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Instructions for the Planning Section Chief

Please forward the templates on the following pages to each Operations Section Chief appointed by your Agency.  Provide training, as appropriate, to those who were not able to attend Session #2.  Collect all templates and spreadsheets.  Save these, as there will be a section in the COOP template to insert these tables for each Operations Section Team. 

Meet with your Incident Commander, Administration Section Chief and the Operation Section Chiefs for key locations to discuss the internal facing, mission supporting functions at your central office and at the geographic locations.  These need to be included in the Influenza Pandemic Continuity of Operations Program.  Ensure that the Administration Section Chief is instructed on the method to document these functions based on the training you have received in Sessions #1 and #2.

Instructions for the Operations Section Chiefs

Please complete these templates for your location as you were trained in Session #2:

1. “Operations Section Team Units and Team Leads”

2.  “Administration Section Teams” 

3. “Operations Section Team Business Function Definitions” 

4. “Operations Section Business Function Skills Matrix”

5. “Other Operations Section Business Function Dependencies” 

The Operations Section is responsible for client facing or mission executing functions.  For Item #2 above, internal facing or mission supporting functions are to be addressed.  These are the responsibility of the Administration Section Chief appointed by your Incident Commander (generally based at your central or headquarters location).  Discuss these functions with the Incident Commander and Administration Section Chief.  Ensure that these functions are incorporated in your Agency’s COOP program, either under the Administration Section or, if more appropriate to your mode of operation, in your local Operations Section.

When 1 and 2 above are complete, forward these to your appointed Operations Section Team Leads and Deputies, along with the Business Function Definition instructions and spreadsheet entitled “COOP Business Function Instructions.pdf” and “COOP Business Function Identification.xls” and with the templates below for “Operations Section Team Skills Matrix” and “Other Operations Section Functional Dependencies”.   Ask each Section Team Lead to complete these in the following sequence:

1. Business Function Definitions – Follow the instructions in “COOP Business Function Instructions.pdf”, and complete the spreadsheet using the base template called “COOP Business Function Identification.xls”.   Analyze, update and revise the business functions you have identified in the paper business function forms.     

2. Skills Matrix - Document the skills needed at that location for each individual work item (Service/Function or Process) defined.  To complete the skills matrix use the following steps:

a. Enter the name of your Agency 

b. Enter the location you are documenting

c. Enter the Operations Section Team Lead name

d. Enter the Operations Section Team Deputy name (if assigned)

e. Enter the Division/Section name (this should follow the same name as was entered on the Business Function Identification spreadsheet)

f. In the row with the header “Skill One”, “Skill Two”, “Skill Three”, etc. replace the header (“Skill One”) with the skill requirements. Enter ONE skill requirement per column.

g. Copy the Service/Function from the Business Function Identification spreadsheet and put those in the first column of the worksheet under the header “SERVICE / FUNCTION”

h. If you have broken down the Service/Function into processes, enter the Process in the second column of the worksheet under the header “PROCESS”

i. In the row where you have entered the Function/Service (and Process) under the Skill previously entered, indicate the normal staffing count for that Service/Function or Process.

j. If you require additional skills (columns) or space for more Service/Function or Process use additional forms.

3. Other Dependencies – Identify internal or external providers that are critical to the ongoing operation of each Service/Function or Process defined.  This should include suppliers (food, medicines, office equipment, raw materials, etc.) and service providers (contracted services, professional services, etc.). To complete the Dependencies matrix use the following steps:

a. Enter the name of your Agency 

b. Enter the location you are documenting

c. Enter the Operations Section Team Lead name

d. Enter the Operations Section Team Deputy name (if assigned)

e. Enter the Division/Section name (this should follow the same name as was entered on the Business Function Identification spreadsheet)

f. In the first column indicate the Ranking assigned to the Service/Function or Process you are entering. This can be copied from the Business Function Identification spreadsheet.

g. Copy the Service/Function from the Business Function Identification spreadsheet and put those in the first column of the worksheet under the header “SERVICE / FUNCTION”

h. If you have broken down the Service/Function into processes, enter the Process in the second column of the worksheet under the header “PROCESS”

i. Enter the internal (to your agency) or external (other agency or outside source) Resource Description for each Service/Function or Process. 

j. Enter the Resource contact information (name and phone number and/or email address).

k. Repeat for each resource used by your agency for the specific location. Use additional forms as needed.

When your Team Leads have completed this exercise, please review their findings and make any adjustments you see fit before forwarding a copy to your Planning Section Chief for incorporation into your local Influenza Pandemic COOP document.

Operations Section Teams

	Agency
	

	Location
	

	Operations Section Chief
	

	Operations Section Chief Deputy
	

	Division/Section
	Team Lead
	Contact Info 

(Office, Cell, Home)
	Team Lead Deputy
	Contact Info 

(Office, Cell, Home)

	
	
	Nnn.nnn.nnnn (O)
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Administration Section Team

Indicate if this function is to be managed from the central, headquarters location or at each agency location

If this function is to be managed centrally, it is recommended that a site-based deputy be named to coordinate local response)

	Agency
	

	Location
	

	Administration Section Chief / ASC (location) 
	

	Administration Section Deputy / ASCD (location) 
	

	Division/Section
	Team Lead
	Contact Info (Office, Cell, Home)
	Team Lead Deputy
	Contact Info (Office, Cell, Home)

	
	
	Nnn.nnn.nnnn
	
	Nnn.nnn.nnnn

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Operations Section Team Business Function Skills Matrix

	Agency
	

	Location
	

	Operations Section Team Lead
	

	Operations Section Team Deputy
	

	Division / Section Name
	

	FUNCTION / SERVICE
	PROCESS
	Skill One
	Skill Two
	Skill Three
	Shill Four
	Skill Five
	Skill Six
	Skill Seven
	Skill Eight
	Skill Nine
	Skill TEn

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Operations Section Team Business Function Skills Matrix (Example)

	Agency
	DHMAS

	Location
	Capital Region

	Operations Section Team Lead
	Susie Q

	Operations Section Team Deputy
	

	Division / Section Name
	Inpatient

	SERVICE / FUNCTION
	PROCESS
	Pharmacy License
	RN License
	Dietitian Certification 
	Medical LN License
	Food Preparation Experience
	Mechanical Engineering
	Medical Clerical Experience
	
	
	

	Patient Management
	1st shift
	
	10
	
	
	
	
	
	
	
	

	Acute Care
	Orders Medication
	
	3
	
	
	
	
	
	
	
	

	Acute Care
	Detox Services
	
	2
	
	
	
	
	
	
	
	

	Acute Care
	Extended Care
	
	
	
	8
	
	
	
	
	
	

	Food Services
	
	
	
	1
	
	
	
	
	
	
	

	Food Services
	
	
	
	
	
	5
	
	
	
	
	

	Maintenance
	
	
	
	
	
	
	5
	
	
	
	

	Admissions
	
	
	
	
	
	
	
	5
	
	
	


Other Operations Section Team Functional Dependencies

	Agency
	

	Location
	

	Operations Section Team Lead
	

	Operations Section Team Deputy
	

	Division / Section Name
	

	RANK
	Service / Function
	Process
	Resource Description
	Resource Contact Info

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Other Operations Section Team Functional Dependencies (Example)

	Agency
	DHMAS

	Location
	Capital Region

	Operations Section Team Lead
	Susie Q

	Operations Section Team Deputy
	

	Division / Section Name
	Inpatient

	RANK
	SERVICE / FUNCTION
	PROCESS
	Resource Description
	Resource Contact Info

	5
	Food Services
	
	Sysco Food services
	T. Chef (999-999-9999)

	
	
	
	Prime Cuts Meat Packing
	Butcher Smith (888-888-8888)

	7
	Maintenance
	
	Ben’s Fuel Oil Supply
	Ben Heated (777-777-7777)

	8
	Admissions
	
	Bosco Business Forms
	Joan Ovarc (555-555-5555)
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� Training was provided on this spreadsheet in Session #2.   
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