Pandemic Influenza – Continuity of Operations Plan
Kansas State University

Instructions:  All K-State departments and units are required to use this form to complete a Continuity of Operations Plan (COOP).  This plan will prepare your department in the event of a Pandemic Influenza to continue operations and recover afterwards to be fully operational.  This is your plan, please feel free to add to this template to meet your needs.  The process of planning for any emergency is a very valuable aid.  Be collaborative when drafting this document and seek comments from your faculty and staff.  For assistance contact the Division of Public Safety, 2-5856.

	A.  Primary Department Information

	Department/Unit
	     

	College
	      

	Department Head
	     
	Phone #:      
	Alt Phone #:      

	
	Email Address:      

	
	Web Address:      

	COOP Contact (Name):      
	Phone #:      
	Email Address:      
	Room & Building:      

	Other Department Locations:      
	     

	     
	     

	B.  The Principle Nature Of Your Department’s Operations (check all that apply)

	□ Teaching
	□ Student life support

	□ Laboratory research
	□ Research support

	□ Other research
	□ Facilities support

	□ Administration
	□ Other (describe):      

	C.  Your Department Objectives 
     

	D.  How Do You Communicate With Your Faculty, Staff, Students, And Clients? (check all that apply))

	□ Phone
	□ Email
	□ Direct Connect, e.g., Nextel

	□ Call Tree
	□ Departmental Web Site
	□ Pager

	□ Instant Messaging
	□ Other (Describe):      

	E.  Emergency Access to Information and Systems
     

	F.  Your Department’s Essential Functions (use continuation sheet if necessary)

	Essential Function:
	     

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	     
	     
	     

	Phone Numbers
	     
	     
	     

	Essential Function:
	     

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	     
	     
	     

	Phone Numbers
	     
	     
	     

	Essential Function:
	     

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	     
	     
	     

	Phone Numbers
	     
	     
	     

	Essential Function:
	     

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	     
	     
	     

	Phone Numbers
	     
	     
	     

	G.  Your Department’s Leadership Succession

	
	Name
	Phone #
	Alt Phone #

	Head or Director
	     
	     
	     

	First Successor
	     
	     
	     

	Second Successor
	     
	     
	     

	Third Successor
	     
	     
	     

	H.  Key Internal Dependencies (Within KSU)

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	I.  Key External Dependencies (Outside KSU)

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	J.  Mitigation Strategies
     

	K.  Exercising Your Plan and Informing Your Staff (check all that apply)

	□ Staff orientation meeting
	□ Emergency communication test
	Exercise Dates:      

	□ Call tree drill
	□ Off site information access test
	

	□ Tabletop exercise
	□ Unscheduled work at home day
	Staff Distribution Date:      

	□ Interdepartmental exercise
	□ Emergency assembly drill
	

	□ Other drill (describe):      

	L.  Recovery After the Pandemic 
     

	M.  Special Considerations for Your Department

     

	N.  Home Emergency Planning for Individuals and Families

	Guide for Individuals and Families
	Emergency Contacts Form

	Family Health Information Sheet

	Pandemic Flu Planning Checklist for Individuals and Families


O.  COOP Submission.  Thanks you for completing your department’s Pandemic Influenza Continuity of Operations Plan (COOP).  Save a copy of this document on your computer or network.  Please submit this electronic copy:  [SUBMIT]

Essential Function Continuation Sheet

	Essential Function:
	     

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	     

	
	Primary
	Alternate
	Second Alternate

	Responsible Person
	
	
	

	Phone Numbers
	
	
	


Key Internal Dependencies Continuation Sheet

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     

	Dependency (product or service)
	     

	Provider (KSU department)
	     


Key External Dependencies Continuation Sheet

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     

	Dependency (product or service):
	     

	
	Primary
	Alternate

	Supplier/Provider
	     
	     

	Phone Numbers
	     
	     


