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Pandemic Influenza
Continuity of Operations Plan
Insert name of department, division, school or college




This plan is developed by the organizational unit named above to outline the critical functions, positions, designated and essential personnel and response/recovery actions relevant to a pandemic outbreak.  This document will be combined with similar plans from other organizational units and compiled into a campus-wide plan for responding to an influenza pandemic or other similar outbreaks. Please complete this form and review the check list attached indicating your department’s status with the applicable portion of the Blueprint for Pandemic Flu Preparedness Planning for College and Universities. To be better prepared, all USC departments and units should use this form to complete a Continuity of Operations Plan (COOP) - to describe how your department will operate during an emergency and recover afterwards to be fully operational. 



Section I: Department’s Primary Operation

Please indicate below the principle nature of your department’s operations (check all that apply):
	 Instruction
	 Student life support

	 Laboratory research
	 Research support

	 Other research
	 Facilities support

	 Administration
	 Other (describe): ______________________________________________________________________



Section II: Administrative and Essential Personnel

Please list your department’s succession of leadership (depth charting).  This list should represent the people who can make operational decisions if the head of your department is absent.
 

	Name
	Position
	Email
	Office Phone
	Cell Phone

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	





\

Please list those individuals responsible for implementing your department’s Continuity of Operations Plan (COOP).

	Name
	Position
	Email
	Office Phone
	Cell Phone

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Please list the essential personnel whose absence would jeopardize provision of your department’s critical services (including but not limited to health, safety and well-being of USC’s campus community).
	Name
	Position
	Email
	Office Phone
	Cell Phone

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	



	
	
	
	
	



Section III: Emergency Communication Systems

All USC employees are responsible for keeping informed of emergencies by monitoring news media reports and USC’s website. To rapidly communicate with your employees in an emergency, all departments are encouraged to prepare and maintain efficient communication. Note below the system(s) you will use to contact your employees in an emergency. Departments should identify multiple communication systems that can be used for backup, after hours, when not on campus, or for other contingencies.

	 Phone
	 Email
	 Pager

	 Call tree
	 Departmental web site
	 Other (describe)________________

	 Instant messaging
	 Text messaging



Section IV: Tracking of Employee Absences

All departments should plan to monitor faculty and staff who are ill with flu-like symptoms. Please list those individuals who will track and record employee absences and flu-like illnesses (e.g., iTAMS human resources manager, supervisor, etc).

	Name
	Position
	Email
	Office Phone
	Cell Phone

	
	
	
	
	


	
	
	
	
	


	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	





Please indicate your overall plan to monitor faculty and staff who are ill including contacting staff who are unexpectedly absent from work. 

	














Section V:  Disease Prevention (Infection Control) 

Actions should be taken to provide supplies for basic disease transmission prevention (e.g., hand sanitizers, disinfectants, tissues). 
Please describe the actions your department has implemented.

	











Section VI: Mitigation Strategies

Considering your objectives, dependencies and essential functions, describe below the steps you can take now to minimize the impact of a Pandemic on your operations. For example, you may wish to stock up on your critical supplies and develop contingency work-at-home procedures, address attendance policies within the classroom/workplace, and create social distancing procedures. This may be the most important step of your emergency planning process. Formulation of your mitigation strategies may require reevaluation of your objectives and functions. 

	























Section VII: Critical Functions, Processes, and Staffing 

List below your department’s functions that are essential to operational continuity and/or recovery and who is responsible for them if USC reduces workforce, cancels/postpones classes. Make sure that alternates are sufficiently cross-trained to assume responsibilities.

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	


List below your department’s functions that are essential to operational continuity and/or recovery, and who is responsible for them if USC reduces workforce and closes the University for nonessential services. Make sure that alternates are sufficiently cross-trained to assume responsibilities.

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	

	Essential Function:
	

	
	Primary
	Alternate
	Second Alternate

	People Responsible
	
	
	

	Phone Numbers
	
	
	



Section VIII: Emergency Access to Information and Systems

If access to your department’s information and systems is essential in an emergency, describe your emergency access plan below. This may include remote access (or authorization to allow remote access), contacting IT support, Blackboard, off-site data backup, backup files on flash drives, hard copies, Blackberry/Treo or use of alternate email systems (e.g., Yahoo). Identify what critical data and records are backed up, whether the backup is stored on-site or off-site.  

	
























Section IX: Other Departments Your Department Depends on to Provide Essential Functions

Key Internal (Within USC) Dependencies
All USC departments rely on IT, Payroll, Purchasing, Business & Finance, LE&S, EH&S, Human Resources and Office of Facilities & Services. List below the other products and services upon which your department depends and the internal USC departments or units that provide them.
	Dependency (product or service) :
	

	Provider (USC department):
	

	Dependency (product or service) :
	

	Provider (USC department):
	

	Dependency (product or service) :
	

	Provider (USC department):
	

	Dependency (product or service) :
	

	Provider (USC department):
	

	Dependency (product or service) :
	

	Provider (USC department):
	

	Dependency (product or service) :
	

	Provider (USC department):
	

	Dependency (product or service) :
	

	Provider (USC department):
	


Key External Dependencies

List below the external products, services, suppliers and providers upon which your department depends. It is recommended that you encourage them to prepare continuity of operations plan.

	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
	
	



Section X: Exercising Your Plan & Informing Your Faculty and Staff

Share your department’s completed plan with your faculty and staff. Your department is encouraged to hold exercises to test the plan and maintain awareness. Please note below the type of exercises your department will consider using.  

	 Faculty/staff meeting
	 Emergency communication test
	Exercise Dates (if applicable)

	 Call-tree drill
	 Off-site information access test
	

	 Tabletop exercise
	 Unscheduled work-at-home day
	Faculty/Staff Distribution Date

	 Interdepartmental exercise
	 Emergency assembly drill
	

	 Other drill (describe): ___________________________________



Section XI: Critical Issues for your Department to Consider in Recovering from a Pandemic 

Describe your department’s plan to fully resume operations as soon as possible after the pandemic has passed. Consider aspects of resumption/scheduling of normal activities and services, work backlogs, resupply of inventories, absenteeism, the use of earned time off, and emotional needs.

	














Section XII: Special Considerations for Your Department

Describe here any additional or unique considerations that your department may face during a pandemic.

	
















Section XIII: Continuity of Operations Plan Submission

Thank you for completing your department’s Continuity of Operations Plan (COOP). 

Please submit an electronic copy of this plan to your supervisor and the Pandemic Influenza Coordinating Committee Chair 
(Dr. Deborah Beck at dbeck@mailbox.sc.edu).

	Person Submitting Report:
	Title:

	Department/Division: 
	Date Submitted:
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