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Instructions for the Operations Section Chief:

You have been appointed Operations Section Chief for your Agency location.  This appointment makes you part of your Agency’s Influenza Pandemic Continuity of Operations (COOP) Incident Management Team (IMT).  All state agencies have been mandated to prepare and be ready to respond to a wide-spread health crisis by year end 2006.  Current concerns relate to a potential avian flu epidemic based on H5N1 virus.  Whether or not that virus becomes capable of human to human transference or not, the planning effort you will contribute to will improve your Agency’s ability to respond to any number of threats and hazards – from Hurricanes, to acts of terror, to localized building fires.

In your new role, your Incident Commander (IMT lead) has identified your location as one of the primary locations for formal COOP development methodology training.  A series of sessions are being conducted to assist every agency in COOP development.  Please enroll and plan to attend COOP Training Session #2, “Identifying Priority Agency Functions”.  It is being held on the   Wednesday, November 15th, 1-5, at Rentschler Field in E. Hartford.  

Please register by 11/6 via the DAS Learning Center :

(http://www.das.state.ct.us/HR/LC/PLC_Course_Sch.asp?F_CourseID=90 ).  
In preparation for that Session, we ask that you independently begin the effort to identify the functions that are performed at you location.  You are likely to fit into one of three starting categories:

1. Your Agency has recently developed, or is in the process of developing a Business Continuity Plan with IBM Business Resiliency consultants. This effort is under the auspices of the DOIT BCP Development Program for HIPAA-affected agencies (e.g., DAS, DCF, DMHAS, DMR, DPH, DSS, DVA, etc.).  If this is your situation refer to the section titled, (“BCP-based Agency” Session #2 Preparation Instruction.

2. You, or members of your Agency, have already documented your functions using the COOP plan development templates posted on the DAS web site in June, 2006.  If this is your situation refer to the section titled, (“COOP Template” Session #2 Preparation Instructions.
3. Your Agency has not begun any formal continuity of operations planning effort.  If this is your situation refer to the section titled, (“Start-up” Session #2 Preparation Instructions.
There will be an optional Q&A Session before the formal start of Session #2 from Noon to 1:00 PM.  Please feel free to come and bring any questions you have relative to COOP, an Influenza Pandemic or the instruction provided to you here.

(“BCP-based Agency” Session #2 Preparation Instruction

If you have a completed Business Continuity Plan for your Agency, location, or division, that contains business function information, bring a copy of that plan with you.  Even if the document is not complete but does have the business functions, bring it. 

If you have not included your business function information in the plan then you will need to complete the “Start-up” instructions below.

(“COOP Template” Session #2 Preparation Instructions

If you have completed the COOP Template for your Agency, location, or division, that contains business function information, bring a copy of that COOP  template with you. Even if the document is not complete but does have the business functions, bring it. 

If you have not included your business function information in the template then you will need to complete the “Start-up” instructions below.

(“Start-up” Session #2 Preparation Instructions

Included in this document are examples and a blank form for your use. Follow the instructions below to begin documenting your business functions for your plan.  Bring the completed forms with you to Session #2. 

Complete one sheet for a single division / section. Use the Business Function Identification Form included in this document.  Make as many copies as necessary. 

1. Enter the name of the location in the top line.

2. Enter the division / section name in the first column.

3. In the second column list the business functions or services performed by your agency at that location. 

Note: for those agencies with a single location you will be completing one set of forms for that location.

4. If there are multiple Divisions / Sections at the location start a new form.

5. List as many of the functions or services as you can.

Optional (additional) instructions (time permitting continue with these instructions):

1. For each Business Function / Service, break it down into processes ONLY if it meets meet the following criteria:

a. One of the processes is considered critical

b. A single process (or small group or processes) within the Business Function / Service can never be suspended

c. The process requires unique skills (license, education, certification, legal, etc.)

2. Enter the Priority for each function or process:

a. 1 = Uninterruptible function of process

b. 2 = Critical function

c. 3 = Ongoing function

d. 4 = Periodic function

e. 5 = Occasional function

Note: refer to the COOP Plan Template Elements section in the 4-fold Brochure from Session #1 for additional information.

3. Within each Division or Section rank the function or process in order of importance. Each function or process must have a unique ranking. Refer to the example provided.

Business Function Identification Template
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Example
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Location Department/Section Service/Function Process Priority Ranking

Capital Region Administration HR Payroll 1 1

Administration HR Time & Labor 2 2

Administration HR Health Insurance 2 3

Operations IT Infrastructure 1 1

Operations OEMS 2 2

Operations OPHP 2 3

PHI Vaccine Distribution 1 1

PHI-ID-TB Medical Consultation 2 1

PHI/STD Control CRA 1 1

PHI, ID Grant/Contract 2 1

DPH
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Figure 1
Business Function Identification Form

Agency Location:  ___________________________________________  (one page for each Division / Section is recommended).

	Div / Section
	Service / Function
	Process
	Priority
	Ranking
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