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Thank you for having me!!!



What happens when a key 
agency member is suddenly 

gone?



What happens is your station 
is lost to a disaster?



But it won’t happen here…

















Today’s Goal:

• To understand Continuity of Operations Planning (COOP) for 
EMS agencies and its importance upon the organization after a 
disaster or significant emergency event.



Why is COOP Important to EMS?

A Continuity of Operations Plan 
(COOP) is a process resulting in a 
strategy to ensure that essential 

functions continue during an 
emergency and its immediate 

aftermath. 

Essential functions include business 
services (payroll and purchasing), 

communication (internal and 
external), computer and systems 
support, facilities maintenance, 

safety and security, and continuity 
of providing EMS service.



What other EMS 
functions are considered 

“essential”?



The Process 
Begins



Planning team should consider these in developing goals, objections and action plans:

How the COOP team 
will be designed so 
that essential 
functions can be 
operational no later 
than 12 hours after 
activation.

1

How the COOP team 
will be designed so 
that it can be  
sustained for up to 30 
days.

2

How the COOP team will 
set priorities for re-
establishing essential 
functions and 
maintaining the safety 
and well-being the 
community.

3

How the COOP team 
will ensure the 
agency has access to 
all service to continue 
functioning.
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Primary Objectives:

• Ensure the continuous performance 
of the organization’s essential 
functions during a disruption event.

• Protect essential facilities, 
equipment, vital records, and other 
assets.

• Reduce or mitigate disruptions to 
operations.

• Assess and minimize damage and 
losses.

• Facilitate decision making during a 
disruption event.

• Achieve a timely and orderly 
recovery from a disruption event 
and resumption of full operations.



Additional Core Objectives:
• Ensure the safety of employees

• Ensure the continuous performance of a 
department or agency’s critical functions 
during an emergency 

• Protect essential equipment, records and other 
assets 

• Reduce disruptions to operations 

• Minimize damage and losses 

• Achieve an orderly recovery from emergency 
operations 

• Identify plans to ensure operational and 
managerial requirements are met before an 
emergency occurs  



Phases of Continuity of Operations Activation:

Phase IV Reconstitution: operations at alternate facility are terminated and 
normal operations resume. 

Phase III Continuity Operations: full execution of essential operations at alternate 
operating facilities or under alternative leadership is commenced.

Phase II Activation and Relocation: plans, procedures, and schedules to transfer activities, 
personnel, records, and equipment to alternate facilities or personnel.

Phase I Readiness and Preparedness 



Continuity of Operations Plan Elements



Essential Functions:

• The essential functions section should 
include a list of the organization or 
district’s prioritized essential functions. 
Essential functions are those 
organizational functions and activities 
that must be continued under any and 
all circumstances. The essential 
functions section should include a list 
of the organization’s prioritized 
essential functions. Essential functions 
are those organizational functions and 
activities that must be continued under 
any and all circumstances.



Orders of Succession:

• This section should identify orders of 
succession to key positions within the 
agency during an emergency when the 
current staff are unable or unavailable 
to execute their duties. Orders should 
be of sufficient depth to ensure the 
organization’s ability to manage and 
direct its essential functions and 
operations.



Delegations of 
Authority:
• This section should identify, by 

position, the authorities for making 
policy determinations and decisions to 
act on behalf of the agency head, 
agency leadership, administrative 
board members and other key 
individuals. Delegations should specify 
at least two alternate authorities and 
any 6 limitations based on this 
delegation. Legal counsel should review 
these delegations.



Continuity Facilities:

• This section should explain the 
significance of identifying an 
alternate facility, the 
requirements for determining an 
alternate facility, and the 
advantages and disadvantages of 
each location. Performance of a 
risk assessment is vital in 
determining which alternate 
location will best satisfy an 
organization’s requirements.



Vital Records:

• This section should identify what 
agency vital records are and how 
they will be handled. Vital records 
include electronic and hard copy 
documents, references and 
records needed to support 
essential functions during a COOP 
situation and to reconstitute 
normal operations after the 
emergency ceases.



Two Types 
of Vital 
Records:

Emergency operating records, i.e. 
Emergency operations plans and directives, 
Orders of succession, Delegations of 
authority, References for those who 
perform which essential functions 

Legal and financial records, i.e. Personnel 
Records, Social Security Records, Payroll 
Records, Retirement Records, Insurance 
Records, Contract Records, Student 
Records, and Medical Records



Communications Continuity 
and Interoperability

• This section should identify 
available and redundant critical 
communication systems that are 
located at the alternate facility. 
These systems should provide the 
ability to communicate within the 
organization and outside the 
organization.



These 
communications 
systems should 
provide the 
ability to:

Communicate externally with staff, 
management, hospitals, medical direction, 
other agencies and organizations.

Communicate internally with staff.

Ensure connectivity between internal and 
external parties in the event that primary 
means of communication fail 

Ability to operate at the alternate facility 
within 12 hours, and for up to 30 days.



Alert, 
Notification and 
Implementation 

Process:

• This section should explain the events 
following a decision to activate the COOP 
Plan. This includes employee alert and 
notification procedures and the COOP 
Plan implementation process. Consider 
development of a dark web site with 
critical emergency information prior to 
implementation as the result of an event. 



Mission Critical 
Systems:
• This section should address the 

organization’s mission critical systems 
necessary to perform essential 
functions and activities. Organizations 
must define these systems and address 
the method of transferring/replicating 
them at an alternate site, i.e. any items 
that an agency cannot do without, that 
may need to be evacuated with staff or 
that needs to be purchased for the 
alternate facility.



Human Capital 
Management:
• Human capital management is the 

sum of talent, energy, knowledge, 
and enthusiasm that people invest 
in their work. This section might 
include diagrams or charts that 
enhance all personnel’s 
understanding of their position and 
duties during a COOP situation. 
Including a plan for keeping 
employees informed as to their 
status, can be part of this section.



Devolution:

• The devolution section should 
address how an organization will 
transfer statutory authority and 
responsibility for essential 
functions in the aftermath of a 
worst-case scenario, one in which 
the leadership is unable or 
unavailable for an extended 
amount of time.



Reconstitution:

• This section should cover the 
process by which, staff and 
leadership resume normal 
operations, from the original (or 
replacement) primary operating 
facility.



Creating COOP 
Annexes



Authorities and References

• This annex should cite a list of authorities and references 
that mandate the development of this COOP Plan, and 
provide guidance towards acquiring the requisite 
information contained in this COOP Plan. 



Operational Checklists:

• This annex should contain operational 
checklists for use during a COOP event. 
Checklists may be designed to list the 
responsibilities of a specific position or 
the steps required to complete a 
specific task. 
• For example: Emergency Calling 

Directory, Vendor Contact 
Information, Key Personnel Roster, 
Essential Functions Checklist, 
Alternate Site Acquisition Checklist, 
Emergency Operating Records and 
IT Checklist and an Emergency 
Equipment Checklist.



Alternate Locations:

• This annex should include general 
information about the alternate 
location/facility, to include the 
address, points of contact, and 
available resources at the 
alternate location. 



Maps and Evacuation 
Routes:
• This annex should provide 

maps, driving directions, and 
available modes of 
transportation from the 
primary facility to the alternate 
location. Evacuation routes 
from the primary facility should 
also be included.



Definition and 
Acronyms:
• This annex should contain a 

list of key words, phrases, 
and acronyms used 
throughout the COOP Plan 
and within the COOP 
community. Each key word, 
phrase and acronym should 
be clearly defined.





Contact Information:

• jhaag@multimedbilling.com

• 315.544.9193 – Direct line

• multimedbilling.com/training.php

mailto:jhaag@multimedbilling.com
https://multimedbilling.com/training.php

