
[How to Use this Template]
[Bracketed Italicized text is meant to be instructional and to be removed before finalization]
[Bracketed, bolded or blue text is an example that can be edited and used for the final plan]
Plain text should remain in your final plan (i.e., generally headers)

[This template is to help community-based child serving organizations develop a continuity of operations (COOP) plan. If your organization already has a COOP plan, benchmark your plan to the different sections of this plan.] 
[To develop a plan, you must create a planning process or framework first.] 
1. [Convene a Steering Committee – A COOP response to a business disruption or emergency requires multiple stakeholders and different kinds of expertise and response capabilities; therefore, you should consider having key stakeholders from all departments, involved in your planning team (e.g., Program Director, Administrative Office, IT, Human Resources). In general, your Steering Committee will make the final decisions on the priorities and order of business for your organization and manage the course of operations. Identify these key stakeholders and explain their roles in this planning process (e.g., department champion, subject matter expert, plan writer, meeting coordinator, final approver). It is critical that every participant feels like he/she has ownership in the plan. In the end, this team should have in-depth knowledge about the organization’s operations and resources that would be available.]

2. [Set a meeting schedule – Developing and finalizing a plan can take months. Determine meeting dates and plan out deliverables/sections of the plan to discuss. Include major milestones as well (e.g., first draft, comment period, final draft, comment period, final approval). Allow the schedule to be flexible as there could be back and forth discussions, waiting on action items, etc. that could extend the timeline.]

3. [Determine essential and non-essential functions – This step is the most important step in the whole process and will take the most time to complete (refer to examples in Sections 6 and 7). Each unit or department should identify all of its functions and the possible effects on a set list of factors, approved by the Steering Committee. For example, how does the loss of this function affect the following?]
· [Customer/client]

· [Finances (e.g., budget, credit, banking relationship, future profits)]
· [Compliance/regulations]
· [Operational (i.e., affects other departments or internal processes)]
· [Organization’s reputation]
· [Staffing (full-time, part-time, volunteers)]
· [Developmental or community impact (including vulnerable populations)]

[Once all functions and impacts have been identified, the department should assign a recovery time objective (RTO). An RTO is the point in time when the loss of the function has a negative impact to the business (referring to the factors above). Or, stated in a different way, “How long can your organization do without this function?”] 

[Once all functions and RTOs have been identified, the Steering Committee must then decide on what functions should be considered “essential” or “non-essential” and create priorities (if needed) to rank within essential or non-essential.] 

4. [Develop mitigation and recovery strategies – Once you have identified your essential and non-essential functions, each department should develop strategies (refer to examples in Sections 6 and 7). Mitigation is the effort to lessen the impact of disasters before they occur (e.g., buying a generator in case of power outages). Recovery begins with the stabilization of the emergency and ends when the organization has recovered from the disaster’s impacts (i.e., basically returning to a sense of normalcy). An example recovery strategy would be to move operations to a different location to continue providing services.] 

5. [Understand your threats – Knowing your threats as well as threats to the surrounding community will help you decide on executing any mitigation or response strategies. (e.g., should you pay for a back-up generator or plan for a back-up facility if you are based in a hurricane zone?) Ask peer organizations if they have conducted a risk assessment or contact your local, county, or state emergency management office to ask if there is a hazard mitigation plan that lists the threats and hazards that they have identified for the jurisdiction. Consider your vulnerabilities and risks posed by the identified threats and hazards. The Steering Committee should rank the threats for the organization (refer to the Risk Assessment under the Appendix).] 


6. [Finalize and approve the plan – Develop the plan in sections and include review periods before moving to the next section. For final approval, the Steering Committee should sign off on it.]  

7. [Develop and implement training plan – Once the plan is approved, develop a training program so that necessary staff is aware of the plan and understand their responsibilities.] 




Cover Page
[This section should include the following pieces of information:]
· [Title of Plan ]
· [Date of approval/publication and number of current version (i.e., for version control purposes)]




Inside the Cover Page(s)
[This section should include the following pieces of information:]
· [Use this space for information that needs to be easily accessible to staff]
· [Address of organization (i.e., staff can provide for 911 purposes)] 
· [List of Continuity of Operations (COOP) Team Members, Positions, Primary/Secondary Contacts, Phone Numbers, E-mail Addresses]
	COOP Position
	Name(s)
	Phone Number(s)
	E-mail

	Team Leader
	[Primary: John Doe]
[Secondary: Jane Doe]
	[Cell: (123) 345-6789]
[Cell: (234) 456-7891]
	[jdoe@abc.com]
[jdoe2@abc.com]
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Continuity of Operations (COOP) Plan Template for Community-Based Child Serving Organizations

Page 1
[bookmark: _Toc491376868]Section 1: Introduction 
[This section should include the following pieces of information:]
[bookmark: _Toc491376869]Scope
· [What types of emergency situations does this plan encompass?] 
· [According to FEMA, “continuity of operations” means “the effort to ensure continued essential organizational functions across a wide range of potential emergencies, including localized acts of nature, accidents, and technological or attack-related emergencies”]
· [In essence, your plan should have an all-hazards approach – any event or incident that prevents any of your essential functions from operating would fall under the scope of this plan.]
· [What types of populations does this plan address?] 
· [Ideally, your plan should address all staff, all children and their families, or any visitors related to the organization as any disruption of essential functions affects these populations.] 

[bookmark: _Toc491376870]Audience
· [Who should read and know this plan? (e.g., COOP Team Members, organization leadership, all staff organization – essential and non-essential)]

[bookmark: _Toc491376871]Plan Objectives
· [What main points should a reader know from this plan? Each objective should be addressed in one of the main sections.] 

[Example:]
· [Provide a basic understanding of the organization’s services, personnel, critical assets, and dependencies]
· [Define triggers for an activation of this plan] 
· [Establish a response structure and describe roles and responsibilities]
· [Determine the organization’s essential and non-essential functions with agreed upon Recovery Time Objectives (RTOs)]
· [Understand the organization’s recovery and mitigation strategies]



[bookmark: _Toc491376872]Section 2: Overview of the Organization
[This section is meant to give the audience member a general understanding of the organization and the services being provided so that during an emergency, the audience member has basic knowledge to inform his/her response to assist with continuity of operations.]  
[This section should include the following pieces of information:]
[bookmark: _Toc491376873]Services
· [What services does your organization provide externally (e.g., childcare, child development or educational programs, feeding program)? Describe each service including the types of populations being served (e.g., quantity, age-range, vulnerable populations)]
 
[bookmark: _Toc491376874]Staffing
· [How many staff? Include an organizational chart and describe each area (roles, responsibilities, full-time or part-time, volunteers)]

[bookmark: _Toc491376875]Critical Assets
· [Complete this section after you have completed Section 6: Essential Functions]
· [Based on your identified essential functions, provide a brief summary or list of critical assets (e.g., building/square footage, vehicles, software/hardware, essential employees with specialized skills sets such as a translator, generator, hard to replace assets)] 

[bookmark: _Toc491376876]IT Infrastructure and Support
· [Depending on your organization, most of this information may be in your Disaster Recovery (DR) Plan; if so, provide a brief summary and reference the DR Plan]
· [Work with your IT staff to understand how they support the organization]
· [How many data servers does your organization have and what do they support specifically?]
· [Are any software or applications managed by third party vendors?]
· [Are all IT staff in-house or do consultants or third party vendors assist?]


[bookmark: _Toc491376877]Vital Records
· [Complete this section after you have completed Section 6: Essential Functions]
· [Based on your identified essential functions, provide a brief summary or list of vital records (e.g., third party vendor contracts, employee information, banking information)] 

[bookmark: _Toc491376878]Regulations/Licensing
· [What regulations must your organization comply with? During emergencies, government officials may be willing to waive certain regulations.] 
· [What agency provides your license?]


[bookmark: _Toc491376879]Section 3: Response Structure
[This section describes the organizational structure of how your organization will ensure that essential functions continue during a disruption. This structure could be slightly different compared to your normal day-to-day structure as emergencies may require staff to do actions not within their normal responsibilities. Also, if you have an emergency management structure, your Continuity of Operations (COOP) Team may be integrated in that structure.] 
[This section should include the following pieces of information:]
[bookmark: _Toc491376880]Continuity of Operations (COOP) Team 
· [Complete this section after you have completed Section 6: Essential Functions and Section 7: Non-Essential Functions as you may want to structure your team based on certain functions or certain recovery time objectives (RTOs)]
· [This team manages the planning and response to ensure that essential and non-essential functions meet their Recovery Time Objectives (RTOs). It could encompass all staff in your organization (full-time, part-time, and volunteers), specific departments/units, or individuals who run your emergency management response. You should decide a structure that best fits your organization. Generally, leaders of departments would be involved because of their normal day-to-day responsibilities.]
· [At a minimum, the COOP Team should have one overall decision-maker, the COOP Team Leader, who is responsible for the whole response (e.g., Director).] 
· [In general, your team should be knowledgeable and able to execute the response strategies identified for each essential function. You may want to divide your team based on your essential functions or general functions (e.g., staffing, IT, Facilities, Communications to stakeholders).] 
· [Team Leader – final decision-making/approval authority concerning the execution of response strategies to ensure continuity of operations]
· [If your organization must find an alternate location:]
· [Who will find and confirm the final location(s) and ensure that the location(s) fit the requirements (space, IT, communications] specifications, etc.) for the essential functions that are moving?
· [How will staff and assets transfer to the new location(s)?]
· [Who will assign essential functions to certain spaces?]
· [If some of your staff must work remotely:]
· [Do the employees have the assets they need to continue working (e.g., internet access, computers, access to software, etc.)?]
· [Depending on the type of employee (full-time, part-time), how will you track hours for compensation and benefits purposes?]
· [Can your network handle the extra users working remotely?]
· [Are there vital records that need to be protected or reconstituted?]
· [How will your organization communicate updates and changes to operations to stakeholders (e.g., staff, vendors, visitors, clients)?]
· [Does your organization have an emergency management response structure? If so, how will this team integrate into that structure?]
· [Depending on your staffing and skill set, you can combine functions.] 
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[bookmark: _Toc491376881]Section 4: Orders of Succession
[This section lists the current key leadership positions within the organization, the associated authorities, and what positions or staff would be the back-up to those key leadership positions if the current leaders were considered incapacitated or not able to conduct their duties.] 

[This section should include the following pieces of information:]

· [Who are the key leaders in your organization? (e.g., Director, Assistant Director, Finance Officer, Human Resource Officer)]
· [What are the authorities of these key leaders?]
· [Assign back-up staff to perform the duties of these key leaders and train them on the duties they would need undertake during emergencies/business disruptions]
	Key Position
	Authorities/Responsibilities
	Successor(s)

	[Childcare Director]
	[Final decision-maker on all services provided, communications sent, and changes in policies]
	[Assistant Director]
[Program Director]

	[Finance Officer]
	[Approves all financial transactions (accounts receivable, accounts payable) and related documentation (e.g., invoices)]
	[Director]
[Assistant Director]
[Finance Manager]

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc491376882]Section 5: Concept of Operations
[This section describes the notification procedure and provides a general overview of the organization’s functions and recovery time objectives (RTOs).]

[This section should include the following pieces of information:]
[bookmark: _Toc491376883]Plan Trigger
· [Describe the escalation procedure so staff at any level know who needs to be informed of an emergency]
· [What are the triggers for activating the COOP Plan and/or the COOP Team?]
[Example:]
· [An event or incident that disrupts the organization’s operations severely and the estimated time of recovery is unknown and a cause or resolution cannot be identified within a reasonable period of time]
· [An event or incident that disrupts the organization’s operations for more than 1 hour]
· [An event or incident that causes the organization to not be in compliance with a regulation]
· [An event or incident that damages a function’s assets (staffing, physical location, communications)]
[bookmark: _Toc491376884]Notification and Activation of COOP Team
· [Describe the escalation procedure so staff at any level know who needs to be informed of an emergency or business disruption]
· [Who has the authority to activate the COOP Team?] 
· [How will the COOP Team be notified (e.g., calls, e-mail, text message)?]
· [How will other staff members know the COOP Team is activated?] 

[bookmark: _Toc491376885]Executive Summary of Functions and RTOs
· [Complete this section after you have completed Section 6: Essential Functions and Section 7: Non-Essential Functions]
· [Provide a list of functions, brief description, and RTOs]
· [Create a visual if helpful]


[Example (List all functions in order of ascending RTOs)]
	Function
	Brief Description
	RTO

	[Childcare Services
(Essential, Priority 1)]
	[Supervision, nurturing, and child development activities with 50 children from ages 3 months to 4 years old]
	[1 Day]

	[Tracking Hours and Employee Compensation
(Essential, Priority1)]
	[Using Intuit software, track hours of each employee and transmitting information to Payroll]
	[6 Days]

	[Lending Library
(Non-Essential, Priority 3)]
	[Provides access to books, videos, and learning materials appropriate for ages 3 months to 4 years old to help with development]
	[30 Days]

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




[bookmark: _Toc491376886]Working within ICS or an Emergency Response Structure
· [All levels of government (e.g., city, county, state, federal) follow an organizational framework called the Incident Command System (ICS) when responding to an emergency or a planned event. This standardized approach provides a common hierarchy and terminology for which responders from multiple agencies and levels of government can integrate into one structure and effectively respond to the event.]
· [Key ICS principles are as follows:]
· [Standardization – common terminology, nomenclature]
· [Command – defined organization structure or hierarchy; Incident Commander is in charge of the whole response]
· [Flexible – based on the event, the structure can expand or contract]
· [Management by Objectives – response to an event is organized by goals that are periodically evaluated in meetings throughout the duration of the event]
[image: ]
· [Review the following information to better understand the ICS framework: https://emilms.fema.gov/is100b/ics01summary.htm]
· [Ideally, your COOP Team would be working in conjunction with your organization’s emergency management response structure. For example, if your organization’s main building is affected by a huge fire, the emergency management response structure would manage a building evacuation, family reunification, and damage assessment. The COOP Team would be responsible for determining what essential or non-essential functions are affected and if relocation, working remotely, or other response strategies need to be implemented.]


[bookmark: _Toc491376887]Section 6: Essential Functions
[This section is the most important part of the entire plan, and it will take the most time to complete. It includes detailed information on every department or unit’s essential functions, recovery time objectives (RTOs), and recovery or mitigation strategies.] 

[Note: Assign an RTO after completing the other information first. Based on the information you provide for the function, you would then determine at what point the function should be fully recovered.] 
[bookmark: _Toc491376888]Insert Name of Department or Unit

[Example: Operations Department]
	Operations Essential Function 1 – [Childcare Services]
	RTO (complete last): [1 Day]
Priority: [1] 

	Description: [Supervision, nurturing, and child development activities with 50 children from ages 3 months to 4 years old]

	Impacts: 
· Customer/client – [highly inconvenient to family and need to make-up development activities]
· Financial – [loss of main revenue stream]
· Compliance – [could lose licensing] 
· Operational – [loss makes other departments obsolete] 
	· Reputation – [lose current and future customers to competitors]
· Staff – [majority of staffing unable to perform duties]
· Community Impact – [strain on local families to find childcare in short-term] 

	Dependencies: [Electricity, air-conditioning/heating, running water, space/building] 

	Minimum Staff and Resource Requirements: 
· [Staffing – (1) Program Manager, (12) teachers or assistant teachers that meet  job requirements]
· [Indoor space at least 1500 square feet]
· [Outside play space]
· [2 refrigerators]

	Vital Records: [None as children and employee information fall under the responsibility of the Administrative Office]

	Recovery Strategy: 
· [Transfer to different location] 
· [Just-in-time training for staffing (current and external)]

	Mitigation Strategies:
· [Cross-train staff on different age groups]
· [Identify additional staffing (e.g., sister organization, 3rd party)]
· [Identify alternate locations (e.g., mutual aid agreement with other organization)]
· [Generator during loss of power]


[bookmark: _Toc491376889]Section 7: Non-Essential Functions
[This section is the exact same as Section 6 except based on the Steering Committee’s decision on what is considered essential and recovery time objectives (RTOs), these functions do not immediately have a negative impact on the organization and full recovery will take longer compared to essential functions’ recoveries. The information and template mimic Section 6.]

[bookmark: _Toc491376890]Insert Name of Department or Unit

[Example: Operations Department]
	Operations Non-Essential Function 1 – [Lending Library]
	RTO (complete last): [30 Days]
Priority: [3]

	Description: [Provides access to books, videos, and learning materials appropriate for ages 3 months to 4 years old to help with development]

	Impacts: 
· Customer/client – [inconvenience and loss of enjoyable at-home activity; minimal impact to child development] 
· Financial – [no direct impact; sunk cost]
· Compliance – [no impact]
· Operational – [no impact]
	
· Reputation – [minimal negative impact]
· Staff – [no impact]
· Community Impact – [no impact]

	Dependencies: [Borrower returns items]

	Minimum Staff and Resource Requirements: 
· [Staffing – (1) Part-Time Assistant] 

	Vital Records: [Record of borrower and book/video/learning materials]

	Recovery Strategy: 
· [Re-purchase books and videos or ask for donations]
· [Train or hire new staff to run operation]

	Mitigation Strategies:
· [Stockpile a small number of books and videos off-site]
· [Create partnership with library to obtain donations]
· [Identify back-up space]
· [Cross-train staff on processes]




[bookmark: _Toc491376891]Section 8: Common Recovery Strategy Guide
[This section outlines the response strategies that are common across all essential and non-essential functions so that there is a coordinated effort across the organization (e.g., moving multiple departments to an alternate location).] 

[bookmark: _Toc491376892]Moving to an Alternate Location(s)
[Write out the processes for executing this strategy – What is the sequence of actions? Who is responsible for what task? Should a COOP team member be assigned to managing this strategy? The following are questions and statements to consider:]
· [Identify the departments that need to move and understand their requirements and specifications] 
· [Do you already have a pre-identified alternate location? What are the steps to obtain agreement to move-in?]
· [How will their assets be moved to the new location(s)?]
· [What are the hours of operations at the new place?]
· [How will staff be oriented to the new location(s)?]
· [Do certain policies need to change because of the new location(s)?]
· [How will staff and family understand what operations are occurring at the new location(s) and what operations are still at the original location(s)?]
[bookmark: _Toc491376893]Working Remotely
[Write out the processes for executing this strategy – What is the sequence of actions? Who is responsible for what task? Should a COOP team member be assigned to managing this strategy? The following are questions and statements to consider:]
· [Identify the number of staff who will be working remotely]
· [Work with IT to ensure that those staff have the necessary equipment and access as well as to confirm that the network can handle the quantity of remote workers]
· [If necessary, how will hours be tracked?]


[bookmark: _Toc491376894]Manual or Interim Processes
[Write out the processes for executing this strategy – What is the sequence of actions? Who is responsible for what task? Should a COOP team member be assigned to managing this strategy? An example of a manual process would be going to paper copies to track employee hours.]



[bookmark: _Toc491376895]Section 9: Common Mitigation Strategy Guide
[This section outlines the mitigation strategies that are common across all essential and non-essential functions so that there is a coordinated effort across the organization and potential cost-savings.] 

[bookmark: _Toc491376896]Generator
[Write out the processes for executing this strategy – What is the sequence of actions? Who is responsible for what task? Should a COOP team member be assigned to managing this strategy? The following are questions and statements to consider:]
· [Will you rent or purchase a generator?]
· [Who will conduct an assessment so that you know the size of the generator needed and where it should be dropped (including the cords/connections)?]
· [Will it automatically kick-on or does someone have to turn it on?]
· [Will you stockpile fuel?]
· [Who will conduct regular maintenance on it?]

[bookmark: _Toc491376897]Stockpile/Emergency Inventory
[Write out the processes for executing this strategy – What is the sequence of actions? Who is responsible for what task? Should a COOP team member be assigned to managing this strategy? The following are questions and statements to consider:]
· [What supplies or items will you purchase?]
· [Where will they be stored?]
· [Who will conduct regular maintenance and inspection on the items to ensure they are still in good condition?]
· [Who has the authority to deploy the stockpile?]
· [How will the stockpile be transported?]
· [Include a list of the items in this section]

[bookmark: _Toc491376898]Contracted Services
[Write out the processes for executing this strategy – What is the sequence of actions? Who is responsible for what task? Should a COOP team member be assigned to managing this strategy? The following are questions and statements to consider:]
· [What services do you have contracts with and are there any clauses about assisting during emergencies?] 
· [Should develop contracts with new service providers? (e.g., portable restrooms, food service, trucking company, etc.)]
· [Include copies of the contracts in this section]

[bookmark: _Toc491376899]Mutual Aid Agreements
[Write out the processes for executing this strategy – What is the sequence of actions? Who is responsible for what task? Should a COOP team member be assigned to managing this strategy? The following are questions and statements to consider:]
· [Does your organization have any memoranda of understanding (MOU) with other organizations? What services or assets are being provided? How do you activate it?]
· [Should you develop a MOU with an organization (e.g., share facilities as back-up locations)?] 
· [An MOU should contain the following information:]
· [Introduction/Background – Why? What capability or resource?]
· [Purpose – When and how will it be used?]
· [Scope – Who will be using this?]
· [Definitions – Specific to a particular party]
· [Oversight – What is the governance? How will the capability be deployed?]
· [Updates – How will the MOU be modified?]
· [Include copies of the MOUs in this section]




[bookmark: _Toc491376900]Section 10: Preparedness Program
[This section describes the method for updating and training on the COOP Plan.]

[This section should include the following pieces of information:]

[bookmark: _Toc491376901]Eight (8) Elements of Preparedness
Please ensure your plans take the following 8 elements of preparedness into account to ensure adequate planning for all populations you might be serving.
1. Evacuation
2. Sheltering in place
3. Communicating with parents/guardians, emergency responders and staff before, during, and after emergencies
4. [bookmark: _GoBack]Pediatric emergency medical situations
5. Emergency mental/behavioral health services for children
6. Facility continuity of operations
7. Conducting exercises and drills
8. The needs of children with disabilities or access & functional needs in a disaster

[bookmark: _Toc491376902]Plan Maintenance
· [How often will this plan be reviewed and updated? Best practice is annually, especially if there have been activations of the plan within the year or changes in the organization.] 
· [What is the process for reviewing and updating the plan? The Steering Committee and COOP Team members should be involved.]
· [Who is responsible for the completion of the plan revision?]

[bookmark: _Toc491376903]Training and Exercises
· [Which staff should be trained and what type of training is needed? COOP Team members, should have in-depth training.]

[Example]
· [New staff – session in new hire/orientation training]
· [Department Leadership – session in new hire/orientation training and workshops/facilitated discussions on specific scenario]
· [COOP Team – session in new hire/orientation training, workshops/facilitated discussions on specific scenario, annual exercise]

· [How often will this plan be exercised or drilled with staff? Best practice would be to have one exercise annually (e.g., implement/walk through of the loss of one function).]
· [Who is responsible for planning and conducting drills and exercises?]

[bookmark: _Toc491376904]Personal Preparedness Training
· [You should incorporate the concept of personal and family preparedness in your orientation and staff trainings because you want to be able to count on staff showing up for work during a disaster]
· [Your staff will not come to work unless they know their own family is safe. The better prepared they are, the more likely the will be able to carry out their essential job functions]
· [“A prepared employee is a present employee”]
· [You can find more information from FEMA’s website: https://www.ready.gov/make-a-plan]
· [In this section, describe the training curriculum for informing staff about personal preparedness and how your organization can support (e.g., provide supplies for a go bag, invite local OEM representative to talk with staff, etc.)] 


[bookmark: _Toc491376905]Section 11: Appendix
[This section includes documentation that supports any section of this plan.] 

[Examples include the following:] 
· [Copies of regulations]
· [Acronym List]

[bookmark: _Toc491376906]Risk Assessment Summary
· [Identify threats and hazards that affect your organization as well as the surrounding community as it will help you to prioritize certain recovery strategies or decide on which mitigation strategies to execute]
· [Reach out to other community-based child serving organizations to see if they have conducted a risk assessment]
· [Contact your local office of emergency management (city, county, or state) to see if they have a Hazard Mitigation Plan for your jurisdiction; for certain grant requirements, these plans identify threats to the whole jurisdiction. It is good practice to align your planning with the local government planning.]

[Example]
	Threat
	Risk Ranking
	Definition
	Impacts

	[Strong Winds/ Tornado]
	[High]
	[Greater than sustained wind speeds of 40 mph]
	· [Damage to buildings and infrastructure (e.g., power outages)]
· [Impact to travel]

	[Tropical Cyclone]
	[High]
	[Coastal low pressure system over tropical waters that brings winds greater than 39 mph]
	· [Destruction to buildings and infrastructure (e.g., roads, power outages)]
· [Flooding and debris]

	[Floods]
	[Moderate]
	[Excess water] 
	· [City is in a high risk floodplain]
· [Travel inhibited (e.g., debris and impact damage to roads or bridges)]
· [Power outages and contaminated water due to release of sewage and toxic hazards (i.e., increase in illnesses)]

	[Winter-Related Hazards]
	[Moderate]
	[Blizzard, freezing rain, ice storms, sleet, snow, winter storms, extreme cold temperatures, etc.]
	· [Staff absenteeism]
· [Hazardous road conditions that could lead to road closures or travel bans]
· [Pipes freeze or burst]
· [Power outages or disruption to communications]

	[Earthquake]
	[Low]
	[Ground shaking and radiated seismic energy]
	· [Destruction to buildings and infrastructure (e.g., roads, power outages, gas-related fires)]
· [Extensive casualties]



Inside of Back Cover(s)
[This section should include the following pieces of information:]
· [Use this space for information that needs to be easily accessible to staff]
· [Address of After School Program (i.e., staff can provide for 911 purposes)] 
· [Important information (e.g., alternate locations and contact information for 3rd party contractors, utility providers, licensing agency)]
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