
Community Partnership for Children 
Continuity of Operations (COOP) Plan        Revised June 2020 
       

 

 

 
 

CONTINUITY OF OPERATIONS  
PLAN 

                         (COOP) 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

Revised June 2020 
 

 
 



Community Partnership for Children 
Continuity of Operations (COOP) Plan        Revised June 2020 
       

 

 

TABLE OF CONTENTS 

 
TABLE OF CONTENTS          i 
 
FOREWORD           iii 
 
SECTION I:  INTRODUCTION 
 
I-1 Purpose           1 
I-2 Applicability and Scope         1 
I-3 Authorities          1 
I-4 References          1 
I-5 Policy           1 
            1 
 
SECTION II:  CONCEPT OF OPERATIONS (CONOP) 
 
II-1 Objectives          3 
II-2 Planning Considerations and Assumptions      3 
II-3 COOP Execution          4 
II-4 Time-Phased Implementation        6 
II-5 Key Staff          7 
II-6 Alternate Relocation Point        7  
II-7 Mission Essential Functions       7   
II-8 Delineation of Mission Essential Functions     8 
II-9 Warning Conditions         8 
II-10 Direction and Control        8  
II-11 Operational Hours          9 
II-12 Alert and Notification        9 
       
 
SECTION III: RESPONSIBILITIES AND PROCEDURES 
 
III-1 Emergency Response Team Procedures       

a. CEO           12 
b. CPC Emergency Coordinator      12  
c.         Program Office         12 
d.         Office Manager        12 
e. Information and Technology           12 
f. Vital Records and Databases       12 
g. Pre-Positioned Resources       13 
h. Telecommunications and Information     13 
i. Lodging and Food         13 
i. Personal Preparedness       13 

  
 



Community Partnership for Children  
Continuity of Operations (COOP) Plan          
                                           Revised June 2020  

       ii 
 

 
 
III-2 Alternate Relocation Point Facility Manager Responsibilities    13 
III-3 Personnel Coordination         14 
III-4 Vital Records and Databases        14 
III-5 Pre-Positioned Resources         15 
III-6 Drive-Away Kits          15 
III-7 Telecommunications and Information Technology Support    16 
III-8 Transportation, Lodging, and Dining       16 
III-9 Security and Access Controls        17 
III-10 Personal Preparedness         17 
III-11 Site-Support Procedures         17 
 
SECTION IV: PHASE I – ACTIVATION 
 
IV-1 Alert and Notification Procedures        19 
IV-2 Initial Actions          19 
IV-3 Activation Procedures Duty Hours        20 
IV-4 Activation Procedures Non-Duty Hours       21 
IV-5 Deployment and Departure Procedures – Time-Phased Operations   21 
IV-6 Transition to Alternate Operations        22 
IV-7 Site-Support Responsibilities        22 
 
SECTION V:  PHASE II – ALTERNATE OPERATIONS 
 
V-1 Execution of Mission Essential Functions      24 
V-2 Establishment of Communications       24 
V-3 Relocation Group Responsibilities        25 
V-4 Augmentation of Staff         25 
V-5 Amplification of Guidance to Essential and Non-Essential Personnel   26 
V-6 Development of Plans and Schedules for Reconstitution and Termination  26 
 
SECTION VI: PHASE III – RECONSTITUTION AND TERMINATION 
 
VI-1 Overview           27 
VI-2 Procedures           27 
VI-3 After-Action Review and Remedial Action Plan     28  
 
ANNEX A: DEFINITIONS AND TERMS  
ANNEX B: ACCOMPANYING STANDARD OPERATING PROCEDURES 

MATRIX 
ANNEX C: CPF EMERGENCY PLAN 
ANNEX D: RELOCATION GROUP STAFF MATRICES 
ANNEX E: DESIGNATED ALTERNATE RELOCATION POINTS 
ANNEX F: TESTS, TRAINING, AND EXERCISES 
ANNEX G: STAFF ROSTER 
ANNEX H:  CBC PRE AND POST EVENT SURVEY 
 



Community Partnership for Children  
Continuity of Operations (COOP) Plan          
                                           Revised June 2020  

       iii 
 

 
 
 

FOREWORD 

 
 

The State of Florida Department of Children & Families and Community Partnership for Children 

(CPC) are vulnerable to a variety of hazards that threaten its citizens, communities, and the 
environment. The Comprehensive Emergency Management Plan (CEMP) establishes the framework to 
ensure that the caregivers will be sufficiently prepared to manage all hazards. The CEMP outlines 
the roles and responsibilities of the state agencies, special districts, and local governments before, 
during, and after an event. The CEMP addresses the four phases of emergency management – 
preparedness, response, recovery, and mitigation.  

 
The Continuity of Operations Plan planning is simply a “good business practice” – part of the 
fundamental mission of all government agencies as responsible and reliable public institutions. The 
release of the Executive Order 01-262 on September 11, 2001 re-enforced the government agencies’ 
and their contract provider’s requirement to prepare disaster preparedness plans under § 252.365, 
Florida Statutes, through their designated Emergency Coordination Officers.  Prior to the 
unprecedented attacks on the United States of America on September 11, 2001, Continuity of 
Operations Plan was an individual agency responsibility primarily in response to an emergency 
within their own organization.  The content and structure of these plans were left to the discretion 
of each agency. 
 
The changing threat paradigm and recent emergencies, including localized acts of nature, accidents, 
technological emergencies, and military or terrorist attack-related incidents, have shifted awareness 
to the need for viable Continuity of Operations Plan capabilities that enable agencies to continue 
their essential functions across a broad spectrum of emergencies. Also, the potential for terrorist use 
of weapons of mass destruction/disruption has emphasized the need to provide the Governor of 
Florida a capability that ensures continuity of essential government functions across the Florida 
Executive Branch. 
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SECTION I:   INTRODUCTION 

 
I-1 Purpose:  The purpose of this plan is to provide for continuance of services and control in 

the event of a major disruption of normal operations due to an emergency event.  This plan 
is valid at the executive, operational and contractual levels of Community Partnership for 
Children (CPC). 

 
Specifically, this plan is designed to: 

 
a.   Ensure that CPC is prepared to respond to emergencies, recover from them, and   

militate against their impacts. 
 

b.   Ensure that CPC is prepared to provide critical services in an environment that is    
      threatened, diminished, or incapacitated. 

 
 c.   Establish and enact time-phased implementation procedures to activate various  
       components of the plan to provide sufficient operational capabilities relative to the event  
                  or threat thereof. 

  
I-2 Applicability and Scope 
 

This plan is applicable in the event of notification from the CEO or Executive Management 
based on the scope and impact of the emergency event.  The scope of this plan is 
organization wide and applies to all facilities and services contained within CPC’S scope of 
operations. 

 
I-3 Authorities 
 

a.   Sections 252.35 (2) (k), 252.35 (2) (n), Florida Statutes. 

b.   Executive Order 80-29 (Disaster Preparedness), District Dated April 14, 1980. 

c.   Executive Order 01-262 (Emergency Management), dated September 11, 2001. 

  
I-4 References 
 

a.   Sections 22.01 – 23.127, Florida Statutes (Emergency Continuity of Government). 
 

b.   Sections 252.31 –252.62, Florida Statutes (Emergency Management Act). 
 

I-5 Policy 
 

a. CPC’s CEO will maintain and identify CPC’S mission essential functions and the staff to 
support them. 
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b. The CEO will prepare supplemental plans specifically addressing operations in an 

emergency that would require a full or partial relocation of one or more of CPC’s 
Offices. 

 
c. The CPC Emergency Coordinator is responsible for the annual review and update of this 

plan.  
 
d. The CPC Emergency Coordinator is responsible for scheduling and conducting periodic 

tests, training, and exercises relating to the viability and execution of CPC’s Continuity of 
Operations Plan. 
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SECTION II: CONCEPT OF OPERATIONS (CONOP) 

 
II-1 Objectives:   
 
The objective of this COOP Plan is to ensure that a viable capability exists to continue essential 
CPC functions across a wide range of potential emergencies, specifically when a facility is either 
threatened or inaccessible.   
 
This document will provide for orderly transfer of power and authority to lower echelons of 
command when operations have been disrupted due to natural or man-made emergencies. 
 

a.   Ensure the continuous performance of the CPC’s essential functions/operations  
  during and after an emergency event; 

 
b.    Protect facilities, equipment, records, and other assets; 

 
c.    Reduce or mitigate disruptions to operations; 

 
d.    Provide for a time-phased implementation of partial or full execution of this Plan to  
       mitigate the effects of the emergency and shorten the crisis response time; 

 
e.    Identify and designate principals and support staff to be relocated; 

 
f.    Facilitate decision-making for execution of this Plan and the subsequent conduct of   
       operations; and, 

 
g.    Achieve a timely and orderly recovery from the emergency and resumption of full   

service to all clients. 
 
II-2 Planning Considerations and Assumptions 
 
In accordance with Federal guidance and emergency management principles, a viable COOP 
capability: 
 

• Must be maintained at a high-level of readiness; 
 

• Must be capable of implementation both with and without warning; 
 

• Must be operational no later than three hours after activation;  
 

• Must maintain sustained operations for up to 30 days; and, 
 

• Should take maximum advantage of existing State or Federal and local government 
infrastructures. 
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Additionally, the planning assumptions of this plan include: 
 

1. That contact has been lost with higher authority due to the emergency event in question; 
 
2. That CPC will be unable to restore communications within a relatively short period of 

time; 
 
3. That management personnel at lower levels will be left in command of the facility or 

program until such time as normal communications and/or operations can be restored 
or; 

 
4. That local management and facilities are operational but out of touch with their 

superiors. 
 

The following assumptions were used as a basis of design for this Plan's concept of operations and 
implementation procedures: 

 
a. An emergency condition may require the immediate activation of the Emergency 

Response Team (ERT) and the relocation of select personnel to a designated Alternate 
Relocation Point (ARP). 

 
b. The ARP for the ERT will be determined by the CEO or their designee at the time of 

activation, and will be based on the incident or threat thereof, risks assessments, and 
execution timeframe.  

 
c. ERT operations will be devolved to a CPC Transition Team if necessary and at the 

discretion of the CEO.  This team will be pre-identified by the CEO and be under the 
direction and control of the CEO’s designee on an interim basis until resumption of full 
operations can be established at an ARP. 

 
d. Mobile communications capabilities will be used in the interim to ensure direction and 

control of the COOP activation and relocation by the CEO and the relocation group 
until interoperable communications can be re-established at an assembly site or ARP. 

 
Following the declaration of an emergency or crisis requiring relocation, non-essential ongoing 
routine activities in the CPC’s Daytona Beach Office (CPC HQ) may be discontinued, if necessary. 
 
II-3 Continuity of Operations Plan (COOP) Execution 
 

The scenarios under which the COOP would be executed include but are not limited to; 
 

1. The isolation of a facility of CPC from CPC Headquarters due to loss of 
communications or loss of the facilities in Daytona Beach, Florida; 

 
2. The isolation of a county or facility from CPC Headquarters due to loss of 

communications or loss of the facilities in Daytona Beach, Florida; 
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3. The isolation of a county or facility due to a biological or chemical attack whereby the 
county or facility is in a condition of quarantine.   

 
a. Emergencies, or potential emergencies, may affect the ability of the CPC to perform 

its mission essential functions from the CPC Headquarters.  The following are 
scenarios that could mandate the activation of the CPC COOP. 

 

• CPC HQ is closed to normal business activities as a result of an event (whether 
or not originating in the CPC HQ) or credible threats of action that would 
preclude access or use of the CPC HQ and the surrounding area.  

 

• The Daytona Beach, Florida metropolitan area is closed to normal business 
activities as a result of a widespread utility failure, natural disaster, and significant 
hazardous material incident, and civil disturbance, terrorist or military attack.  
Under this scenario there could be uncertainty regarding whether additional 
events such as secondary explosions, after shocks, or cascading utility failures 
could occur, and many - if not all - State agencies will have to activate their 
COOP. 

 
b.   In an event so severe that normal operations are interrupted, or if such an incident 

appears imminent and it would be prudent to evacuate the Daytona Beach, Florida 
area as a precaution, the CEO in consultation with senior staff, will direct the 
Executive Management Team to activate the CPC COOP. The Alternate CPC HQ 
Site (AdHq), Deland, Florida will be activated, if necessary and at the discretion of 
the CEO, will continue the CPC mission essential functions from that location under 
the direction and control of the ERT until the resumption of full operations is re-
established at an assembly site or ARP.   

 
c.   The ERT will consist of CPC employees. This team will be composed of selected 

members from various program and administrative personnel and will either relocate 
temporarily to the ARP, if necessary, or operate remotely from an assembly site in 
the Deland vicinity.  The ERT will be responsible to continue mission essential 
functions of the CPC within six hours and for a period up to seven days pending 
regaining access to the CPC HQ or the occupation of an ARP determined by the 
situational circumstances in the CPC vicinity.  

 
d.   The ARP will be a designated fixed site, determined by the event or threat that will 

accommodate the ERT.  If the CPC HQ is inaccessible and no threat exists in the 
CPC vicinity, the primary in-town Alternate Point option is the facility.  If the CPC 
HQ is inaccessible and a threat exists in the CPC’s vicinity, the ARP will be selected 
by the CEO based on situational circumstances.  

 
e. Such incidents could occur with or without warning and during duty or non-duty 

hours. Whatever the incident or threat, the CPC COOP will be executed in  
response to a full-range of disasters and emergencies, to include natural disasters, 
terrorist threats and incidents, and technological disruptions and failures. 

 



Community Partnership for Children  
Continuity of Operations (COOP) Plan          
                                           Revised June 2020  

       6 

 

f.    It is expected that, in most cases, the CPC will receive a warning of at least a few 
hours prior to an incident.  Under these circumstances, the process of activation 
would normally enable the partial, limited, or full activation of the CPC COOP, with 
a complete and orderly alert, notification of all personnel, and activation of the ERT 
Level I. 

 
g.   Without warning, the process becomes less routine, and potentially more serious and 

difficult. The ability to execute the CPC COOP following an incident that occurs 
with little or no warning will depend on the severity of the incident's impact on the 
physical facilities, and whether CPC personnel are present in the CPC HQ or in the 
surrounding area.  The Emergency Coordinator would assume operational direction 
and control of CPC functions for the circuit under this worst-case scenario.  

 
h.   Positive personnel accountability throughout all phases of emergencies, to include 

COOP, is of utmost concern, especially if the emergency occurs without warning, 
during duty hours.  CPC HQ Building Evacuation Plans and Program/Office COOP 
Implementation Plans should provide for such accountability. 

 
II-4 Time-Phased Implementation  
 
The purpose of a Time-Phased Implementation is to maximize the preservation of life and property 
in the event of any natural or man-made disaster or threat thereof, by making the best use of 
available personnel, equipment, facilities, and other resources. This Plan is designed to provide a 
flexible response in all-hazards environment. The degree to which this plan is implemented depends 
on the type and magnitude of the event or threat. The extent to which this will be possible will 
depend on the emergency, the amount of warning received, whether personnel are on duty at the 
CPC HQ or off-duty at home or elsewhere, and possibly, the extent of damage to the CPC HQ and 
its occupants. The Disaster Magnitude Classification definitions will be used to determine the 
execution level of the CPC COOP. These levels of disaster are defined as: 
 

• Minor Disaster. Any disaster that is likely to be within the response capabilities 
of local government and results in only minimal need for State or Federal 
assistance. 

 

• Major Disaster. Any disaster that will likely exceed local capabilities and require 
a broad range of State and Federal assistance. The Federal Emergency 
Management Agency (FEMA) will be notified and potential federal assistance 
will be predominantly recovery-oriented. 

 

• Catastrophic Disaster. Any disaster that will require massive State and Federal 
assistance, including immediate military involvement. Federal assistance will 
involve response as well as recovery needs. 

 
The Emergency Coordinator must notify the CEO and the DCF Region Emergency Coordinator 
that a need exists to activate Phase I (see section IV) of the plan within 2 hours of initial notification.   
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1. The CEO in conjunction with appropriate Executive Management staff and the 
Emergency Coordinator will then decide how much or how little of the COOP needs to 
be initiated as a result of the event in progress. 

 
2. If a full implementation is indicated and evacuation of the CPC headquarters is 

imminent, the advance team consisting of the Emergency Coordinator, the Director of 
Case Manager, the Director of Director of Human Resources and other staff as 
determined by the Emergency Coordinator will move to the alternate site at Deland to 
set up the EOC and get all preparations completed for staffing.  

 
3. If a full implementation is indicated and evacuation of headquarters is not imminent, the 

advance team will make all preparations for opening the EOC at the CPC HQ and 
prepare for staffing of said EOC by the command team.  

 
If the ERT was not activated prior to the situation or event requiring the execution of the 
CPC COOP Plan, and a COOP situation arises forcing the relocation of the CPC HQ, the 
ERT LEVEL III will be activated (CPC employees only) and resume operations at the pre-
identified ARP. 
 
II-5 CPC Key Staff:  The key staff of the COOP Plan is defined as the CPC Executive 

Management Team.  
 
II-6     Alternate Relocation Points:  Alternate facilities for the circuit are defined in the 

emergency plan and are as follows: 
 
  1st  Alternative – 210 N. Palmetto, Daytona Beach, FL  32114 
  2nd Alternative – 100 E. New York Ave Suite 200., Deland, FL  32720 
  3rd  Alternative – 1910 Reid Street, Palatka, FL  32177 

 
II-7 Mission Essential Functions:  It is important to establish priorities prior to an emergency 

to ensure that the relocated staff can complete the CPC mission essential functions.  All 
Directors, POA’s, Supervisors and Managers shall ensure that their essential functions can 
continue or resume as rapidly and efficiently as possible during an emergency relocation.  Any 
task not deemed essential must be deferred until additional personnel and resources become 
available.  (See Annex C for a listing of detailed mission essential functions.) 

 
II-8 Delineation of Mission Essential Functions: 
 

If the CPC COOP Plan cannot be implemented for any reason, the provider functions will 
revert to the Northeast Region Office of the Department of Children and Families who will 
then determine which State agency or other organization will perform this critical mission for 
Northeast Florida. The following delineation structure is provided for guidance to the EOG 
staff to support the Governor's decision-making process in the event that this catastrophic 
scenario arises. 

 
a. If the CPC COOP Plan cannot be implemented for any reason by the Northeast Florida 

Region Office of the Department of Children and Families staff, then Circuit 3/8 
Department of Children and Families will assume responsibility for ensuring the 
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continuous performance of CPC mission essential functions in Volusia, Flagler and 
Putnam Counties. 

 
II-9 Warning Conditions   
 

a.    With Warning.  It is expected that, in most cases, CPC will receive a warning of at least a 
few hours prior to an event.  This will normally enable the full execution of this Plan 
with a complete and orderly alert, notification, and activation of the ERT, and 
deployment of the A-Team to a pre-identified ARP. 

 
b.    Without Warning.  The ability to execute this Plan following an event that occurs with 

little or no warning will depend on the severity of the emergency and the number of 
CPC personnel that survive.  If activation of the ERT and the RG deployment is not 
feasible because of the loss of personnel, temporary leadership of the CPC will be 
passed to the designated Deland staff as explained in subparagraph II-9 above. 

 
(1)   Non-Duty Hours.  Although the CPC HQ may be rendered inoperable, it is likely 

that the majority of CPC staff could be alerted and activated to support 
operations for the duration of the emergency. 

 
(2)   Duty Hours.  If possible, this Plan will be activated and available members of the 
        ERT will be deployed to support operations for the duration of the emergency. 

 
II-10 Direction and Control  
 

a.   Authorized ERT/CPC successors to the CEO are listed at Annex E.  Lines of succession 
shall be maintained by all ERT/CPC organizational elements, reporting to the CEO to 
ensure continuity of mission essential functions.  Successions should be provided to a 
minimum depth of three at any point where policy and directional functions are carried 
out. 

 
b. Delegations of authority are extracted and included in Annex C, Emergency Plan, 

Emergency Operations Command Center, Staffing-Cain of Command and Function.  
Each CPC organizational element shall pre-delegate authorities for making policy 
determinations and decisions.  All such pre-delegations will specify what the authority 
covers, what limits may be placed upon exercising it, who (by title) will have the 
authority, and under what circumstances. 
 

1.  The CEO may order activation of the CPC COOP.  
 
2.  The ERT, if pre-deployed, may be requested by the CEO to disseminate 

information to all operations at that time. 
 
3 .  CPC COOP guidance and direction during the activation and relocation 

phases.  Pending the activation of the COOP, ERT will monitor the situation 
and assist in the notification process as necessary.   
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II-11 Operational Hours  
 

a.   During COOP contingencies, the CEO will determine the hours of work for the  
RG.  However, it is expected that the working hours of the activated ERT and will be 
similar to normal emergency periods at CPC. 

 
b.  Certain members of the Relocation Group must be prepared to support a 24-hour-per- 

Day, 7-Day-per-week operation.  
 
II-12 Alert and Notification  
 

a.   Alert Procedures.  If the situation allows for warning, staff may be alerted prior to a 
notification of the COOP activation. 

 
(1)   Information and guidance for CPC employees will normally be passed      

telephonically using existing emergency notification cascades.  Depending on the 
situation, current information will also be available via: 

• Announcements released to local radio and TV stations. 

 
(2)    Employees should listen for specific instructions.  All CPC employees should 

remain at their office or home until specific guidance is received. 
 

(3)    The CEO or designated successor, as shown in Annex E, will direct the activation 
of the CPC COOP Plan. 

 
b.  Notification Procedures. Upon notification to activate the CPC COOP Plan: 

 
(1)    The ERT Chief notifies the Directors identified in Table II-1, informing them of 

the current situation and that the COOP is being activated. 
 

(2)    The Directors/Managers will notify their staff – using their internal telephone 
notification cascades by contacting the second-level notifiers.  

 
(a).   The notifiers then initiate their respective COOP telephone notification 

cascade by calling each person in their chain and relaying the information and 
guidance provided by the Director of each program. 

 
(b).  The persons designated for notification will make a second attempt to contact 

those individuals who were not initially available.  If this attempt is 
unsuccessful, the notifier will leave a message. 

 
(c).  Once initial contact is made (message left), notifiers will call the appropriate 

Director and report status of cascade, including personnel not contacted. 
 

(d).  Directors/Managers will in turn report status to the ERT Chief via telephone. 
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(e).  For personnel not initially contacted, once the message is received, they should 
immediately contact their notifier. 

 
(f).   Notification may be via personal contact, telephone, cell phone, radio and TV 

broadcasts, or a combination thereof.  
 

(g).  When a call or other notification is received by anyone in a calling cascade, the 
information given by the notifier should be carefully recorded to ensure that it 
is passed accurately to the next person in the cascade. 

 
(h).  Directors will notify the ERT Chief upon completion of their notification 

process. 
 
(i). Notifiers will report all unsuccessful contact attempts to their primary COOP 

POC after relocation has been affected. 
 

 (3).   The ERT Chief will notify the EOG, and non Daytona Beach vicinity CPC 
personnel that an emergency relocation of CPC COOP Plan is anticipated or in 
progress. 
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Table II-1 
CPC Senior Management Team (Order of Succession) 

 

POSITION 
 

NAME 
 

CEO 
 
Karin Flositz 
 

 
Director of Programs  
 

Danielle Antoine 

 
Director of Case Management 
 

Kellie McKenzie 

 
Directive Of Human Resources 
 

Kristin Pandolfi 

 
Executive Assistant 
 

Christina Remmert 

 
Program Operation Administrator, Daytona 
 

 
Latisha Gholston 
 

 
Program Operation Administrator, Deland 
 

 
Kelly Cain 
 

 
Program Operations Administrator, Daytona 
 

Heather Moore 

 
Program Operation Administrator, Flagler 
 

Krissy Barbour 

Program Operation Administrator, Palatka 
 
Brittany Lawton 
 

 
 

SECTION III:   RESPONSIBILITIES AND PROCEDURES 

 
III-1 Emergency Response Team Procedures  
 
These procedures are outlined in the CPC emergency operations manual.  All areas of response are 
covered within these pages and account for all emergency procedures in place in the organization. 
 

CEO:  The CEO shall act as the Incident Command Officer in the event of an emergency 
event that will result in a service delivery system wide or multi county disruption of services.  
They may designate a replacement of the CPC Emergency Coordinator if they feel the 
emergency is of a localized nature and does not require a full command team to be 
organized. 
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CPC Emergency Coordinator:  Shall act as the Operations Officer and will coordinate all 
planning, response and operational activities directed by the Incident Command Officer.  
This officer will head up the operations team that will consist of the logistics officer, 
communications officer and program desk commanders.  It will be the responsibility of the 
operations officer to take the instructions of the Incident Command Officer and turn them 
into operational action plans for Incident Command Officer approval and implementation. 
 
Case Management Office: CPC’s Case Management Office will have a desk in the CPC 
EOC.  The desk will be kept manned 24 hours a day for the duration of the event.  The Case 
Management Office desk is to be manned by personnel designated by the CEO, and will be 
responsible for conversion of operational plans into action for the delivery of services to our 
client base after the emergency event. 
 
Officer Manager:  It will be the responsibility of the general services department to set up 
the EOC in order from either the Emergency Coordinator or the CEO.  They will see the 
proper equipment is available and in place for the opening of the EOC.  It is the 
responsibility of the office manager to provide the fiscal officer for the control and 
recording of all expenses incurred before, during and after the emergency event.  It will also 
be the responsibility of the office manager to assure adequate purchasing resources to meet 
the requirement of CPC before, during and after the event. 
 
Director of Human Resources. It is the responsibility of the Director of Human 
Resources to utilize IT staff assure all computer and communications equipment required 
are available and in good working order.  They will install said equipment on notification 
from the Operations Officer or the CEO.  They will be responsible for the safeguarding of 
all stored on line information and backup for said information before, during and after the 
emergency event.   
 
Vital Records and Databases:  (Note:  For Databases, see Information Management 
Systems Section of Emergency Operations Plan).  Vital records will be shipped to Business 
Archives, 413 Oak Place, Ste. F & G, Port Orange, FL for storage and retrieval until such 
time as they can be returned to the appropriate service centers.  
 
Pre-Positioned Resources:  These resources are under the control of the CPC’s contract 
providers and will be distributed as need arises.  CPC’s do not have pre-positioned resources 
with which to deal. 
 
Telecommunications and Information Technology Support is detailed in the CPC 
Emergency Plan for Information Systems.   
 
Transportation, Lodging and Food:  It is the responsibility of the Executive Assistant at 
the Emergency Operations Center.  This officer will address these needs as they become 
evident through the use of Purchase Cards and pre-authorized credit limits that can be 
extended to meet the requirements of the emergency.  
 
Personal Preparedness: The requirements for Personal Go Kits for deployed employees are 
detailed in the CPC Emergency Plan where a checklist has been provided to assure readiness 
of all deployed personnel. 
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      Site Support Procedures.  These procedures are detailed in the Site-Specific Plans for 

each location which are contained in the CPC Emergency Plan. 
 

(1)   Develop a CPC COOP information technology plan that details the transition of 
critical CPC COOP telecommunications and information systems from CPC HQ to 
and from Alternate Response Point to a new or reconstituted CPC HQ. 

  
(2)   Inform CPC senior management on the status of telecommunications and 

information systems. 
 

Human Resources Responsibilities: 
 

(1)   Be prepared to provide staff for the Relocation Group.  
 
(2)   Develop Program/Office COOP Implementation Plans. 
 
(3)   Appoint a COOP representative to the CPC COOP Working Group, and keep the 

Emergency Coordinator informed of any changes. 
 
(4)   Ensure that Alert and Notifications procedures, including cascades, are complete, 

accurate, and updated when personnel or contact numbers change. 
 
(5)  Serve as centralized coordination point for personnel augmentees. 

  
 
III-2 Alternate Relocation Point Facility Manager Responsibilities 
  

a.   Prepare ARP Site-Support Procedures in support of the CPC COOP Plan to ensure the 
smooth transition of CPC mission essential functions, personnel, equipment, and vital 
records from the CPC HQ to the Alternate Relocation Point. 

 
b.   Identify those Alternate Relocation Point mission essential functions that can be  

deferred or terminated in the event the CPC COOP Plan is implemented. 
 
c.   Provide for the proper storage of backup copies of vital records and databases, and other 

pre-positioned resources and assets. 
 
 d.   Designate personnel responsible to assist the arriving Emergency Response Team. 
 
 e.    Maintain a current roster of designated COOP site-support staff personnel. 
 

f.    Support periodic coordination visits and annual exercises. 
 

g.   Keep the SCO informed of any site vulnerabilities or changes in site resources that may            
impact the effective execution of the CPC COOP Plan 
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h.   In conjunction with the CEO, support the orderly transition of all CPC functions, 
personnel, equipment and records from the Alternate Relocation Point to a new or 
restored CPC office facility. 

  
III-3 Personnel Coordination 
 

a.   If necessary, the A-Team will deploy to the Alternate Relocation Point and transition 
management of the CPC mission essential functions for up to 30 days at the Alternate 
Relocation Point. When the CPC HQ is restored or a new office building is identified 
and available, the Emergency Response Team will transition management of mission 
essential functions from the Alternate Relocation Point to the CPC HQ office. 

 
b.   Only personnel who are needed for the continuous execution of mission essential 

functions will be included in the COOP Implementation Plan RG rosters.   
 

c. Following activation and deployment of the RG, Directors may request additional 
personnel as augments at the Alternate Relocation Point, if space is available.  If space is 
limited, two 12-hour shifts may be employed. 

 
d. All requests for augmentation of the RG must be coordinated through the SCO. 

 

e. During COOP operations, personnel not activated as members of the RG or 
augmentees, will be provided information on their status by calling 1-386-566-7877.  The 
Administration Section will be responsible for providing the emergency number with 
information to disseminate. 

 
III-4 Vital Records and Databases 
 

a.   One of the CPC COOP Plan objectives is to ensure the protection of vital records, 
regardless of media type, that are needed to support essential functions under all 
emergency conditions. 

 
 b.   Categories of these types of vital records and databases may include:  
 

 (1).    Emergency Operating Records.  Vital records, regardless of media, essential to the 
                continued function or reconstitution of the organization during and after an 

emergency.  Included are emergency plans and directives; orders of succession; 
delegations of authority; staffing assignments; and related records of a policy or 
procedural nature that provide agency staff with guidance and information 
resources necessary for conducting operations during any emergency, and for 
resuming formal operations at its conclusion. 

 
(2).    Legal and Financial Rights Records.  Vital records, regardless of media, critical to 

carrying out an organization’s essential legal and financial functions and activities, 
and protecting the legal and financial rights of individuals directly affected by its 
activities.  Included are records having such value that their loss would 
significantly impair the conduct of essential agency functions, to the detriment of 
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the legal or financial rights or entitlements of the organization or of the effected 
individuals.  Examples of this category of vital records are accounts receivable; 
contracting and acquisition files; official personnel files; Social Security, payroll, 
retirement, and insurance records; and property management and inventory 
records. 

 
c.    The Florida Bureau of Archives and Records Management provides overall guidance 

and oversight for the protection of vital records to support the performance of CPC 
mission essential functions under any emergency or potential emergency. 

 
III-5 Pre-Positioned Resources 
 
Without appropriate planning, essential Data maintained at the CPC HQ may not be available to be 
deployed with the RG members.  The CEO will ensure that databases and other references 
supporting CPC mission essential functions are pre-positioned at the in-town Alternate Response 
Point option or other off-site location, carried with deploying personnel, or are made available 
through an automated data backup process. In addition, the CEO will ensure that any special 
resource request will be either pre-positioned at the in-town Alternate Response Point option or 
other off-site location, or carried with deploying personnel to the Alternate Response Point.  
Procedures and checklists for pre-positioning resources should be included in the COOP 
Implementation Plans. 
 
III-6 Drive-Away Kits 
 

a.   Directors are responsible for providing guidance to their members on the requirement 
for and the contents of these kits, which may contain such items as software, databases, 
publications, laptop computers, etc. Any special resource requirements will be addressed 
at the Program level. The contents and pre-positioning of the drive-away kits should be 
included in the Program COOP Implementation Plan through specific procedures and 
checklists. 

 
 

b.   It is strongly encouraged that essential items and data equipment be pre-positioned at the 
in-town Alternate Response Point or other off-site location instead of being carried in a 
drive-away kit, because RG members may be at home when the order to deploy is 
received and access to the drive-away kits may be difficult or impossible.   

 
III-7 Telecommunications and Information Systems Support 
 
In general, telecommunications capabilities exist at a sufficient capacity at each primary Alternate 
Response Point facility; however, information systems support provided at CPC HQ is not available 
at the Alternate Response Point locations. It is imperative that the Directors ensure that unique or 
critical information system requirements are considered in planning and, if appropriate, are identified 
as capabilities to be provided by support organizations at the Alternate Response Point.  All 
telecommunications and information support requirements should be detailed in the individual 
Program COOP Implementation Plans and be fully coordinated with the CEO to ensure 
coordination with the ARP Facility Managers.   The CEO shall maintain all necessary and up-to-date 
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files, documents, computer software, and databases that are required to carry out mission essential 
functions. 
 
III-8 Transportation, Lodging, and Dining 
 
The Administration Section will disseminate information related to local travel and temporary duty 
station when the CPC COOP Plan is activated.  General information about transportation, lodging, 
and dining is provided in the following subparagraphs. 
 
 
 a.   Transportation. 
 

(1).   To the extent possible, A-Team and the F-ERT of the RG and CPC personnel 
activated as augmentees are encouraged to use their privately owned vehicles to 
commute to an assembly site or pre-identified Alternate Response Point.   
 

(2).   If necessary, following notification of an alert, the designated ARP Facility Manger 
will develop a transportation plan based upon the response required to meet a 
particular type of emergency for deploying RG personnel.  

 
 b.   Lodging. 
 

(1).   On-site lodging will be available at the out of town Alternate Response Point 
facility, and to those who are unable to commute from home or may be required to 
work extended hours at Alternate Response Point are given priority.  Reasonable 
accommodations are also available off-site. 

 
(2).   The ARP Facility Manager is responsible for all lodging at the Alternate Response 

Point. 
 

 c.   Dining. 
 

(1)    Alternate Response Point will provide food for the A-Team, ERT and RG 
personnel lodging at the facility. 

 
 (2).    Restaurants are also available in the local communities. 
 
III-9 Security and Access Controls 
 
The Executive Assistant will ensure that the CPC COOP and the Building Evacuation Plans for the 
CPC HQ are complementary and coordinated if a COOP activation is required.  The Chief 
Executive Officer is responsible for the protection of personnel and vital records and Databases 
before, during, and after COOP operations.   
  
III-10 Personal Preparedness 
  

a.   Personal Items. In addition to “official” items carried in the drive-away kits, each RG 
member requiring lodging at the Alternate Response Point should consider bringing 
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appropriate personal items and changes of clothing. In addition, RG members should 
relocate with their ERT badge for entry into the ARP. 

  
b.   Clothing. Casual dress is generally appropriate while at the Alternate Response Point. 

 
c.    Medical Support. 

 
(1).   The ARP Facility Manager is responsible for making available medical information 

and/or treatment available for the RG members. 
 

(2).   Deploying personnel should bring with them an adequate supply of medicines, 
hearing-aid batteries, and eyeglasses. 

  
(3).   Contact the ARP Facility Manager for special arrangements such as refrigeration of 

pharmaceutical and medical supplies. 
 

(4).   Deploying personnel are encouraged to bring health insurance cards.  
 

III-11 Site-Support Procedures 
 

a.   The ARP Facility Manager is responsible for developing CPC COOP Site-Support 
Procedures that identify the requirements for receiving and supporting and relocating the 
CPC RG.  The site-support procedures should ensure sustained operations for up to 30 
days with resource support. The Alternate Response Point must be ready to support the 
A-Team within six hours and fully operational within 12 hours of activation to support 
additional members of the EOC Command Team. 

 
b.   The Alternate Response Point Site-Support Procedures will describe in detail the 

procedures for providing, as a minimum: facility access and control, office and lodging 
(if required) assignments, physical security, administrative support and supplies, 
transportation (off site and on), medical services, communications support, and 
information systems support. 

 
c.   The Emergency Coordinator will be a depositary for Alternate Response Point Site-

Support Procedures. These procedures will be reviewed annually to ensure that they are 
current and still viable. 

 

SECTION IV:   PHASE I – ACTIVATION 

 
In general, the following procedures will be followed in the execution of the CPC COOP Plan. As 
explained in Section II-3 – Concept of Execution, the extent to which this will be possible will 
depend on the emergency, the amount of warning received, whether personnel are on duty at the 
CPC HQ or off-duty at home or elsewhere, and possibly, the extent of damage to the CPC HQ and 
its occupants. This Plan is designed to provide a flexible response to multiple events occurring 
within a broad spectrum of prevailing conditions. The degree to which this Plan is implemented 
depends on the type and magnitude of the event(s) or threat(s) thereof. 
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IV-1 Alert and Notification Procedures  
 

a.   The CPC notification process is intended to allow the smooth transition to the  
      A-Team, and to continue the execution of mission essential functions across a wide 

range of potential emergencies.  Notification may be in the form of: 
 

 (1).   A COOP alert to the RG and non-essential CPC employees that relocation is 
imminent. 

 
 (2).   An announcement of a CPC COOP Plan activation that directs the A-Team to 

report to an assembly site or a designated Alternate Response Point, and provides 
instructions for CPC senior managers for time of movement, reporting, and 
transportation details to an assembly site or a designated Alternate Response Point.  

 
(3).   Instructions to the Command Team to report for departure and relocation to the 

Alternate Response Point, when selected and prepared, and instructions to the 
non-essential employees. 

 
b.   Upon receipt of a COOP alert from the CEO, or a designated successor, The ERT 

Chief, notifies all the Directors, who in turn, notify their staff using their internal 
telephone notification cascades.  Notification may be via personal contact, telephone, 
cell phone, radio and TV broadcasts, or a combination thereof.  

  
c.   The Office of Emergency Coordinator notifies the operational personnel in the CPC that 

an emergency relocation of the CPC COOP Plan is anticipated or in progress. 
 
IV-2 Initial Actions  
 

a.   Based on the situation and circumstance of the COOP event, the CEO, Emergency 
Coordinator and the EOC Manager will evaluate the capability and capacity levels 
required to support the current mission essential functions of the Emergency Response 
Team/CPC and select an appropriate Alternate Response Point.  

 
b.   The CEO directs the Director of Case Management to immediately deploy the A-Team 

to an assembly site or the designated Alternate Response Point. 
 
c.   The Director of Case Management in coordination with the EOC Manager will activate 

the A-Team for an immediate deployment to the designated ARP or assembly site. 
 
d.   The Director of Case Management notifies the designated ARP Facility Manager to 

expect the relocation of the ERT/CPC. 
 
e. The ERT Chief directs the Command Team to begin the COOP activation process and 

provides instructions and guidance to be relayed to the staff including the location of the 
ARP. 

 
f. The designated ARP Facility Manager prepares the ARP for ERT/CPC operations. 
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g.   The Alternate Response Point notifies CPC Program/Office Heads and provides   
instructions and guidance on operations and the location of the Alternate Response 
Point. 

 
h.   The Director of Case Management notifies the Operations Manager of Circuit 7 and the 

State Warning Point of their circuit that an emergency relocation of the CPC is 
anticipated or is in progress.  

  
i.    The Directors begin their notification cascades. After the cascades are complete, the 

results, including individuals not contacted are reported to the Director of Case 
Management. 

 
j.    The A-Team members report to an assembly site or deploy to the designated Alternate 

Response Point to assume the CPC mission essential functions. 
 
k.   A-Team members who have established drive-away kits ensure that they are complete, 

with current documents and equipment, and commence movement of the resources. 
 
l.    Command Team personnel assemble the remaining documents and other assets as   

required for the performance of mission essential functions and begin preparations for 
the movement of these resources. 

 
m.  All organizational elements implement normal facilities security procedures for area(s)         

that are being vacated. 
 
n.  The General Services personnel take appropriate measures to ensure security of the CPC 

HQ and equipment or records remaining in the building in coordination with the Local 
Police. 

 
IV-3 Activation Procedures Duty Hours  
 

a.   The CEO notifies the Director of Case Management of the emergency requiring 
activation of the CPC COOP Plan. 

 
b.   The Director of Case Management activates the CPC COOP Plan and notifies the ARP 

Facility Manager. 
 
c.   The Director of Case Management directs the EOC Manager to begin movement of the 

A-Team to an assembly site or to the designated Alternate Response Point facility 
immediately.  (See Section III-3 through III-12.) 

 
d.   The A-Team immediately deploys to a designated Alternate Response Point to assume 

mission essential functions. 
 
e.   If already at the CPC HQ, the Command Team members and other CPC employees 

remain on duty pending further guidance. 
 

f.   The tasks in Section IV-2 – Initial Actions are completed in their entirety. 
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IV-4 Activation Procedures Non-Duty Hours 
 

a.   The CEO notifies the Director of Case Management of the emergency requiring 
activation of the CPC COOP Plan. 

 
b.  The Director of Case Management activates the CPC COOP Plan and notifies the 

appropriate ARP Manager. 
 

c.  The Director of Case Management directs the Command Team to begin movement of A-
Team to an assembly site or to the designated Alternate Response Point facility 
immediately.  (See Section III-3 through III-12.) 

 
d.  A-Team immediately deploys to an assembly site or a designated Alternate Response 

Point to assume mission essential functions.  
 
e.  The Command Team personnel and other CPC employees are directed to remain at 

home pending further guidance. 
 

f.  The tasks in Section IV-2 – Initial Actions are completed in their entirety. 
  
IV-5 Deployment and Departure Procedures – Time-Phased Operations  
 
Allowances for partial pre-deployment of any mission essential functions that are critical to 
operations will be determined by the CEO, in coordination with the Director of Case Management 
and Command Team at the time the CPC COOP activation is directed.  This determination will be  
 
based on the event or the level of threat. The following actions establish general administrative 
procedures to allow for travel and transportation to the Alternate Response Point.  Specific 
instructions will be provided at the time a deployment is ordered. 
 

a.   The CEO directs the Director of Case Management to begin deployment of the A-Team 
members to the Alternate Response Point. (See Section III-3 through III-12.) 

 
b. A-Team. The A-Team is directed by the Director of Case Management to either relocate 

to a designated assembly site or an Alternate Response Point.  Team members should 
ensure that they have their official drive-away kits and the personal preparedness bags.  

 
c. Command Team- RG members from each Program immediately begin movement taking 

with them all office drive-away kits, if applicable, not already transported by the 
members of the A-Team and their personal preparedness bags. This team will most likely 
use privately-owned vehicles for transportation to the designated facility.  Specific 
instructions will be provided at the time of activation.  (See Section III-3 through III-12. 

 
d.  Non-Essential CPC Personnel. Non-essential personnel present at the CPC HQ at the 

time of an emergency notification will be directed to proceed to their homes or other 
CPC facilities to await further instructions. At the time of notification, information will be 
provided on route that should be used to depart the CPC HQ or other appropriate safety 
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precautions.  During non-duty hours, non-essential personnel will remain at their homes 
pending further guidance.   

 
IV-6 Transition to Alternate Operations  
 

a.  Following the activation of the CPC COOP Plan and establishment of communications 
links with the CEO and A-Team at an assembly site in the Jacksonville vicinity, the CEO 
or their designated successor orders the cessation of operations at the CPC HQ. 

 
b.  As appropriate, press, news media, outside customers, vendors and other service 

providers are notified by an official spokesperson from CPC has been temporarily 
relocated. 

 
IV-7 Site-Support Responsibilities 
 
Following notification of a relocation that the CPC RG has been ordered or is in progress, the ARP 
Facility Manager will implement CPC COOP Site-Support Procedures and prepare for the activation 
of the CPC COOP Plan and to receive the Emergency Response Team within six hours and the 
Command Team within 12 hours.  The ARP Facility Manager is authorized to direct site personnel 
to some other duty station in the facility, or may direct site personnel to remain or return home 
pending further instructions. 

Table IV-1 
CPC Notification Cascade 

 
     

 
 
 

 
 
 
 

SECTION V:   PHASE II – ALTERNATE OPERATIONS 

 
V-1 Execution of Mission Essential Functions  
 
Upon activation, the A-Team will begin providing support for the following functions: 

 

Director of 
Human 

Resources 

Contract and Compliance 
Manager/QA Manager Director of Programs 

Directors/Managers 

Direct 
Staff

 

Direct Staff 

Direct 
Staff

 

CEO 

Finance Manager 
Director of 

Case Management 

Directors/Managers 
Direct 
Staff

 
Direct Staff 

 Field Staff 
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 a.   Monitor and assess the situation that required the relocation; 
 
 b.   Monitor the status of Program personnel and resources; 
 
 c.   Continue CPC essential functions; 
 

d. Report the status of operations to other CPC components; 
 

e. Establish and maintain contact with the EOC and DCF Circuit Office; 
 
 f.    Plan and schedule relocation site operations; 
 

g. Support the CEO and the Command Team; and, 
 

h. Prepare for the support of RG when directed to report to the designated ARP or the 
restored CPC HQ. 

 
 
 
V-2 Establishment of Communications  
 

a.   Depending on the situation and circumstances, the CEO will determine if any members 
of the A-Team will relocate to a designated Alternate Response Point instead of 
operating from a temporary assembly site in the Deland vicinity. 

 
b.   Relocated A-Team members will report to the appropriate Alternate Response Point to 

check in.  
 

c.   The ARP Facility Manager, will disseminate administrative and logistics information to 
A-Team members upon arrival.  This information should cover a period of up to seven 
days. 

  
d.   As appropriate, A-Team members will begin to retrieve pre-positioned information and 

data, activate specialized systems or equipment, etc. 
 
 
V-3  Relocation Group Responsibilities 
 

a.  A-Team Responsibilities. As soon as possible following their arrival at the designated 
Alternate Response Point or pre-identified assembly site in the Jacksonville vicinity, the 
A- Team members will begin providing support for the following functions: 

 
(1)   Establish and maintain communications links with the President and the 

Operations Officer. 
 
(2) Locate and coordinate the A-Team deployment to the designated ARP based on 

the CEO’s selection. 
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(3) Coordinate preparation of the ARP facility and prepare for arrival of the 
Command Team personnel of the RG at the ART within 12 hours. 

 
(4) Coordinate transition of the CPC mission essential functions to the full RG at 

the ART or reconstituted CPC office. 
 

b.  Command Team Responsibilities.  As soon as possible following their arrival at the 
designated ARP, the Command Team members will begin providing support for the 
following functions: 

 
(1).  Upon arrival at the designated ARP or restored CPC Office, the RG will report 

to Security at the main entrance of the facility to check in. 
 
(2). The Incident Command Officer will disseminate administrative and logistics 

information to the RG personnel upon arrival.  This information should cover a 
period of up to 30 days. 

 
(3).  The RG personnel will proceed to assigned spaces, which will be identified in 

the Alternate Response Point Site-Support Procedures. 
 
(4).  The Emergency Response Team will receive initial in-briefing and reports from   

their respective A-Team members. 
 
(5). RG Personnel will support ERT operations (See Section V-1 above). 
 

V-4 Augmentation of Staff  
 

a.  If it becomes evident that the RG cannot ensure the continuous performance of mission 
essential functions, the CEO in coordination with the Director of Case Management and 
the ARP Facility Manager determine the capacity to augment the staffing. This may 
require two shifts working on a 24-hour basis. 

 
b. The CEO will then request the Director of Human Resources to ensure that the identified 

positions are staffed with individuals who have the requisite skills to perform the tasks. In 
addition, this section will prepare the necessary documents for the employee to deploy to 
the designated Alternate Response Point. 

 
c.  It is imperative for COOP operations at an Alternate Response Point to ensure a 

centralized and coordinated roster of personnel due to limited space and resources. 
 
V-5 Amplification of Guidance to Essential and Non-Essential Personnel  
 

a.  The CEO and the Director of Human Resources will develop informative Memorandum 
for dissemination to all CPC employees in regards to the duration of alternate operations, 
pertinent information on payroll, time and attendance, duty assignments, and travel 
authorizations and reimbursements. 
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b. The CEO will approve this Memorandum and the Director of Human Resources will 
then distribute the document to the relocated personnel and the non-essential staff 
through appropriate media and other sources that are available. 

 
V-6 Development of Plans and Schedules for Reconstitution and Termination  
 

a.  The Incident Command Officer in coordination with the Program Directors will develop 
Reconstitution and Termination Plans and Schedules to ensure an orderly transition of all 
CPC functions, personnel, equipment, and records from the Alternate Response Point to 
a new or restored CPC facility.   

 
b.  Each organizational element, in turn, will designate a reconstitution Point Of Contact to 

work with the Information and Planning Section to develop the appropriate plans and 
schedules.  

  
c.  The CEO will approve the plans and schedules prior to the cessation of operations.  

 
d.  The Incident Commander in conjunction with EOC Manager will oversee the 

Reconstitution and Termination process. 
 
 

SECTION VI:   PHASE III – RECONSTITUTION AND TERMINATION 

 
VI-1 Overview 
 
Within 24-hours of an emergency relocation, the Command Team with support appropriate ERT 
functions as well as the Director of Human Resources, will initiate operations to salvage, restore, 
and recover the CPC HQ after the approval of the local and Federal law enforcement and 
emergency services involved.  Reconstitution procedures will commence when the CEO or other 
authorized person ascertains that the emergency situation has ended and is unlikely to recur.  Once 
the appropriate CPC representative has made this determination, one or a combination of the 
following options may be implemented, depending on the situation. 
 
 a.   Continue to operate from the Alternate Response Point. 
 

b.   Begin an orderly return to the CPC HQ and reconstitute from remaining CPC or other 
resources. 

 
c.   Begin to establish a reconstituted CPC Office in some other facility in the Central Florida 

vicinity. 
 
VI-2 Procedures  
 
Upon a decision by the CEO or other authorized person that the CPC Headquarters can be 
reoccupied or that a different facility will be established as a new CPC Office: 
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a.  The Incident Command Officer, in conjunction with the EOC Manager, will oversee the 
orderly transition of all CPC functions, personnel, equipment, and records from the 
Alternate Response Point to a new or restored CPC Office facility.   

 
b.  Each organizational element, in turn, will designate a reconstitution Point Of Contact to 

work with the Operations Officer and inform office personnel of developments regarding 
reconstitution. 

 
c.  Prior to relocating to the current CPC HQ or another building, the Incident Command 

Officer will conduct appropriate security, safety, and health assessments for suitability. 
 

d.  When the A-Team and necessary equipment and documents are in place at the new or 
restored headquarters facility, the staff remaining at Alternate Response Point will transfer 
mission essential functions and resume normal operations. 

 
VI-3 After-Action Review and Remedial Action Plan  
 

a. An After-Action Review data collection process will be initiated prior to the cessation of 
operations at the Alternate Response Point. Two basic forms to collect data will be used – 
Employee Observation/Comment Forms and Ups and Downs Quick Report from each 
Emergency Response Team. 

 
(1).  Employee Observation/Comment Forms. This form is designed to collect 

information from any employee working during the CPC COOP activation. It will be 
used to record comments about any action, strength, weakness observed during 
operations. The Director of Human Resources will distribute these forms preferably 
electronically or in paper to all Emergency Response Team employees prior to the 
cessation of operations. 
 

(2).   Ups and Downs Quick Report. This form is designed to record a snapshot of 
strengths and weaknesses at the conclusion of the operations. It should summarize 
what the section and/or branch feels were the three things that worked best and the 
three things that they feel require additional work or training. The Director of Human 
Resources will distribute these forms preferably electronically or in paper to all 
Emergency Response Team sections and/or branches. 

   
b. The inputs from both the Employee Observation/Comment Forms and the Ups and Downs 
Quick Report will be incorporated into a COOP Remedial Action Plan. Recommendations for 
changes to the CPC COOP Plan and accompanying Standard Operating Procedures will be 
developed and incorporated into the COOP Annual Review Process. In addition, recommendations 
that affect the alert and notification process, the COOP activation process, COOP implementation, 
or operational issues at the assembly site or designated Alternate Response Plan will be developed. 
The recommendations in these areas will immediately be addressed at the next CPC COOP Working 
Group meeting. 
 
c. All communication of Pre Event Survey and After Action Report documents should be emailed 
concurrently to your DCF Contract Manager, CCDA and the following DCF Administrators 
responsible for Region response and reporting. 
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Eddie.Encarnacion@myflfamilies.com 
 
Kathryn.Williams@myfamilies.com 
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