MayDay 2009

How well do you know your disaster lingo?  For MayDay this year, test your knowledge of continuity planning and send results to preservation@forums.archivists.org. Presented by the SAA Preservation Section.

1.  What does COOP stand for?

a. 	Coordinated Opening Operating Procedures.
b. 	Continuity of Operations Planning.
c. 	Community and Other Office Personnel.
d. 	Customized Organization Operations and Personnel.

Answer: b. Continuity of Operations Planning

Continuity of Operations Planning was originally developed to ensure that government agencies continue to function in the event of a disaster.

2.  True or False: Continuity planning is only relevant for government agencies.
 
Answer: False

In the business world, such planning is often referred to as business continuity planning.  Regardless of what you call it, determining what you need to get your institution’s key functions back up and running as soon as possible is an essential part of disaster planning.

3.  Why develop a COOP plan?

a.	It makes good business sense.
b.	It outlines essential resources (staff, personnel, and information) needed to continue organization’s essential functions.
c.	It plans for safety of staff and collections.
d.	None of the above.
e.	All of the above.

Answer: e.  All of the Above.  

Continuity Planning identifies the critical business functions of an organization, prioritizes the order of processes to recover, establishes the minimum resources necessary for essential functions, and develops alternate sources of these critical resources.

4.  True or false:  Elements of a continuity of operations plan or a business continuity plan include all of the following:

	Essential functions
	Delegations of authority.

Succession planning.
Alternate facilities.
Interoperable communications.
Vital records and databases.
Human capital.
Program for testing the plan

Answer:  True.  

Continuity planning includes all of the above and more!

5.  What small steps can you take to implement continuity planning at your institution?

a.   Identify critical operations.   
b.   Plan what to do if you building is not accessible.
c.	Plan for payroll continuity (you do want to get paid, don’t you?!).
d.	Create a contact list for vendors you plan to use in an emergency.  
e.	All of the above
f.	None of the above.

Answer: All of the above.  

To learn more about continuity planning, check out the following online resources:

Emergency Management Institute.  IS-547.  Introduction to Continuity of Operations (COOP).  http://training.fema.gov/EMIWeb/IS/IS547lst.asp (free online training)

Ready.Gov.  Business Continuity and Disaster Preparedness Plan.  http://www.ready.gov/business/_downloads/sampleplan.pdf (a very simple sample plan)

Ready. Gov.  Continuity of Operations Planning.  http://www.ready.gov/business/plan/planning.html 

Southeast Florida Library Information Network.  Disaster Planning and Recovery Resources.  http://www.seflin.org/index.cfm?fuseaction=pages.Disaster (sample COOPs)

6.  Post your COOP Success stories and failures here.  Include sample plans or anything you think would be relevant to your colleagues.





