Worksheet M: COOP Plan Training 
Program

Worksheet N: COOP Plan Exercise 
Program



Resolving Questions

Parking Lot Questions

Document or Ask Your 
Question

James will Research 
Answer, and Provide a FAQ



Worksheet A: Orders of Succession 
and Delegation
List authorized successors for leadership in Worksheet A. Lines 
of succession should be reviewed and updated routinely to 
ensure continuity of essential functions. Desk manuals, Job 
Action sheets, and cross trained staff are recommended for all 
essential functions.

Delegations of authority will follow the orders of succession. If 
the Director is unavailable for a sustained period of time, the 
second individual will be delegated the authority to act on 
behalf of the Director. If first and second individuals are 
unavailable for a prolonged period, the third individual will 
assume the primary authority, and so on.

applewebdata://4B878976-B73F-47CA-BB52-0EB35CF09596/#_bookmark13


Worksheet A: Orders of Succession 
and Delegation



Worksheet A: DHHS Example



Worksheet B: Determine Essential 
Functions
The department must identify and prioritize its essential functions so the 
mission may be carried out during an emergency or COOP incident. 

Any task not deemed as an essential function will be deferred until additional 
personnel and resources become available.

The essential functions are prioritized using the following definitions:

• Immediate: Must be performed immediately after a disruption.

• Day: Not considered immediate, but must be performed within 24 hours. 

• Week: Must be performed, given a disruption of greater than one day but less 
than one week. 

• Month: Must be performed, given a disruption of greater than 1 week but less 
than 1 month 

After 30 days of emergency operations, all functions should be resumed at normal operations level.

If normal operations cannot be resumed in 30 days, the department may consider
entering devolution agreements with other agencies/organizations.



Essential Functions, 4-Part Process
Determine 

Essential (or 
Mandated) 
Functions

Prioritize 
Functions and 

Timing

Personnel to 
Carry Out 
Essential 
Functions

Go Kit - to 
perform 

Essential 
Function



Worksheet B: Determine Essential 
Functions



Worksheet B: DHHS Example



Worksheet C: Prioritize Essential 
Functions



Worksheet C: DHHS Example



Worksheet D: Essential Functions 
Staff



Worksheet D: DHHS Example



Go Kits, what are they?
Each essential function should have a “Go Kit” in the event the function 
must relocate quickly. These kits contain only items that are vital to the 
performance of the function. A kit may be a simple as a portable 
electronic storage device (flash drive) with all the manuals, forms, 
contacts, and links necessary to perform the function, even if this data is 
on a duplicate server or cloud service. 

The kit may also be a physical box or bag with manuals, supplies, 
equipment, etc. that are necessary to perform the function. One should 
not rely on the presence of technology and should consider a 
manual work around.  One should consider keeping the kit at an 
alternative location to assure access if your building becomes 
compromised. It is very important to keep the information contained in 
the kit up to date. Worksheet E can be used to document the contents of 
each kit.

applewebdata://3907E0D3-10D3-4BCE-AE8A-2B51512A4FD0/#_bookmark17


Worksheet E: Go Kits



Worksheet E: DHHS Example



Vendor Information
During a COOP incident, it is important to have a 
plan of how to obtain or maintain the equipment 
and supplies necessary to perform essential 
functions. Use Worksheet F to document the 
vendor’s contact information, the types of 
services, equipment, or supplies provided, and 
other relevant information.

applewebdata://2E20E94C-0BFA-472A-A044-64A73EA57CE9/#_bookmark18


Worksheet F: Vendor Information



Worksheet F: DHHS Example



Vital Records
As used in COOP planning, the term “vital records” 
refers to documents and databases that must be 
available to support a department’s essential 
functions. (Not to be confused with Birth and Death 
records administered by the health department.) Vital 
records include the databases that support the records.  

Use Worksheet G to document the necessary files, 
records, or databases with a description, location, 
supporting applications (what software is necessary to 
open the file,) how it is maintained, and any back up or 
protections in place.

applewebdata://3A3921AB-462E-40C9-89B8-569B1B80959D/#_bookmark19


Worksheet G: Inventory of Vital 
Records



Worksheet G: DHHS Example



Worksheet G: DHHS Example



Planning Ahead for Workshop 2
Things to think about:

• If your current work location was damaged 
or destroyed, where would you work?

• What special requirements might you 
have?

• Do you have any partners or locations 
where you could co-locate?

• Communications… who do you need to 
communicate with (stakeholders, customers, 
state, etc.)?

• How will you train your department on 
COOP?


	Continuity of Operations (COOP) 
	Purpose and Goals
	Sessions
	What is a COOP?
	Emergency Response Structure
	Role and Structure of County COOP Operations
	Douglas County - COOP Planning
	Things to Remember As You Plan
	COOP Planning Process
	COOP: For Office & Home
	Worksheets to Create Your Departmental�Coop:
	Resolving Questions
	Worksheet A: Orders of Succession and Delegation
	Worksheet A: Orders of Succession and Delegation
	Worksheet A: DHHS Example
	Worksheet B: Determine Essential Functions
	Essential Functions, 4-Part Process
	Worksheet B: Determine Essential Functions
	Worksheet B: DHHS Example
	Worksheet C: Prioritize Essential Functions
	Worksheet C: DHHS Example
	Worksheet D: Essential Functions Staff
	Worksheet D: DHHS Example
	Go Kits, what are they?
	Worksheet E: Go Kits
	Worksheet E: DHHS Example�
	Vendor Information
	Worksheet F: Vendor Information
	Worksheet F: DHHS Example
	Vital Records
	Worksheet G: Inventory of Vital Records
	Worksheet G: DHHS Example
	Worksheet G: DHHS Example
	Planning Ahead for Workshop 2

