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| INTRODUCTION
The Continuity of Operations Plan (COOP) is an all-hazards plan that provides structure and
mechanisms for local-level policy and operational coordination should the Big Bend Healthcare
Coalition (BBHCC) experience an event that impacts its ability to perform essential functions.
This document provides planning and program guidance for BBHCC to implement its COOP.
The severity and consequences of an emergency cannot be predicted, but effective contingency
planning can minimize the impact on the BBHCC function and personnel.

A. Purpose and Scope

The BBHCC may experience a situation requiring activation of the COOP under “blue sky”
conditions or under emergency conditions such as severe weather. Blue sky conditions include
impacts to the offices of the Apalachee Regional Planning Council (ARPC), but not to the
community overall. The purpose of the COOP is to provide the necessary structure so that the
BBHCC continues to perform essential functions efficiently with minimal disruption.

The BBHCC COOP applies to the functions and resources necessary to ensure the
continuation of BBHCC'’s essential functions in the event that its normal operations at the
offices of the Apalachee Regional Planning Council are disrupted or threatened with
disruption. Staff of the BBHCC consists of four primary staff members: The BBHCC Program
Coordinator, the BBHCC Training and Exercise Coordinator, a Financial Administrator, and a
Communications Coordinator. The BBHCC COOP can be activated during normal
organization hours, after regular business hours, with and without warning.

B. Planning Assumptions

The following assumptions were used while creating this plan:

¢ An event has occurred that affects normal operations,

e There is limited or no access to the affected facility,

e Documents and equipment within the facility are inaccessible,
e Qualified personnel are available to continue operations.

C. Objectives

Objectives of the BBHCC COOP are:

¢ Ensure that BBHCC personnel can perform its essential functions under
all conditions,

e Ensure that BBHCC personnel has equipment necessary to continue to
perform essential functions,

e Ensure that BBHCC personnel are able to access an alternate workplace
or facility.
D. Plan Development and Maintenance

This Continuity of Operations plan, as developed, is predicated on guidance of
the HPP capabilities, specifically capability 3, objective 2, activities 1 & 2.

II. PLAN ACTIVATION
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COOP activation a scenario-driven process that requires flexible and scalable responses to
emergencies and events that can disrupt operations with or without warning. The BBHCC
COOP will be activated in consultation with the Executive Director of the ARPC. If the offices of
the ARPC are impacted, the ARPC COOP will be activated, and those notification procedures
will be followed.

Actions upon Activation

1)

Upon activation of the BBHCC COOP Plan, the BBHCC Program Coordinator or
designee will be responsible for notifying staff, the BBHCC Board of Directors, and
relevant partners. An ICS 214 form or equivalent can be used from activation until
deactivation of the plan for documentation purposes.

Staff will email grant/contract managers and other relevant partners updating them on
the situation.

If applicable, staff will recall to the ARPC office if able, move their electronics to the
interior office, cover them with trash bags, and close their office doors. Staff working
remotely who may be unable to move their equipment in a timely manner may request
help from other staff to do so.

Staff will work remotely from home or another safe area until the COOP plan is
deactivated by the Executive Director or designee. Activation of the COOP plan waives
the remote work policy. Staff will focus on their program priorities when working, and
expand their work beyond the main areas of focus if able. Life-safety and protection of
property and environment are to be handled by each individual staff member before
focusing on work.

Communication Procedures

The Executive Director or designee will communicate with staff as often as
warranted with situation updates. Department Heads and their staff should be in
communication daily if possible, relaying any pertinent information to the Executive
Staff. All ARPC staff should utilize the tiers of communication methods found

below:

e Primary Communication Method: Microsoft Teams

e Secondary Communication Method: Work Email

e Tertiary Communication Method: Personal Cell Phone Text
Message/Phone call

e Quaternary Communication Method: Personal Email

Locations for contact information and communication methods are listed below:

Employee Communication Methods

1 | Staff work email list located at:
- 2507 Callaway Road, Suite 100, Tallahassee, FL 32303
- ARPC.org
- ARPC Shared Drive
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- Qutlook

2 | Staff cell phone list located at:

- 2507 Callaway Road, Suite 100, Tallahassee, FL 32303
- ARPC Shared Drive

- Qutlook

3 | Staff personal email list located at:

- 2507 Callaway Road, Suite 100, Tallahassee, FL 32303
- ARPC Shared Drive

- QOutlook

M. COORDINATION ROLE

All BBHCC Staff have work-issued laptops and can thus work from any location that is
physically viable and has internet access. Additionally, all BBHCC staff receive cell phone
stipends that will cover data usage if cell phones need to be utilized as Wi-Fi hotspots.

The coordination role of BBHCC staff should thus not be significantly impacted unless
widespread damage has occurred, rendering offices, homes, and other possible places of
work unviable.

In any event, BBHCC shall maintain, to the best of their ability, open lines of communication
and coordination of members as warranted by the situation. Every effort should be made to
maintain a timely, facilitated flow of information to key members or the membership as a
whole.

IV. LEADERSHIP CONTINUITY

Orders of succession are a formal and sequential list of senior leadership positions,
written by position and not name, to identify who is authorized to assume the role of a
position, should the incumbent be unavailable. The term unavailable means the
incumbent of a position is not able, because of absence, disability, incapacity, or other
causes, to exercise the powers and duties of an office. The table below provides
information on the position succession for the BBHCC.

Position to be . Activation and
Successors Delegated Duties o
Succeeded Termination

Triggers

Activate:
Incapacitated,
Big Bend Healthcare Al duties as assigned unavailable,
Coalition Coordinator

Terminate: Return of

Program Cord.

Activate:
Big Bend Incapacitated or
Healthcare BBHCC Deputy unavailable
Program Coordinator All duties as assigned .
Coordinator Terminate: Return of

Program Coordinator
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Activate:
Apalachee Regional Incapacitated or
Planning Council unavailable
Executive Director or | Al duties as assigned
Designee Terminate: Return of

Program Coordinator

Activate:
Incapacitated,
unavailable,
BBHCC Program All duties as assigned . )
Coordinator Terminate: Return
of Coordinator
Activate:
Big Bend Incapacitated or
Healthcare unavailable
Coalition Deputy Apalachee LEPC All duties as assigned
Coordinator Coordinator Terminate: Return
of Coordinator
Activate:
Incapacitated or
unavailable

or Designee Terminate: Return
of Coordinator

Activate:
Incapacitated or
unavailable,
BBHCC Deputy All duties as assigned o
Coordinator Terminate: Return
of Comm. Coord.
Activate:
Communications Incapacitated or
Director unavailable
BBHCC Program | Al duties as assigned .
Coordinator Terminate: Return
of Comm. Coord.

Activate:
Incapacitated or
unavailable,

ARPC HR Director All duties as assigned Terminate: Return

of Comm. Coord.
Activate:
Finance Director Incapacitated or
unavailable

or Designee Terminate: Return
of Comm. Coord.

CONTINUITY DETERMINIATIONS

The BBHCC Program Coordinator, in consultation with the ARPC Executive Director, or
appropriate designees, initiates the implementation of the BBHCC COOP Plan based on the
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VL.

follow continuity determinations:
Non-Spontaneous Events

Non-spontaneous events are emergencies or disasters with sufficient forewarning, which can
range from several hours (i.e. a strong squall line of tornadic thunderstorms) to days or weeks
(hurricanes or wildfire threats) and can be acted upon prior to impact.

For events with sufficient forewarning, the BBHCC Program Coordinator, alongside the ARPC
Executive Director or designee, will activate the COOP Plan at their discretion. The BBHCC
Program Coordinator and ARPC Executive Director or designees will make this decision based
on internal, local, statewide, and national guidance from Emergency Management and Weather
agencies.

Spontaneous Events

Spontaneous events are emergencies or disasters with little-to-no forewarning and can only be
reacted to, such as facility fire, severe flash flooding, tornadoes, etc.

In the event of a spontaneous emergency or disaster, all BBHCC and ARPC Staff, Clients, and
Guests should take every action to ensure their own safety, and if able, the safety of others.

The Executive Director or designee will first account for staff, clients, and guests, before
activating the COOP Plan at their discretion based on an analysis of the aftermath of the
emergency or disaster event.

Plan Activation During Normal Organization Hours

If the plan is activated, employees will be instructed to tele-work from home if that location is
deemed safe to do so. If working from home is not deemed a safe enough option, employees
are to inform their supervisors, and seek to work at a partner agency or public area that is safe
and usable.

Plan Activation Outside Normal Organization Hours

If an event occurs outside normal organization hours that renders a facility uninhabitable, the
BBHCC Program Coordinator and Executive Director or designees will activate the BBHCC
COOP Plan using the communication procedures detailed in this section.

SUPPLEMENTAL RESOURCES

Employees must also prepare in advance for what to do in an emergency and should
develop a Family Support Plan to increase personal and family preparedness. To
develop your Family Support Plan, use the templates available at www.ready.gov. this
site includes a ‘Get Ready Now” pamphlet, which explains the importance of planning
and provides a template that you and your family can use to develop your specific
plan. The following list is gathered from https://www.ready.gov/build-a-kit.

A. Basic Disaster Supplies Kit

To assemble your kit, store items in airtight plastic bags and put your entire
disaster supplies kit in one or two easy-to-carry containers such as plastic bins or
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a duffel bag.

A basic emergency supply kit could include the following recommended items:

o Water - one gallon of water per person per day for at least three days,
for drinking and sanitation

e Food - at least a three-day supply of non-perishable food

¢ Battery-powered or hand crank radio and a NOAA Weather Radio with tone
alert

e Flashlight

o First aid kit

o Extra batteries

o Whistle to signal for help

¢ Dust mask to help filter contaminated air and plastic sheeting and duct
tape to shelter-in-place

¢ Moist towelettes, garbage bags and plastic ties for personal sanitation
o Wrench or pliers to turn off utilities

¢ Manual can opener for food

e Local maps

¢ Cell phone with chargers and a backup battery

e Download the Recommended Supplies List (PDF)

B. Additional Emergency Supplies

Consider adding the following items to your emergency supply kit based on your
individual needs:

e Prescription medications

¢ Non-prescription medications such as pain relievers, anti-diarrhea
medication, antacids or laxatives

e Glasses and contact lens solution

¢ Infant formula, bottles, diapers, wipes, diaper rash cream

o Pet food and extra water for your pet

e Cash or traveler's checks

¢ Important family documents such as copies of insurance policies,
identification and bank account records saved electronically or in a
waterproof, portable container

¢ Sleeping bag or warm blanket for each person

e Complete change of clothing appropriate for your climate and sturdy shoes

¢ Household chlorine bleach and medicine dropper to disinfect water

o Fire extinguisher

¢ Matches in a waterproof container

e Feminine supplies and personal hygiene items

o Mess kits, paper cups, plates, paper towels and plastic utensils

e Paper and pencil

e Books, games, puzzles or other activities for children

VIl. CRITIAL INFRASTRUCTURE DISRUPTION MITIGATION

The top critical infrastructure disruptions that would impact the ability of BBHCC to perform its duties
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are electric power and communications systems. The steps to mitigate against and prepare for
negative impacts from these disruptions are below.

All BBHCC Staff have work-issued laptops and can thus work from any location that is physically
viable and has internet access, if need be. Additionally, all BBHCC staff receive cell phone stipends
that will cover data usage if cell phones need to be utilized as Wi-Fi hotspots.

BBHCC staff may utilize any number of alternate work sites in order to continue their work. This may

include home, County or State Emergency Operation Centers, or any other partner workspace that is
made available to the staff.

VIIl. ESSENTIAL RECORDS

All essential records are kept digitally on the ARPC Cloud network, which automatically saves and
backs up work, contracts, financial information, and other essential records.

Additionally, paper copies of contracts and financial information are kept as hard copies by the ARPC

Finance Department and Human Resources Department.

IX. CONTACTS

All primary and redundant contact information for the Members of the Big Bend Healthcare Coalition is
stored in the ReadyOp Mass Communications platform, which is updated regularly. The full contact list
is downloaded periodically each year following General Membership meetings in order to have a
backup list.

Contact information for Big Bend Healthcare Coalition Staff can be found below:

Name Title Email Phone
Christian Levings BBHCC clevings@arpc.org 850-294-8434
Coordinator/ARPC
EM Department Head
Elizabeth Todak BBHCC Deputy etodak@arpc.org 321-231-1952
Coordinator
Juliette Kearce ARPC Finance jkearce@arpc.org (850) 312-5064
Director
Monica Pitts ARPC HR Director mpitts@arpc.org (850)312-5023
Melissa Franklin ARPC MFranklin@arpc.org 850.312.5016
Communications
Director
Chris Rietow ARPC Executive CRietow(@arpc.org (850) 312-3310
Director
Page 9

This document to act as a framework only



mailto:MFranklin@arpc.org

