








Why Schools Need a COOP

» Protects core mission: equitable education for all
students

» Reduces confusion and downtime
» Helps districts adapt quickly to changing conditions

» Strengthens coordination between departments and
partners



Legal Requiremenis

» Required by state law WAC 180-16-212
» Continuity of Basic Education Program
» Plan Review and Maintenance
» Instructional Hours and School Days
>

Notification to the State Board and Superintendent of Public
Instruction

» Emergency Declaration and Documentation

» Succession Planning and Vital Records
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Essential Functions

Essential Function Description

Remote Learning Provide access to remote and alternative
learning modalities.

Communication Ensure timely communication with students,
parents, and staff.

Record Maintenance Maintain student records and attendance
tracking.

Food Services Distribute meals and resources to students in
need.

Table 2. Essential Functions

» What are your district’s essential functions that must continue during
a disruption?e

» |dentify which departments are responsible for them

» |dentify any dependencies (people, tech, facilities)



District Personnel & Succession

» Assign roles and backup authority
» Ensure decision-making continues without delay
» Keep contact info current and accessible

» Cross-train key staff to reduce single points of failure

Position Designated Successors

1. Assistant Superintendent

Superintendent 2. Other designee

Table 5. Order of Succession




Decision Framework s
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One Continuous Cycle:
» Readiness: Identify priorities and prepare staff and systems.

» Activation: Decide which essential functions take
precedence or are being impacted.

» Confinuity: Operate using limited resources and alternate
methods.

» Reconstitution: Rebuild and restore normal operations.



InNformation Flow

» COOP only works when information keeps moving.

File, record, or database Support of Pre-located at Alt. Facility
Essential Function #

Payroll Cloud-Based
Operates Anywhere
Communication N/A
Meetings

Microsoft Office Communication Cloud-Based
Operates Anywhere

Communication Cloud-Based
Operates Anywhere

Table 7. Vital Records



CommunicClilEias

» External Communications

» Keep families informed

» Coordinate updates with state, local, and community partners

» Designate a communications lead to manage consistent messaging
» Internal Communication

» Use secure, reliable platforms for staff coordination

» Share regular updates on operations, relocation, and remote work

» Maintain backup methods for redundancy



Facilities and Mutual Support

» |dentify internal locations for relocation or remote work — be sure to
consider:

» Facility use
» Facility Requirements

» Facility Use Agreements to establish

» Plan for alternate or partner facilities if district sites are inaccessible
» Ensure power, connectivity, and workspace needs are met

» Strengthen regional collaboration



Maintainin

» Review and up

» Capture lesson

SN



Geftting Started
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Common PGSR E=slRrcIClICES

» Pitfalls:
» Not defining essential functions clearly
» Letting the plan sit unused

» Copying a plan without customization

» Best Practices:

» Keep it simple and actionable
» Build leadership familiarity through discussion and drills

» Revisit regularly to stay aligned



Key Takeaway
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