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WORKSHEET 1   COOP PROGRAM MANAGEMENT TEAM: ROLES AND RESPONSIBILITIES

	Basic COOP Planning Stage

	Department/Agency:
(Your department/agency name here)

	Roles/Designated Position
	General Responsibilities

	Senior Leadership
	Senior Leadership serves as the senior coordinator for the overall COOP Program.

	
	

	COOP Coordinator

	The Coordinator is the primary point of contact for the department/agency’s COOP program, and is responsible for COOP program development.  This position will be the liaison for departments that are dependent on, or are dependencies for, your department or agency.  The Coordinator develops and coordinates a comprehensive series of activities that will enable an agency to perform essential functions during any emergency or act of terrorism. Solicits “buy-in” and markets the COOP Program to senior management. The Coordinator works with Planning Team members to develop the Multi-Year Strategy and Program for Plan Maintenance.

	
	

	Continuity Planner
	This position serves as task manager for plan components and procedure development, and acts as a liaison for team members preparing/writing COOP plan components and procedures.

	
	

	COOP Planning Team Members (Subject Matter Experts)
	Assists the Continuity Planner within each department to gather specific procedural information regarding processes, essential functions, equipment, supplies, data, teams, tasks, dependencies, supply chain issues, etc.


	Intermediate COOP Planning Stage

	COOP Coordinator
	Schedules and coordinates training of all critical personnel identified as “mission essential personnel” for the department. Schedules, coordinates, and documents the results (and lessons learned) of the exercising and testing of the COOP plan to maintain viability. Additionally, this position establishes a review cycle for the COOP plan to maintain readiness and viability.

	
	

	Legal Compliance Counsel
	Monitors and administers compliance activities for all identified critical functions, leadership positions, and all associated authorities.

	
	

	Public Information Officer (PIO)
	This position is responsible for disseminating accurate and precise information to the public, managing media contacts, and preparing press releases. 

	
	

	COOP Administration/Logistics Support Officer

	Based on critical functions identified, assembles and pre-positions necessary resources, documents, and equipment. Additionally, orders supplies and coordinates with facility management to ready emergency operations site(s).



