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Section 1 
INTRODUCTION
1.1 Purpose
The purpose of this COOP plan is to provide the framework for Internal Services within the City of Salisbury to restore essential functions in the event of an emergency that affects operations.  This document establishes the Internal Services COOP program procedures for addressing three types of disruptions:

· Loss of access to a facility (as in a fire)
· Loss of services due to a reduced workforce (as in pandemic influenza)
· Loss of services due to equipment or systems failure (as in information technology (IT) systems failure)
It also details procedures to implement actions to continue essential functions within the recovery time objectives established by the COOP Team to maintain essential functions for up to 30 days.

Internal Services is committed to the safety and protection of its employees, operations, and facilities. This plan provides the department and its personnel a framework that is designed to minimize potential impact during an event.  

1.2 Applicability and Scope
This document applies to all personnel in the department and all locations where essential functions are conducted.  It also applies to the array of events and hazards that could threaten the department and its performance of essential functions.   

The COOP plan does not apply to minor disruptions of service including temporary disruptions in IT systems or power outages and any other scenarios where essential functions can be readily restored in the primary facility.  

This COOP plan was developed in concert with the City of Salisbury’s Basic Plan.   
This COOP plan has been distributed to senior leadership within the city and Internal Services. Training has been provided to departmental personnel with identified responsibilities. The COOP plan has been shared with local emergency response and management agencies, Wicomico County emergency management directors, emergency management planners and other interested parties, as appropriate.

1.3 COOP Team
In the event of an incident that interrupts routine operations, certain employees might be asked to relocate, take on additional or alternative functional responsibilities or take on other assigned duties as circumstances dictate. This plan identifies specific pre-assigned positions and functions associated with activating and implementing the COOP plan.  It also details functional activities that might be assigned to department personnel by the COOP Team to support plan implementation. Suggested pre-defined personnel responsibilities include, but are not limited to:

1.3.1 Department Head or Director 

· Implements the COOP plan
· Provides policy direction, guidance, and objectives during implementation of the COOP plan

· Consults with and advises appropriate officials during implementation of the COOP plan
· Serves as the principal department representative to external parties and groups during implementation of the COOP plan

1.3.2 Department COOP Coordinator 

· Serves as the department COOP plan point of contact
· Coordinates implementation of the COOP plan and initiates appropriate notifications inside and outside the department
· Aids COOP Team efforts at the alternate facility
· Initiates recovery of the department as part of reconstitution
· Identifies essential functions to be performed when any part of the department is relocated 

· Identifies those functions that can be deferred or temporarily terminated
· Designates personnel to assist in securing office equipment and files at department locations when implementing the COOP plan
· Prepares site support plans to support the implementation of the COOP plan

· Designates personnel responsible to assist the key personnel arriving at the alternate facility 
· Coordinates lodging, food and other arrangements with the alternate facility, if needed, for personnel who are not commuting and need to remain overnight near the alternate facility
1.3.3 Department Reconstitution Manager

· Forms a reconstitution team
· Develops space allocation and facility requirements to support essential functions
· Coordinates with the Salisbury’s COOP Team to find suitable space if the primary facility is not available
· Develops a time-phased plan, listing functions and projects in order of priority for resuming normal operations
· Coordinates with first responders and facilities management staff to ensure the building is structurally safe and that it meets occupancy regulations
1.3.4 Department Personnel
· Understands their continuity roles and responsibilities
· Knows and are committed to their duties in a continuity environment
· Understands and are willing to perform in continuity situations to ensure the department can continue its essential functions
· Ensures that family members are prepared for and taken care of in an emergency situation
Section 2 
CONCEPT OF OPERATIONS
To implement the COOP plan, the Salisbury COOP Team has developed a concept of operations, which describes the approach to implementing the COOP plan and how each COOP plan element is addressed.  
Below is the Level of Emergency and Decision Matrix to guide the implementation of the COOP plan.  For additional information regarding Concept of Operations, including authority and references, policies and general organization, refer to the City of Salisbury Basic Plan.
Table 2-1
Level of Emergency and Decision Matrix

	Level of Emergency
	Category
	Impact on Local Government
	Decisions

	I
	Alert
	An actual or anticipated event might have an adverse impact of up to 12 hours on any portion of the local government but does not require any specific response beyond what is normally available.  
	Affected department alerts appropriate personnel of situation and requests needed assistance.  No COOP plan implementation required.

	II
	Stand-by 


	An actual or anticipated event estimated to have minimal impact on operations for 12 to 72 hours that may require assistance beyond what is normally available.  
	Affected department alerts appropriate personnel.  Members of the COOP Team are notified and placed on stand-by.  Limited COOP plan implementation depending on individual department requirements.  

	III
	Partial Implementation 
	An actual event estimated to disrupt the operations of one or more essential functions or impact vital systems for more than three days.  
	Affected department alerts elected officials and senior leadership.  COOP Team members are alerted and instructed on the full or partial implementation of the COOP plan.  Implementation of the COOP plan approved by the elected officials or senior leadership.  May require the mobilization of all resources.  May also require the implementation of the orders of succession.  May require the movement of some personnel to an alternate facility for a period of more than three days but less than 14 days.  Event requires command and control resources be applied to the issue.

	IV
	Full Implementation 
	An actual event that significantly disrupts the operations of three or more essential functions or to the full department that impacts multiple vital systems for more than seven days.  
	Affected department alerts elected officials and senior leadership.  COOP Team members are alerted and instructed on the full or partial implementation of the COOP plan.  May require activation of orders of succession.  May require the movement of a significant number of personnel to an alternate facility for a period of more than 14 days.  Event requires command and control resources be applied to the issue, and might require the complete mobilization of all resources.


2.1 Scenario 1: Loss of Access to a Facility

The following section addresses the department procedures when the COOP plan is implemented due to the loss of access to a facility with or without advance notice.  
2.1.1 Assumptions 

This section lists assumptions, which are general statements identified to guide the department in the development of its COOP plan.  The questions below help clarify what the department is able to do in the event of the loss of access to a facility: 
· Has the department identified events or potential events that can adversely impact the department’s ability to continue to support essential functions and services to public?

· If a COOP event is declared, have department personnel received proper training regarding plan implementation?

· Have memorandums of understanding (MOU) and mutual aid agreements (MAAs) been established for additional resources (e.g., personnel, equipment) to continue essential functions?

The bullets below serve as examples. Tailor assumptions to meet each specific department’s situation and needs.

· The department is vulnerable to being rendered unusable by a full range of hazards (manmade, natural, and technological disasters)
· Leadership and personnel recognize their responsibilities to public safety and exercise their authority to implement this COOP plan in a timely manner when confronted with disasters

· If properly implemented, this COOP plan reduces and prevents disaster-related losses
· Loss of access to a facility might occur during or after operating hours
2.1.2 COOP Alert and Notification 
In this section the department can develop a checklist of procedures for notifying the COOP Team, personnel and others of the decision to implement the COOP plan. If notification procedures and processes are currently in place, refer to where those procedures are located or insert them here. 

If notification procedures to alert employees and others are not currently in place, consider the questions below as the notification section is completed:
· Who is responsible for contacting personnel?

· What protocols or procedures are used to contact personnel during day-to-day operations?  During emergency situations?

· Does the department currently use notification software or systems to notify personnel? (e.g., reverse 911, automated call tree, text message or others)

The bullets below serve as examples. Tailor the procedures to meet the department’s specific needs and processes.

· Department Director determines the need and activates the COOP plan
· Department Director notifies the Department of Emergency Management
· COOP Coordinator notifies COOP Team and other relevant teams of activation and provides initial directions (e.g., “Arrive at designated meeting location within two hours for initial assessment.”)
Additional notification measures within 12 hours of implementation include:

· COOP Coordinator notifies Salisbury’s Public Information Officer of implementation and coordinates any necessary press release or public messages (e.g., “Community Recreation Center is temporarily closed until further notice.”)   
· COOP Coordinator or designee ensure all current active vendors, contractors, and suppliers are notified of COOP plan implementation and provides direction on activities that need to be altered, suspended, or enhanced as a result
· As necessary, the COOP Coordinator notifies the primary point of contact for surrounding jurisdictions of the COOP plan implementation, any potential consequences and planned alternate actions that may be required until normal operations can be restored
2.1.3 COOP Plan Implementation 

Implementation of the plan is based on three phases of operation: activation and relocation, alternate facility operations, and reconstitution.
2.1.3.1 Phase I – Activation and Relocation 

In this section, the department can develop a checklist of procedures for activation and relocation.  Some questions to consider when completing this section are:

· Does the department have back-up procedures in place for vital systems, records, and databases?
· What protection methods are in place to reduce loss to essential equipment and files?

· Are personnel assigned to transport vital resources to the alternate facility?

The bullets below serve as examples. Tailor the procedures to meet each department’s specific needs and processes.

· Once notified that the COOP plan is implemented, the COOP Coordinator notifies key personnel for affected essential functions to be activated from the Internal Call List (Rapid Recall List)
· As the Department Director’s designee, the COOP Coordinator works with the COOP Team to facilitate preparations for COOP plan implementation
· Within 12 hours, activated personnel assemble at the alternate facility(ies)
· The COOP Coordinator, in conjunction with the Public Information Officer (or other position), initiates activities to support the actions being taken by the Department, including alert, notification and guidance to supporting personnel 
· Department leaders confirm the safe evacuation of personnel from the facilities, if applicable, and account for personnel throughout the duration of the COOP event. Supervisors and managers contact personnel under their supervision via use of internal contact lists.  The COOP Coordinator is responsible for keeping internal contact lists current and maintaining the lists in hardcopy off-site 

2.1.3.2 Phase II – Alternate Facility Operations 

In this section, the department can develop a checklist of procedures for personnel who have relocated to the alternate site.  Some questions to consider when completing this section are:

· Do personnel understand the established chain of command?

· Have orders of succession been activated?
· Have delegations of authority been clearly identified?

· Does the department have personnel accountability (tracking personnel and their location) procedures in place? 

The bullets below serve as examples. Tailor the procedures to meet each department’s specific needs and processes.

· Activated personnel resume essential functions
· COOP Coordinator provides additional guidance, as required by the situation, to supporting personnel via the (%%insert alert and notification procedure(s)) 

· The department conducts COOP Team meetings to receive updates, assess status, and make decisions

· The COOP Team and the Reconstitution Manager initiate efforts to return to normal operations 
· The COOP Team remains engaged both internally to provide direction on performing essential functions (e.g., prioritization) and externally with other departments and vendors
2.1.3.3 Phase III – Reconstitution 
In this section, the department can develop a checklist of procedures for personnel to assist them in reconstitution due to a loss of access to a facility. Some questions to consider when completing this section are:

· Has the department developed general policies and procedures on ceasing alternate facility operations and returning to normal operations?

· Has the department identified procedures for transitioning vital resources, records, and equipment from the alternate to primary facility?

· Who is responsible for conducting the department’s post-incident review (hot wash) to assess plans and performance, and for completing the After-Action Report that provides specific solutions to correct any areas of concern during plan implementation?
The bullets below serve as examples. Tailor the procedures to meet each department’s specific needs and processes.

· Department personnel continue to provide essential services
· The Department Director informs personnel that the threat of or actual event no longer exists and provides instructions for resumption of normal operations.  Announcements are disseminated via established notification procedures
· The department conducts a hot wash or review of its COOP plan operations and assesses the effectiveness of its plans and procedures as soon as possible
· Departments report the status of reconstitution to the jurisdiction’s executive leadership and other key contacts (e.g., local jurisdictions, vendors and partners), as applicable
2.2 Scenario 2: Loss of Services Due to a Reduction in Workforce
The following section addresses the department procedures when the COOP plan is implemented because of a loss of services due to a reduction in workforce with or without advance notice.  

2.2.1 Assumptions 

This section lists assumptions which are general statements identified to guide the department in the development of its COOP plan.  The questions below help clarify what the department is able to do in the event of a loss of services due to a reduction of workforce. The department also can reference and insert existing pandemic influenza or other health related assumptions if applicable. 
· Has the department identified events or potential events that can adversely impact the department’s ability to continue essential functions and services due to a reduction in workforce?

· Has the department established orders of succession at least three people deep?

· Have department personnel been properly cross-trained?

· What alternate work arrangements has the department made to accommodate relocation due to a reduction in workforce?
The bullets below serve as examples. Tailor the assumptions to meet each department’s specific needs and processes.

· Personnel are properly trained and able to provide backup for key roles and responsibilities
· A reduction in workforce might occur during or after operating hours
· The plan includes reduction in workforce policies and procedures, related to cross training and alternate work arrangements
2.2.2 COOP Alert and Notification

In this section, the department can develop a checklist of procedures for notification of the COOP Team, personnel and others of the decision to implement the COOP plan.  If notification procedures and processes are currently in place, refer to where those procedures are located or insert them here.  Alternately, reference the procedures developed in the previous section addressing loss of access to a facility, if applicable.
If notification procedures and processes are not currently in place, some questions to consider are:
· Who is responsible for assessing the situation?

· Who is responsible for contacting personnel?

· What protocols and procedures are used to contact personnel during day-to-day operations?  During emergency situations?

· Does the department currently use notification software and systems to notify personnel (e.g., reverse 911, automated call tree, text message or others)?
The bullets below serve as examples. Tailor the procedures to meet each department’s specific needs and processes.

· Department Director determines need and implements the COOP plan
· COOP Coordinator notifies COOP Team and other Emergency Management Teams of implementation and provides initial directions (e.g., “Arrive at designated meeting location within two hours for initial assessment.”)

· Back-up personnel are notified
Additional notification measures within 12 hours of implementation include:

· COOP Coordinator notifies Salisbury’s Public Information Officer of implementation and coordinates any necessary press releases or public messages (e.g., “Community Recreation Center is temporarily closed until further notice.”)

· COOP Coordinator or designee notifies all current active vendors, contractors and suppliers of the COOP plan implementation and provides direction regarding activities that need to be altered, suspended or enhanced as a result
· As appropriate and necessary, the COOP Coordinator notifies the primary point of contact(s) for surrounding jurisdictions of the COOP plan implementation and any potential consequences and planned alternate actions that may be required until normal operations can be restored
2.2.3 COOP Plan Implementation 

Implementation of the plan is based on three overarching phases of operation: activation and relocation, alternate facility operations, and reconstitution.

2.2.3.1 Phase I – Activation and Relocation
In this section, the department can develop a checklist of procedures for activation and relocation.  Many of the same procedures that were identified in the previous section addressing loss of access to a facility might be referred to here.  Some questions to consider when completing this section are:

· What steps can be taken for vital records, systems, and databases to be accessible via telecommuting?

· Has the department identified alternate facilities and alternate work arrangements (i.e. telecommuting)?  
· Has the department considered reducing operating hours or locations due to workforce reduction?

· Has the department activated orders of succession?
· Have delegations of authorities been implemented?

The bullets below serve as examples. Tailor the procedures to meet each department’s specific needs and processes.

· Once notified that the COOP plan is implemented, the COOP Coordinator notifies key personnel for affected essential functions to be activated from the Rapid Recall List
· Within 12 hours, activated personnel assemble at the alternate facility(ies)
· COOP Coordinator, in conjunction with the Public Information Officer (or other positions), initiates activities to support the actions being taken by the department, including alert, notification and guidance to supporting personnel and the public (e.g., reduction in services or operational hours)
· Supervisors and managers contact staff under their supervision via use of internal contact list.  The COOP Coordinator is responsible for maintaining the lists in hardcopy off-site.  

2.2.3.2 Phase II – Alternate Facility Operations 
(NOTE: This phase may not be relevant in a reduced workforce scenario.)  In this section, the department can develop a checklist of procedures for personnel who have relocated to the alternate facility. Many of the same procedures that were identified in the previous section addressing loss of access to a facility might be referred to here.  Some questions to consider when completing this section are:
· Are orders of succession in place?

· Have delegations of authority been clearly identified?

· Does the department have personnel accountability (tracking personnel and their location) procedures in place? 

· Have procedures been developed to identify and use supporting personnel as resources to support continued operations?

· What policies and procedures have been considered regarding an extended reduction in workforce (i.e., human resource policies)?

· Can the department support extended telecommuting operations if necessary?

The bullets below serve as examples. Tailor the procedures to meet each department’s specific needs and processes.

· Activated personnel resume essential operations
· The COOP Coordinator provides additional guidance, as required by the situation, to supporting personnel via the (%%insert alert and notification procedure(s)) 
· The department conducts COOP Team meetings to receive updates, assess status, and make decisions
· The COOP Team and Reconstitution Manager initiate efforts to return to normal operations 
· The COOP Team remains engaged both internally to provide direction on for performing essential functions (e.g., prioritization) and externally with other departments and vendors
2.2.3.3 Phase III – Reconstitution 

(NOTE: This phase may not be relevant to a reduced workforce scenario.)  In this section, the department can develop a checklist of procedures for personnel to assist them in reconstitution due to a loss of services from a reduction in workforce. Many of the same procedures that were identified in the previous section addressing loss of access to a facility might be referred to here.  Some questions to consider when completing this section are:
· Has the department developed general policies and procedures on ceasing alternate facility operations and returning to normal operations?

· Has the department developed procedures to resume full operational hours and staffing?
· Who is responsible for conducting the department’s post-incident review (hot wash) to assess plans and performance, and for completing the After-Action Report that provides specific solutions to correct any areas of concern during plan implementation?
The bullets below serve as examples.  Tailor the procedures to meet each department’s specific needs and processes.

· Department personnel continue to provide essential functions
· Department Director informs personnel that the threat of or actual event no longer exists, and provides instructions for resumption of normal operational hours and staffing. Announcements are disseminated via established notification procedures

· The department conducts a hot wash or review of its COOP plan operations and assesses the effectiveness of its plans and procedures as soon as possible

· The department reports the status of reconstitution to the jurisdiction’s executive leadership and other key contacts (local jurisdictions, vendors and partners), as applicable
2.3 Scenario 3: Loss of Services Due to Equipment or System Failure
The following section addresses the department procedures when the COOP plan is implemented due to the loss of services due to equipment or system failure with or without advance notice.  
2.3.1 Assumptions 

This section lists assumptions, which are general statements identified to guide the department in the development of its COOP plan.  The questions below help clarify what the department can do in the event of a loss of services due to equipment or system failure. If the department has an existing Information Technology Disaster Recovery (ITDR) plan, reference that plan for information that may be applicable to this section.
· Has the department identified events or potential events that can adversely impact its ability to continue essential functions and services when there is a loss of critical systems or equipment?

· Has the department identified interim processes to be used if equipment or systems are unavailable (e.g. ability to cut checks)?

· Have MOUs or MAAs been developed to use alternate systems and equipment?
The bullets below serve as examples. Tailor the assumptions to meet each department’s specific needs and processes.

· The department is vulnerable to a full range of hazards (manmade, natural, and technological disasters)

· If properly implemented, this COOP plan reduces or prevents disaster-related losses
· Loss of equipment or systems might occur during or outside of operating hours
· The plan includes interim processes, if feasible, for functions interrupted by system failure
2.3.2 COOP Alert and Notification

In this section, the department can develop a checklist of procedures for notification of the COOP Team, employees and others of the decision to implement the COOP plan.  If notification procedures and processes are currently in place, refer to where those procedures are located or insert them here.  Alternately, reference the procedures developed in the previous sections, if applicable. If notification procedures to alert employees and others affected by COOP plan implementation are not currently in place, some questions to consider when completing this section are:  
· Who is responsible for contacting personnel?

· What protocols or procedures are used to contact personnel during day-to-day operations?  During emergency situations?

· Does the department currently use notification software and systems to notify personnel (e.g., reverse 911, automated call tree, text message or others)?
The bullets below serve as examples. Tailor the procedures to meet each department’s specific needs and processes.

· The Department Director determines the need and activates the COOP plan
· The Department Director notifies the Department of Emergency Management, IT, Facilities and Utilities
· The COOP Coordinator notifies the COOP Team and other Emergency Management Teams of implementation and provides initial directions (e.g., “Arrive at designated meeting location within two hours for initial assessment.”)

· The COOP Coordinator notifies facility or operations personnel of plan implementation.
Additional notification measures within 12 hours of implementation include:

· The COOP Coordinator notifies Salisbury’s Public Information Officer of plan implementation and coordinates any necessary press release or public messages (e.g., “Online bill pay is temporarily unavailable.”)    

· The COOP Coordinator or designee ensures all current active vendors, contractors, and suppliers are notified of COOP plan implementation and provides direction on activities that need to be altered, suspended or enhanced as a result of circumstances resulting in COOP plan implementation
· As necessary, the COOP Coordinator notifies the primary point of contact for surrounding jurisdictions of the COOP plan implementation, any potential consequences and planned alternate actions that may be required until normal operations can be restored
2.3.3 COOP Plan Implementation 

Implementation of the plan is based on three phases of operation: activation and relocation, alternate facility operations, and reconstitution.
2.3.3.1 Phase I – Activation and Relocation

In this section, the department can develop a checklist of procedures for activation and relocation.  Procedures that were identified in the previous sections might be referred to here.  Some questions to consider when completing this section are:

· Does the department have back-up procedures in place for vital records, systems, and databases?

· Is there a similar system used by other departments that can fulfill the needs of the department on a short-term basis?
· Have MOUs or mutual aid agreements been established with neighboring agencies with like systems?
· Can the department implement interim processes?
The bullets below serve as examples.  Tailor the procedures to meet each department’s specific needs and processes.

· Once notified that the COOP plan is implemented, the COOP Coordinator notifies key personnel for affected essential functions to be activated from the Rapid Recall List
· Within 12 hours, activated personnel assemble at the alternate facility
· The COOP Coordinator, in conjunction with the Public Information Officer (or other positions), initiates activities to support the actions being taken by the Department, including alert, notification and guidance to supporting personnel and the public
· Supervisors and managers contact personnel under their supervision via use of the internal contact list.  The COOP Coordinator is responsible for maintaining the lists in hardcopy off-site
2.3.3.2 Phase II – Alternate Facility Operations 

In this section, the department can develop a checklist of procedures for personnel who have relocated to the alternate site. Many of the same procedures that were identified in the previous sections might be referred to here.  Some questions to consider when completing this section are:

· Do personnel understand the established chain of command?

· Does the department have personnel accountability (tracking personnel and their location) procedures in place? 

· Have procedures been developed to identify and use non-designated personnel as resources to support essential functions?

· If necessary, how will the departments support telecommuting operations? 

The bullets below serve as examples.  Tailor the procedures to meet each department’s specific needs and processes.

· Activated personnel resume essential operations
· The COOP Coordinator provides additional guidance, as required by the situation, to supporting personnel via the (%%insert alert and notification procedure(s)) 

· The department conducts COOP Team meetings to receive updates, assess status and make decisions
· The COOP Team or Reconstitution Manager initiates efforts to return to normal operations

2.3.3.3 Phase III – Reconstitution 

In this section, the department can develop a checklist of procedures for personnel to assist them in reconstitution due to a loss of services from an equipment or system failure.  Many of the same procedures that were identified in the previous sections might be referred to here.  Some questions to consider when completing this section are:

· Has the department developed general policies and procedures on ceasing alternate facility operations and returning to normal operations?

· Who is responsible for conducting the department’s post-incident review (hot wash) to assess plans and performance, and for completing the After-Action Report that provides specific solutions to correct any areas of concern during plan implementation?
The bullets below serve as examples.  Tailor the procedures to meet each department’s specific needs and processes.

· Department personnel continue to provide essential services

· Department Director informs personnel that the threat of or actual event no longer exists and provides instructions for resumption of normal operational hours.  Announcement to be disseminated via established notification procedures
· The department conducts a hot wash or review of its COOP plan operations and assesses the effectiveness of its plans and procedures as soon as possible

· The department reports the status of reconstitution to the jurisdiction’s executive leadership and other key contacts (local jurisdictions, vendors and partners), as applicable
Section 3 
ORDERS OF SUCCESSION  
Table 3-1
Orders of Succession
	Essential Function
	Key Personnel
	Successor 1
	Successor 2
	Successor 3

	AP
	
	
	
	

	AR- General
	
	
	
	

	AR- Utility Billing
	
	
	
	

	Finance
	
	
	
	

	HR
	
	
	
	

	Parking
	
	
	
	

	Payroll
	
	
	
	

	Procurement
	
	
	
	


Section 4 
DELEGATIONS OF AUTHORITY 
Table 4-1
Delegations of Authority

	Authority
	Position
	Delegated to Position 
	Triggering Conditions
	Procedures
	Limitations

	Wire transfers
	
	
	
	
	

	Sign Contracts
	
	
	
	
	

	Approve Payroll
	
	
	
	
	

	Approve Budget Transfers
	
	
	
	
	

	Approve Bills
	
	
	
	
	

	Approve FMLA
	
	
	
	
	


Section 5 
ALTERNATE FACILITIES 

Internal Services recognizes that normal operations may be disrupted and that there may be a need to perform essential functions at an alternate facility location. Alternate facilities are listed below.  

Table 5-1
Alternate Facilities
	Primary Facility Location Information

	Address
	


	Alternate Facility 1 Location Information

	Address
	

	Telephone Number
	

	Alternate Facility Official
	


	Alternate Facility 2 Location Information

	Address


	

	Telephone Number
	

	Alternate Facility Official
	


Section 6 
ESSENTIAL FUNCTIONS

Using the criteria established by the City of Salisbury COOP Team, the department has identified essential functions and key personnel who have roles in performing those functions to meet its responsibilities to citizens. 

The department also has prioritized its functions by determining the essential functions’ recovery time objectives (RTOs).  A listing of the department’s essential functions and their RTOs, along with all supporting resources including key personnel, vital records, systems and the equipment required to execute them, is in Appendix B.

Section 7 
COOP ADMINISTRATION AND SUPPORT

7.1 Department Head or Director

· The Director ensures the development and maintenance this COOP plan

· This COOP plan is reviewed annually and updated in accordance with the schedule outlined in the Basic Plan  

7.2 Department COOP Coordinator

· Coordinates the COOP training, testing, and exercise program
· Maintains a current roster of department personnel designated as COOP Team members
· Maintains current personnel emergency notification and relocation rosters
· Conducts periodic tests of the internal and external call list(s) 
· Provides for the proper storage of back-up copies of vital records and other pre-positioned items 
· Maintains a current roster of alternate facility support staff 
· Requests an annual security risk assessment of the alternate facility by security personnel to assist in ensuring facility readiness 
· Conducts periodic coordination visits to the alternate facility 
· Participates in scheduled training, testing, and exercises 

7.3 Department Personnel
· Reviews and understands the procedures for emergency evacuation of department locations
· Provides current contact information to supervisors
Section 8 
TRAINING AND EXERCISES
Personnel who participate in Emergency Response activities must receive Incident Command System (ICS) and National Incident Management System (NIMS) training.  The Director is responsible for working with the COOP Team to arrange necessary COOP training, as needed.  Refer to the Basic Plan for additional information.
Section 9 
RISK IDENTIFICATION AND MITIGATION RECOMMENDATIONS

An internal review identified potential function-based and facility-based risks and vulnerabilities of the department.  Function-based risks are identified in Appendix B “Essential Functions.”  Key personnel must be familiar with the risks to, and vulnerabilities of, functions and facilities and recognize the risks they are confronting.  Understanding how the risks may impact their ability to implement the COOP Plan before an event will give key personnel the opportunity to consider mitigation strategies that can be used to alleviate some or all of the risks that may be encountered.

Appendix G lists “Risk Identification and Mitigation Recommendations.”  In coordination with the COOP Team, the department’s leadership will use the information regarding risks to its operations and facilities to formulate strategic and management decisions that reduce or eliminate risk.  Reducing or eliminating risks to facilities or operations will also substantially reduce risk to personnel.
Section 10 
ACRONYMS AND DEFINITIONS
Refer to the Basic Plan.
Appendix A
INTERNAL CONTACT LIST (RAPID RECALL LIST)
Alternate phone numbers are maintained in the department.

	Name 
	Department
	Primary Phone
	Alternate Phone 
	E-mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix B
ESSENTIAL FUNCTIONS
	Division
	Essential Function
	Description
	Priority
	RTO
	Key Personnel
	Successor 1
	Successor 2

	Finance (Accounting)
	Manage investments and process fund transfers
	1) Print previous day cash report from BofA daily
2) See if city received or needs significant dollars
3) Wire funds to/from investment accounts as required to maintain daily cash 
4) Only Gerri & Pam are authorized
	1-High
	24 – 72 hrs
	
	
	 

	Finance (Accounting)
	Administer debt proceeds
	1) Pay debt payments via wire
2) Submit to debt-holders to drawdown funds - pay to Salisbury or to vendor
	2-Med
	1 wk
	
	
	 

	Finance (Accounting)
	Book all journal entries
	All accounting entries entered into MUNIS
	2-Med
	72 hrs – 1 wk
	
	
	 

	Finance (Accounting)
	Process Funds Transfers
	
	1-High
	24-72 hrs
	
	
	

	Finance (Accounting)
	Coordinate financial audits
	1) File state audit by Nov. 1 – able to get extension to Jan.1.                                                 
2) Do federal audit (single audit) based on receipt of federal funds 
3) Engage independent audit firm to audit city 
4) Some grant/project-level audits
5) Only state & federal audits global in nature
	3-Low
	30 days
	
	
	 

	Finance (Accounting)
	Maintain fixed asset inventory
	1) Set up accounts for capital projects and track for specific projects – if project will cross fiscal year, set up capital project for it 
2) Also in Excel (exported from MUNIS)
3) How much spent on building/furniture & fixtures/engineering services
4) Capital projects typically financed by debt
	3-Low
	30 days
	
	
	

	Finance (Accounting)
	Perform budget maintenance
	1) Departments can request mayor to allow budget transfers; approved transfers go to Finance for action within MUNIS
2) Finance generates any Budget information output from MUNIS – revenue projections/estimates, debt projections/estimates
	3-Low
	30 days
	
	
	

	Finance (Accounting)
	Prepare and file required reports
	Examples:
- uniform financial report (UFR)
- police aid fund
	3-Low
	30 days
	
	
	 

	Finance (Accounting)
	Prepare budget documents
	1) Each department generates their own budget
2) Finance meets with departments to review their budgets
3) Mayor’s office/city administrator determines whether budget items can be met by funds/revenues
4) Budget book – accumulation of department/finance/mayor’s documents (Word, Excel, PDFs – e.g. explain changes from yr-to-yr for line items)
5) Submitted to council – they have 2 months to finalize and pass
	3-Low
	30 days
	
	
	 

	Finance (Accounting)
	Track capital projects
	 
	3-Low
	30 days
	
	
	 

	Finance (AP)
	Perform AP Functions
	1) Positive pay – send check file to bank (check no. payee, amt. & date issued)
2) Update vendors for direct pay
3) Receive POs/PAs from procurement  

4)  Receives/reviews invoices (Gerri does sanity check)
5) Department reviews/matches to ensure invoice is accurate
	1-High
	24 – 72 hrs
	
	
	 

	Finance (AP)
	Process invoices
	1) Check register - council president & Pam are on signature card
2) Copy goes to city clerk; she looks at checks to ensure signatures are in place
	1-High
	24 – 72 hrs
	
	
	 

	Finance (AP)
	Maintain A/P records
	 
	2-Med
	72 hrs
	
	
	 

	Finance (AR)
	Perform A/R deposits
	1) Daily deposits process
  1a) Receive money
  1b) Code to appropriate GL account
2) Perform daily close-out process (“close out the drawer”)
  2a) Accumulate receipts from 2pm prior day
  2b) Match to MUNIS system receipts
  2c) Write deposit slip
  2d) Store in vault until the following morning
  2e) Police takes deposit to bank (B of A)
	1-High
	24 – 72 hrs
	
	
	 

	Finance (AR)
	Collect personal property tax
	 
	2-Med
	72 hrs – 1 wk
	
	
	 

	Finance (AR)
	Prepare & mail personal property tax notices
	1) Download state’s assessment to generate bills for tax
2) Import downloaded file into MUNIS to generate bills
	2-Med
	72 hrs – 1 wk
	
	
	 

	Finance (AR)
	Process land/record mgmt
	1) For all property transfers in Salisbury – bring deed & affidavit stating they know rules for landlord registration
2) Finance checks UBilling, liens, personal property, misc. bills attached to the property’s address
3) If any issues, Finance doesn’t approve transfer
4) Totally reliant on MUNIS, no interim process
	2-Med
	72 hrs – 1 wk
	
	
	 

	Finance (AR)
	Process grant monies
	Finance/AR processes collections, departments' bills
	2-Medium
	1 wk
	
	
	 

	Finance (AR)
	Bill for services
	 
	2-Medium
	72 hrs
	
	
	 

	Finance (IT-MUNIS)
	Provide technical support for end users of our MUNIS system
	 
	3-Low
	1 wk
	
	
	 

	Finance (Payroll)
	Process payroll and deductions
	 
	1-High
	24 – 72 hrs
	
	
	

	Finance (Payroll)
	Update payroll records
	Only for regular employees
1) Depts. each enter their own time – rep enters, supervisor approves
2) Depts. maintain leave balances
3Do spot checking
4) Only exceptions are entered
5) Depts. don't always do prompt updates for separated employees
 - Checks stored in vault in GOB (3 people with access)
 - Only 1 signature card (in vault, only Gerri/Pam have access); blank check stock requires signature card
 - Only check printer is in GOB
 - Approximately ½ of employees receive checks, ½ get direct deposits (400 folks total, 200 checks)
	2-Medium
	1 wk
	
	
	

	Finance (Payroll/AP)
	Process tax forms/1099 forms
	Issue 25-40 1099s
	3-Low
	30 days
	
	
	

	Finance (Procurement)
	Maintain voice telecommunications
	1) Reset voicemail system in GOB for Salisbury
  a) 2 separate systems for Salisbury & Wicomico; no interconnection between the two
2) Manage Salisbury issued cell phones with Verizon
	1-High
	0 -24 hrs
	
	
	

	Finance (Procurement)
	Cut all PO’s and PA’s
	1) All payments have to be POs, PAs, direct pays, travel & expenses
- payment authorization – items under $1k
	1-High
	72 hrs
	
	
	


1) Required by charter to have bids on all items over $25k, except professional services

2) Receive requisition ID’ing funding source, scope of work, questions & answers, form letters for submitters

3) Post to “marketplace” (state of MD website)

4) Screen submitters for RFP’s via panel - score the proposals by low dollar bid

	 - Vendor responses - procurement maintains all official files
	2-Med
	1 wk
	
	
	

	Finance (Procurement)
	Coordinate purchasing activities
	1) Use MUNIS to monitor/manage procurements by departments for $400-1k - depts. get & maintain 3 quotes
2) For purchases $1k – 24,999, depts. submit 3 quotes to procurement for goods/services
3) Ensure depts. have funding for procurement requests
	2-Med
	72 hrs – 1 wk
	
	
	

	Finance (Procurement/AP)
	Maintain vendor database
	Procurement enters vendor for RFP-procured goods as well as quoted purchases
	1-High
	72 hrs
	
	
	

	Finance (UB) - 
	Bill for utility services
	1) In MUNIS, create a bill run
2) Dump bill run to an export file
3) Import export file into Equinox (meter reading system)
4) Export Equinox file to USB drive
5) Meter readers insert USB drive into their vehicle's laptop, then drive their route
6) Readers return with USB drive and captured data and import back into Equinox
7) Equinox file is exported, then imported into MUNIS
8) Generates bills for water, sewage, trash & bay reclamation fee (94% of residents, 6% are read manually)
- Manual routes use books, stored in vault           
- $14M – biggest source of revenue
	2-Medium
	72 hrs
	
	
	

	HR
	Administer workers comp
	 
	2-Medium
	72 hrs – 1 wk
	
	
	 

	HR
	Administer medical insurance
	 
	3-Low
	1 wk
	
	
	 

	HR
	Maintain personnel info (applications)
	 
	3-Low
	1 wk
	
	
	 

	HR
	Manage employee benefits
	 
	3-Low
	1 wk
	
	
	 

	HR
	Conduct new employee orientation
	 
	3-Low
	30 days
	
	
	 

	HR
	Update and maintain personnel records
	 
	3-Low
	30 days
	
	
	 

	Parking
	Collect all parking revenues (Lots, meters)
	Collect all parking revenues (4 types):
1) Issue parking permits
  a) Permits for surface lots (15) – T2 web-based system
  b) Permits for parking garage (1) – different system
2) Collections at 2 manned lots
  a) Garage & surface lots
3) Parking meters (400)
4) Parking tickets
 - Permits – procurement; Tickets – finance
	2-Med
	1 wk
	
	
	 

	Parking
	Maintain parking lots
	Run street-sweeper for garage - DPW does other lots
	2-Med
	1 wk
	
	
	 


Appendix C
VITAL FILES, RECORDS, & DATABASES

	Vital File, Record or Database
	Hardcopy, electronic, both?
	Backed up?
	Available at alternate location?
	Description

	Payroll files
	Electronic & hard copies
	Yes
	Yes
	Used to track time, attendance & payment method

	MUNIS system
	Electronic 
	Yes
	Yes
	G/L, purchasing system, payroll system – T-2 interfaces with MUNIS for violations
Procurement uses MUNIS to monitor/manage procurements by departments for $400

	A/P documentation
	Hardcopy
	No
	No
	Vendor invoices

	HR-Personnel Files
	Hardcopy
	 
	 
	Stored in fireproof file cabinets

	HR - Workers' comp
	Hardcopy
	 
	 
	Information for employees on workers' comp - could be recreated by carrier

	FMLA
	Hardcopy
	 
	 
	Can’t go in personnel file – stored in individual file apart from personnel

	I-9 forms
	Hardcopy
	 
	 
	I-9 – prove citizen status

	Blank forms
	Electronic
	Yes
	Yes
	Shared Drive (S) - For HR

	Employee Handbook
	Electronic
	Yes
	Yes
	Shared Drive (S) - For HR

	Employee Action Form
	Electronic
	Yes
	Yes
	Shared Drive (S) - For HR

	New Hire orientation materials
	Electronic
	Yes
	Yes
	Shared Drive (S) - For HR

	AIMS – system for residential parking permits
	Electronic
	Yes
	Yes
	Shared Drive (S) - Parking permits – system being phased out for T-2

	Blank parking tickets
	Hardcopy
	 
	 
	Parking

	Issued parking tickets
	Both 
	Yes
	Yes
	Hardcopy stored after keyed to MUNIS - Parking

	RFP bid files
	Hardcopy
	 
	 
	Procurements over $25K

	POs & supporting documents
	Both
	Yes
	Yes
	MUNIS for POs & hardcopy for documentation - Procurements over $25k

	Spreadsheet by year of contracts, POs, PAs, (dates, vendor, amt. PO/PA number) 
	Electronic
	Yes
	Yes
	Shared Drive (S) - Maintained by buyers as purchases are made -  3 years are kept

	Landlord licensing and rental registration billing
	Electronic
	Yes
	Yes
	Shared Drive (S) - Access database maintained by NSCC – Finance uses for AR billing and receivables (annual process, billed by 1/15)

	Budget folder
	Electronic
	Yes
	Yes
	Shared Drive (S) - Finance budget folder

	Budget folder
	Electronic
	Yes
	Yes
	Shared Drive (S) - Master budget folder

	Debt folder
	Electronic
	Yes
	Yes
	Shared Drive (S) - Excel spreadsheets tracking city debt


Appendix D
CRITICAL SYSTEMS

	Systems/Software
	Description
	Systems Manager
	Vendor or Contact
	Contact Information

	MUNIS
	System used to process time & attendance, permits and HR uses daily for inquiry, GL, purchasing
	
	
	

	Voicemail system
	Communication system
	
	
	

	T-2 system
	Web-based parking system – all surface lots and in process for residential permits
	 
	 
	 

	Ralph’s system 
	parking garage permit system
	 
	 
	 

	HTE
	Old AS/400 system in GOB – used for history, no active transactions
	 
	 
	 

	Equinox system
	Utility meter reading system, loaded on 1 laptop in Finance (disks in vault)
	 
	 
	 

	Crystal Reports
	Client-based reporting software used in conjunction with MUNIS – all functions/modules of MUNIS
	 
	 
	 


Appendix E
CRITICAL EQUIPMENT

	Equipment
	Equipment Details
	Quantity
	Vendor or Contact
	Contact Information

	Fax machine
	 
	3
	Any office store
	 

	Computers
	Microsoft Office and Munis
	20
	Dell
	

	Cell Phones
	N/A
	3
	Verizon Wireless
	

	ID badging machine
	Magic-Card
	1
	 
	 

	Change (coin) counter
	Heavy-duty for counting meter revenue
	1
	 
	 

	Trucks
	 
	2
	 
	 

	Car
	 
	1
	 
	 

	Streetsweeper
	 
	1
	 
	 

	Handhelds 
	Handheld units for T-2 system
	2
	 
	 

	Check printer
	AP/payroll - MICR capable – one for AP, one for Payroll – in an area secured by cipher locks
	2
	 
	 

	MICR cartridges
	 
	 
	 
	 

	Signature cards
	AP/payroll - For printing checks – kept in vault
	3
	 
	 

	Blank check stock
	AP/payroll - For normal printing - not stored in vault
	 
	 
	 

	Preprinted check stock
	AP/payroll - For manual checks – kept in vault
	 
	 
	 

	Formax sealer
	AP/payroll - For sealing mailed checks
	2
	 
	 

	Postage machine
	only 1 postage machine for city;  everyone uses it; purchased machine – unit to do postage is rented; lease for maintenance; Salisbury gets bulk rates on anything over 500 pieces at USPS
	1
	 
	 

	Blank W-2 forms
	 
	 
	 
	 

	Blank 1099-forms
	 
	 
	 
	 

	Blank general billing statements
	For AR
	 
	 
	 

	Blank general billing invoices
	For AR
	 
	 
	 

	Preprinted deposit slips
	For AR
	 
	 
	 

	Credit card machine
	Used to collect any type of payment for city
	2
	 
	 


Appendix F
EXTERNAL VENDORS/ CONTACTS 

	Vendor Name/ Contact Name
	Description
	Main Contact No.
	E-mail Address/ Web Site
	Notes

	Our complete vendor database maintained in MUNIS
	
	
	
	


Appendix G
MODES OF COMMUNICATION
The table below indicates the modes of communication that have been identified as currently existing for the Department Alternate Facility.

· Column 1 lists telecommunications capabilities that are available at the alternate facility in order of priority.

· Columns 2 and 3 denote whether the communications function is internal to the organization only, external only, or if it is used both internally and externally.

· Column 4 identifies whether the communications functions can be used outside of the alternate facility as a mobile communications capability.

· Column 5 identifies whether or not the function has security measures in place.

Table G-1
Modes of Communication

	Communications Function
	Internal Use
	External Use
	Mobile Capability
	Secure

	Phone
	
	
	
	

	Cell Phone
	
	
	
	

	Computer E-mail
	
	
	
	

	Internet Access
	
	
	
	

	These modes of communication are available at all the alternate facilities identified in this plan.


Appendix H
ORDERS OF SUCCESSION
	Essential Function
	Key Personnel
	Successor 1
	Successor 2
	Successor 3

	AP
	
	
	
	

	AR
	
	
	
	

	AR – Utilities
	
	
	
	

	Finance
	
	
	
	

	HR
	
	
	
	

	Parking
	
	
	
	

	Payroll
	
	
	
	

	Procurement
	
	
	
	


Appendix I
DELEGATIONS OF AUTHORITY
	Authority
	Position
	Delegated to Position 
	Triggering Conditions
	Procedures
	Limitations

	Wire transfers
	Director
	Asst. Dir – Finance
	
	
	

	Sign Contracts
	Director
	Asst. Dir – Procurement
	
	
	

	Approve Payroll
	Asst. Directors
	Director
	
	
	

	Approve Budget Transfers
	Director
	Asst. Directors
	
	
	

	Approve Bills
	Asst. Directors
	Director
	
	
	

	Approve FMLA
	Director 
	 Procurement
	
	
	


Appendix J
ALTERNATE FACILITIES
Primary Location to Alternate Facility 1

	Primary Location:

Government Office Building Room 305

125 North Division Street

Salisbury, Maryland 21801

Alternate Facility  2:

Training Room

Fire Station #16

325 Cypress Street

Salisbury, Maryland 21801

Total Distance: 0.6 miles

Total Time: 2 minutes
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	Primary Location:

Government Office Building Room 103

125 N. Division Street

Salisbury, Maryland 21801

Alternate Facility  2:

Total Distance: 

Total Time: 


Location to Alternate Facility 2

Appendix K
RISK IDENTIFICATION AND MITIGATION RECOMMENDATIONS

	Departmental Risk Description
	Yes/No
	Description/Comments
	Vulnerability

	Does the department have clear orders of succession and are successors aware of this designation?
	Yes
	
	

	Have delegations of authority of authority been identified and are backups prepared to execute duties? 
	Yes
	
	

	Does the department have designated and trained employee backups?
	Yes
	Most functions have at least one back up
	

	How does the department maintain vital files?  Are documents located in filing cabinets, network drive, etc? 
	Yes
	Computer files & hard copies/filing cabinets 
	

	Does the department have employee manuals or standard operating procedures that provide instruction for mission essential functions?
	Some
	
	

	Has the department identified continuity locations and relocation procedures?  Does the department have a rally point for employees to meet immediately following a disruptive event?
	No
	
	

	Are there concerns with the physical security and condition of the building? 
	No
	
	

	How does leadership primarily communicate with staff? Does the department have emergency communication capabilities such as an alert network, satellite phones or radios?
	Yes
	Cell phones and text
	

	Does the department have any neighboring threats such as heavy industry or trains nearby?
	Yes
	Route 50
	Medium

	Does the department depend on any coordinating departments within the organization to maintain essential functions?
	Yes
	Public Works, Water Dept., Wicomico County Fire Insp. Office, 
	


	Risk
	Y / N
	Risk Level
	Vulnerability
	Comment
	Mitigation Recommendation

	No feasible interim process for payroll
	Y
	H
	H
	
	Consider dumping a MUNIS extract after each check run to prepare for a manual payroll run; save it automatically to MUNIS application server for backup purposes

	No documented interim process for mail delivery in the event of relocation
	Y
	M
	H
	
	Consider alternatives for mail distribution in the event an incident requires relocation from GOB and document a feasible process/procedure to ensure timely mail handling.

	Essential function documentation missing or lacking
	Y
	M
	M
	
	Consider developing documented procedures for performing essential functions.

	No backup/replacement for critical equipment
	Y
	H
	H
	Only have 1 computer can download state’s assessment for personal property tax bills
	Consider setting up another computer with this capability so function is not disabled by a computer problem.

	No appropriate storage for vital records
	Y
	M
	H
	Signed contracts are hardcopy, no backup, not in fireproof safe – more than 1 cabinet
	Consider scanning, copying or secure off-site storage for important documents and vital records that may require better protection.


	 Facility Risk
	Y/N
	Risk Level
	Vulnerability
	Comment
	Mitigation Recommendation

	Air Conditioning

	Are air conditioning system and power supply separate from the rest of the facility?
	
	
	
	
	

	Is there backup air conditioning available?
	
	
	
	
	

	Are switches easily accessible?
	
	
	
	
	

	Are air conditioning and emergency shutoff switches linked?
	
	
	
	
	

	Electricity and Telecommunications

	Are generators and transformers located outside or near facility?
	
	
	
	
	

	Is there an emergency lighting system for facility?
	
	
	
	
	

	Is facility equipped with power conditioning to protect against power surges?
	
	
	
	
	

	Are there backup power sources available to facility? Please specify.
	
	
	
	
	

	Do alternate voice and data transmission services exist?
	
	
	
	
	

	Is there a shutdown checklist provided in case of emergency?
	
	
	
	
	

	Facility Access Control

	Are there procedures to guard against vandalism, sabotage and unauthorized intrusion? What?
	
	
	
	
	

	Are there windows that can be broken to gain access to facility?
	
	
	
	
	

	Are there procedures for personnel to handle unauthorized intruders?
	
	
	
	
	

	Are there procedures for personnel to handle bomb threats?
	
	
	
	
	

	Are there procedures for personnel to handle notification of local law enforcement?
	
	
	
	
	

	Are security devices checked and tested on a regular basis?
	
	
	
	
	

	Does the proximity of loading ramps pose a threat to your facility?
	
	
	
	
	

	Does the proximity of cafeterias or workshops pose a threat to your facility?
	
	
	
	
	

	Does the proximity of storage areas pose a threat to your facility?
	
	
	
	
	

	Does the proximity of outside walls pose a threat to your facility?
	
	
	
	
	

	Does the proximity of power panels pose a threat to your facility?
	
	
	
	
	

	Does the proximity of heavy usage of electrical equipment pose a threat to your facility?
	
	
	
	
	

	Are there access controls during regular hours to facility?
	
	
	
	
	

	Are there access controls during off-hours to facility?
	
	
	
	
	

	Fire Exposure

	Are the areas surrounding your facility protected from fire? Please specify.
	
	
	
	
	

	Are the flooring and ceiling materials non-combustible?
	
	
	
	
	

	Can the walls in your facility resist the spread of fire?
	
	
	
	
	

	Can the doors in your facility resist the spread of fire?
	
	
	
	
	

	Can the partitions in your facility resist the spread of fire?
	
	
	
	
	

	Can the floors in your facility resist the spread of fire?
	
	
	
	
	

	Can the furniture in your facility resist the spread of fire?
	
	
	
	
	

	Can the window coverings in your facility resist the spread of fire?
	
	
	
	
	

	Does your facility have adequate automatic fire extinguishing systems?
	
	
	
	
	

	Are flammable or otherwise dangerous materials and activities prohibited from the facility and surrounding areas?
	
	
	
	
	

	Are paper and other supplies stored in open areas in facility?
	
	
	
	
	

	Is there fire and smoke detection equipment in facility?
	
	
	
	
	

	Is there fire and smoke detection equipment in the air ducts?
	
	
	
	
	

	Is there fire and smoke detection equipment in the ceilings? Please specify.
	
	
	
	
	

	Are portable fire extinguishers in suitable locations?
	
	
	
	
	

	Are clear and adequate fire instructions clearly posted?
	
	
	
	
	

	Is the fire department telephone number clearly posted?
	
	
	
	
	

	Are the fire alarm switches clearly visible, unobstructed and easily accessible at points of exit?
	
	
	
	
	

	Can the fire alarm be activated manually?
	
	
	
	
	

	Does the fire alarm sound inside the facility?
	
	
	
	
	

	Does the fire alarm sound outside the facility?
	
	
	
	
	

	Does the fire alarm sound at the local fire station?
	
	
	
	
	

	Is there an emergency evacuation exit, different from the main entrance/exit?
	
	
	
	
	

	Is there an evacuation plan posted?
	
	
	
	
	

	Is there an adequate supply of materials (i.e., water, Halon, CO2, FM200, etc.) for fire fighting?
	
	
	
	
	

	Does emergency power shut down the air conditioning?
	
	
	
	
	

	Is fire and smoke detection equipment checked and tested on a regular basis? How often?
	
	
	
	
	

	Can emergency crews easily gain access to your facility?
	
	
	
	
	

	Are fire drills held on a regular basis? How often?
	
	
	
	
	

	General Housekeeping

	Is facility kept clean and orderly?
	
	
	
	
	

	Are food and beverages confined to a designated area?
	
	
	
	
	

	Is smoking banned in facility?
	
	
	
	
	

	Is there adequate lightning for all areas?
	
	
	
	
	

	Organization and Personnel

	Is staff responsible for facility security?
	
	
	
	
	

	Have recovery teams for facility been selected in the event of a disaster?
	
	
	
	
	

	Other Natural Disaster Exposures

	Are you aware of the wind tolerance of this facility? Please specify.
	
	
	
	
	

	Is this facility in or near a flood plain?
	
	
	
	
	

	Are flood mitigation procedures in place?
	
	
	
	
	

	Is all of the electrical equipment grounded for protection against lightning?
	
	
	
	
	

	Water Damage

	Are documents, records and equipment stored above ground and protected from flooding?
	
	
	
	
	

	Are lower facility rooms protected from leaks in overhead water pipes?
	
	
	
	
	

	Is there protection against accumulated rainwater or leaks in the rooftop?
	
	
	
	
	

	Are floor level electrical junction boxes protected?
	
	
	
	
	








Directions:


Head north on N Division St toward


 E Church St                                                              371 ft





Turn left at Ocean Gateway/W 


Salisbury Pkwy/Spring Hill Rd/US-50                       0.4 mi


�Turn right at Cypress St


Destination will be on the left                                        0.1 mi


325 Cypress Street, Salisbury MD 21801
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