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Overview 

In alignment with Washington Administrative Code (WAC) 180-16-212 and RCW 38.52.010, this 
Continuity of Operations Plan (COOP) resource packet is designed to support school districts in 
developing, maintaining, and implementing a plan to ensure the continuation of essential 
educational services during an emergency or disaster. 

This packet includes: 

• COOP Template (2025 Edition): A customizable document formatted to serve as a 
district’s standalone COOP or be integrated into a broader Emergency Operations Plan 
(EOP). 

• User Guide: A section-by-section walkthrough providing practical guidance on how to fill 
out, adapt, and maintain the template to fit your district's specific needs and 
organizational structure. 
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Getting Started 

We encourage school district leadership and emergency planning teams to review the included 
documents together, identifying key contacts for each section. The User Guide highlights areas 
that require district-specific input and provides examples and best practices to guide your work. 

Districts may: 

• Adopt the template as their official COOP, 
• Adapt it to meet specific district needs, or 
• Use it as an annex within an existing Emergency Operations Plan. 

 
 



User Guide for the 2025 School District COOP Template 

Introduction: The Continuity of Operations Plan (COOP) template is designed to assist school 
districts in preparing for, responding to, and recovering from disruptions to essential 
educational services. This guide provides step-by-step instructions on how to complete the 
template and ensure it aligns with the requirements of Washington Administrative Code (WAC) 
180-16-2 

Purpose: The purpose of this template is to allow school districts in the state of Washington to 
more easily develop and implement COOP plans for their districts. The verbiage of this 
document will support it being a standalone COOP plan. 

If your district would like to include this plan as an Annex in another plan (such as an EOP), 
some minor editing could occur including (but not limited to) the removal or rewording of: 

• Plan maintenance and changes (Page 3) 
• Purpose, Scope, and Situation (Page 4) 

This document serves as a template, and any edits can be made to tailor it to your district's 
specific needs. The areas highlighted in yellow provide "plug and play" information that can be 
easily customized. The following sections should be reviewed thoroughly and modified as 
necessary to fit your district's requirements: 

• Relocation (Page 7) 
• Remote Work Protocols (Page 8) 
• Emergency Procedures During Active and Non-Active Hours (Page 8) 
• Phase III: Continuity Operations (Page 8) 
• Remote Work Location (Page 9) 
• Phase IV: Reconstitution Operations (Page 9) 
• Communications Section (Page 12) 

  



Section-by-Section Guide 

1. Introduction (Page 2): Describe the overall intent of the COOP and its alignment with district 
mission and state regulations. 

• Include a brief statement on the importance of continuity planning. 
• Reference RCW 38.52.010 for definitions of "emergency" and "disaster." 

Example Language: "The purpose of this plan is to ensure that [School District Name] can 
maintain or quickly resume essential functions during emergencies, providing equitable access 
to education for all students." 

2. Promulgation Statement (Page 2): Demonstrate the district leadership’s commitment to the 
COOP. 

• Include a signed statement from the Superintendent. 
• Highlight compliance with state laws (e.g., RCW 28A.150.220). 

Example Language: "This plan establishes the procedures and responsibilities to ensure the 
continuation of critical functions during disruptions to normal operations." 

3. Plan Distribution, Security, Maintenance, and Changes (Page 3): Ensure the plan is 
accessible to authorized personnel and regularly updated. 

• List distribution methods (e.g., employee portals). 
• Include a change log for tracking updates. 

4. Essential Functions (Page 4): Identify critical activities that must continue during disruptions. 
• List functions such as remote learning, communication, and resource distribution. 
• Use a table format to organize functions. 

Example Table: 
Essential Function Description 

Remote Learning Ensure students can access virtual classes 
Communication Keep parents and staff informed 

5. District Personnel (Page 4): Define roles and responsibilities for COOP implementation. 
• Provide a high-level summary of staff and their continuity roles. 
• Reference detailed roles in annexes. 

6. Continuity Objectives (Page 5): Outline the goals of the COOP. 
• Ensure alignment with WAC 180-16-212. 
• Include objectives like equitable education delivery and readiness testing. 

Example Objectives: 
• Protect essential district facilities and records. 



• Validate readiness through regular exercises. 

7. Phase II: Activation and Relocation (Page 7):  Describe steps for activating the COOP and 
relocating operations. 

• Address the decision-making process for alternative instructional modalities. 
• Include notification requirements for state agencies. 
• Notify the State Board of Education and Superintendent’s Office within five days. 
• Provide documentation of the emergency and its impact. 

8. Phase IV: Reconstitution Operations (Page 9): Explain how to transition back to normal 
operations. 

• Include steps for assessing the impact and resuming in-person instruction. 
• Emphasize the importance of After Action Reviews (AAR). 

9. Vital Records Management (Page 11): Ensure critical documents are accessible during 
emergencies. 

• List vital records and their storage methods (e.g., cloud, hard copy). 
• Address security measures. 

  



Key WAC Requirements and Where They Are Addressed 

When making edits, please keep in mind the following sections that directly address 
requirements in the WAC and review carefully before removing to ensure that these elements 
are addressed elsewhere in the plan: 

Continuity of Basic Education Program: 

• Aligned: The document ensures education delivery through remote learning and other 
modalities, outlined in the Introduction (Page 2) and Essential Functions (Page 4). 

Plan Review and Maintenance: 

• Regular updates and reviews are explicitly encouraged in Plan Distribution, Security, 
Maintenance, and Changes (Page 3) to keep the plan current. 

Instructional Hours and School Days: 

• The document states that days offering instructional hours count as school days, 
meeting RCW 28A.150.220 requirements. This is addressed in Phase II: Activation and 
Relocation (Page 7). 

Notification to State Board and Superintendent of Public Instruction: 

• The plan requires notifying the State Board of Education and Superintendent’s Office 
within five days of activation, as detailed in Phase II: Activation and Relocation (Page 7). 

Emergency Declarations and Documentation: 

• The document includes procedures for documenting emergencies and disruptions, 
critical for compliance with WAC 180-16-212, in Phase II: Activation and Relocation 
(Page 7). 

Succession Planning and Vital Records: 

• The Succession (Page 10) and Vital Records Management (Page 11) sections ensure 
leadership continuity and access to critical records. 

  



Comparison with WAC 180-16-212 Requirements 

Districts can use this section to compare their plans side by side with the requirements of WAC 
180-16-212 and ensure all elements are adequately addressed. 

Continuity of Operations Plan Requirements 

By the beginning of the 2021-22 school year, each school district shall develop, maintain, and, if 
necessary, implement a continuity of operations plan that ensures delivery of basic education 
services during disruptions to basic education delivery resulting from an "emergency or 
disaster" as defined in RCW 38.52.010. "Emergency" may also include a national declaration of 
emergency by an authorized federal official. 

1. The continuity of operations plan shall describe the following:  
a. The process for the school district to decide how to transition to 

modalities other than in-person instruction if needed in the event of an 
emergency or disaster in order to ensure equitable delivery of the 
program of basic education to all students (Addressed in Phase I: 
Readiness and Preparation, Page 5, and Phase II: Activation and 
Relocation, Page 7).  

b. The roles of school district staff responsible for executing the continuity 
of operations plan during an emergency (Addressed in District Personnel, 
Page 4, and Phase II: Activation and Relocation, Page 7). 

c. The process for the school district to decide how to transition to offering 
each student in-person instruction when the disruptions to basic 
education delivery due to the emergency have ended (Addressed in 
Phase IV: Reconstitution Operations, Page 9). 

d. The schedule for routine review of the continuity of operations plan by 
the district (Addressed in Plan Distribution, Security, Maintenance, and 
Changes, Page 3). 

2. The following apply during implementation of the continuity of operations plan:  
a. Days in which instructional hours are offered shall count as school days 

for the purpose of meeting the requirements of RCW 28A.150.220 
(Addressed in Phase II: Activation and Relocation, Page 7). 

b. Nothing in this section supersedes other applicable law (Addressed in 
Phase II: Activation and Relocation, Page 7). 

3. Each school district that implements its continuity of operations plan shall notify the 
state board of education and the office of superintendent of public instruction within 
five days of the decision to implement the continuity of operations plan by email and 
postal mail of the following: 

a. Date that the disruptions to basic education delivery began or will begin if 
there is an impending emergency situation and the estimated duration of 
the emergency or disaster (Addressed in Phase II: Activation and 
Relocation, Page 7). 



b. Documentation of the emergency or disaster, such as a declaration of 
emergency, and information that describes the disruption to basic 
education delivery due to the emergency (Addressed in Phase II: 
Activation and Relocation, Page 7). 

c. Contact information for school district staff who are responsible for 
executing the continuity of operations plan (Addressed in District 
Personnel, Page 4, and Phase II: Activation and Relocation, Page 7).  

d. Further information or assurances upon request, at the discretion of the 
state board of education or the office of superintendent of public 
instruction staff (Addressed in Phase II: Activation and Relocation, Page 
7). 

4. At the discretion of state board of education staff, each school district's compliance with 
the requirements of the program of basic education is subject to review under WAC 
180-16-195. 

5. This continuity of operations plan may be used as a component of the comprehensive 
emergency management plan under RCW 38.52.030. 
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INTRODUCTION 
 
The purpose of the Continuity of Operations (COOP) Plan to ensure that there are procedures 
in place to maintain or rapidly resume essential operations within the school district after an 
incident that results in disruption of normal activities or services to a school or facility. Failure to 
maintain these critical services would significantly affect the service mission of the school district 
in an adverse way.  
 
The [School District Name] Continuity of Operations Plan (COOP) ensures the district's ability to 
“continue essential functions and services in response to a comprehensive array of potential 
emergencies or disasters”, as defined in RCW 38.52.010.  
 
This plan aligns with the requirements set forth in WAC 180-16-212, ensures delivery of basic 
education services during disruptions to basic education delivery resulting from an "emergency 
or disaster” and compliance with state and federal emergency declarations.  
 
Specifically, this plan outlines:  
“(a) the process for the school district to decide how to transition to modalities other than in-
person instruction if needed in the event of an emergency or disaster in order to ensure 
equitable delivery of the program of basic education to all students;  
(b) The roles of school district staff responsible for executing the continuity of operations plan 
during an emergency;  
(c) The process for the school district to decide how to transition to offering each student in-
person instruction when the disruptions to basic education delivery due to the emergency have 
ended; and  
(d) The schedule for routine review of the continuity of operations plan by the district. 

PROMULGATION STATEMENT 

This COOP establishes the procedures and responsibilities to ensure the continuation 
of critical functions during disruptions to normal operations. 

Upon activation, the district will implement strategies for: 

• Remote learning and other instructional modalities. 
• Resumption of in-person instruction when possible. 
• Coordination with state and local education authorities. 

Superintendent, [School District Name] 
  

https://app.leg.wa.gov/rcw/default.aspx?cite=38.52.010
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PLAN DISTRIBUTION, SECURITY, MAINTENANCE, AND CHANGES 
This plan is distributed as a shared document on the employee portal and OneDrive. This 
method of distribution allows for real-time updates and eliminates the possibility of someone 
accessing an outdated plan version. This plan is shared with all [School District Name] 
department heads and leadership staff. Further distribution of the plan, in hardcopy or electronic 
form, is not allowed without approval from the Superintendent. 
 
The [School District Name] makes updates and changes to this plan based on needs identified 
during reviews of this plan after applicable training events, COOP activation, or emergency 
situations requiring service limitation to that of only fulfilling essential functions, or at least 
annually. 
 
Changes beyond simple editing recorded in the table below. 

 

Record of Changes 

Date Change 
Number 

Section Individual 
Making 
Change 

Description of Change 

     

     
Table 1. Record of Changes 

DISTRICT MISSION  
Include District Mission Statement here 

ESSENTIAL FUNCTIONS 
Essential Functions are the critical functions at the district level that must continue without 
interruption, resume quickly after a disruption, or require immediate execution during and/or 
immediately following an emergency. These functions are essential to ensuring the delivery of 
basic education services and maintaining district operations during a crisis. The table below 
outlines the essential functions for [School District Name]. 
 
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. 
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Food Services   Distribute meals and resources to students in 
need. 

Table 2. Essential Functions  

DISTRICT PERSONNEL  
The [School District Name] maintains a workforce of____ positions, department heads for each 
department can be found in the table below. Contact information for department heads can be 
found in Annex A. (Remove if not using Annex A template) 
 

District Personnel  

Department Department Head(s) 

Board of Directors  

Superintendent’s Office   

Business Office  

Central Kitchen  

Teaching and Learning   

Student Services  

Health and Social Services  

Human Resources  

Information Services  

Operations  

Schools  
Table 3: District Personnel  

PURPOSE, SCOPE, SITUATION, AND ASSUMPTIONS 
Purpose. The purpose of this plan is to prepare the [School District Name] to fulfill its mission 
and specifically ensure essential function obligations are met during major disruptions.  
Scope. This Plan applies to the functions, operations, and resources necessary to ensure the 
continuation of [School District Name] essential functions, in the event its normal operations are 
disrupted or threatened with disruption. This plan applies to all [School District Name] 
personnel.  
Situation. Continuity facilities were selected following an all-hazards risk assessment of facilities 
for continuity operations use. The risks identified in the County Hazard Vulnerability Plan 
(THREAT & HAZARD IDENTIFICATION AND RISK ASSESSMENT (THIRA), the Hazard 
Mitigation Plan, or Comprehensive Emergency Management Plan) and those identified by 
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[School District Name] leadership verifies the need to prepare for the relocation of some or all of 
its essential services. During emergency situations, regardless of the need to or not to relocate 
to an alternate facility, the School District will focus resources on fulfilling essential functions. 
Assumptions. This continuity plan is based on the following assumptions: 

● An incident or operational disruption has occurred within the [School District Name] 
which impacts the ability to perform or deliver of one or more of its essential functions. 

● An emergency condition may require the relocation of some or all of the [School District 
Name] staff to a continuity facility or require staff to work remotely. (See Alternate 
Facilities). 

● The continuity facility will support members and the continuation of essential functions by 
available communications and information systems as soon as possible from the time 
the COOP is activated, for potentially up to a 30-day period or until normal operations 
can be resumed.  

● A fully operational remote learning infrastructure may be impacted (See Attached 
Remote Learning Plan if applicable) 

● Normal communication methods, to include in person meetings, may not be available 
● Impact to roads, bridges and other transportation infrastructure may limit normal 

transportation, including the ability of employees to report to work.  
● Power, fuel, water, food, medical, power and telecommunications sources and supply 

chains or key external resources may be impacted.  

CONTINUITY OBJECTIVES 
1. Ensure that the [School District Name] can deliver basic education services, to the best 

of School District’s ability, under all conditions, meeting the needs of all students 
equitably. 

2. Execute a successful order of succession with defined authorities if district leadership is 
unable, unavailable, or incapable of fulfilling responsibilities. 

3. Reduce or mitigate operational disruptions to ensure continuity of basic education 
delivery. 

4. Ensure that [School District Name] has facilities and systems capable of supporting 
education delivery during a continuity event. 

5. Ensure the district has protocols in place for remote teaching and learning that address 
instructional, administrative, and technological needs to the best of the district’s ability.  

6. Protect essential district facilities, equipment, records, and other critical assets in the 
event of a disruption. 

7. Facilitate timely and orderly recovery and reconstitution of normal operations after an 
emergency. 

8. Ensure and validate continuity readiness through regular testing, training, and exercises 
to maintain operational capability. 

CONCEPT OF OPERATIONS 
Phase I: Readiness and Preparation  
The [School District Name] readiness and preparation activities are divided into two key areas: 
1) organizational and 2) staff. 
 
Organizational. This COOP, related Emergency Operations Plans, staff training, and situational 
awareness through collaboration with local and state education agencies make up the bulk of 
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organizational readiness and preparation activities. Maintaining up-to-date remote learning 
platforms and integrating technology to support alternative instructional modalities are critical 
components of this preparation. 
 
Staff. In addition to the organizational activities identified above, all staff members are 
responsible for understanding their roles during a continuity event. Key personnel must maintain 
Emergency Kits (digital and physical), which include resources and tools required for 
administrative duties. 
 
Emergency Kits ensure that staff can transition smoothly to remote operations or alternative 
locations during a disruption. Staff are also encouraged to develop personal and family 
emergency plans to ensure preparedness. Additional resources for planning are available at 
https://www.ready.gov/plan  
 

Key Personnel Operational Kit 

● Identification and charge cards 
○ School District ID badge 
○ Drivers license  
○ Procurement Card 

● Communication equipment  
○ District-issued cell phone (if 

applicable) 
○ Personal cell phone  

● Continuity of Operations (COOP) Plan 

● Essential tools and supplies 
○ Flashlight with spare batteries 
○ Chargers / portable chargers for 

phones, tablets or laptops 
○ Bottled water and non-perishable foods 

● Business and personal contact numbers  
○ Emergency phone numbers and 

addresses (relatives, medical doctor, 
pharmacist)  

Table 4. Drive Away Kit 
 

Remote Work Kit  

● Remote Learning Plan (Attachment) 
● Communication equipment: 

○ Issued or personal cell phone 
○ District-issued laptop/tablet with 

necessary software 
○ Personal laptop/tablet (if used 

for district-related tasks) 
● Hand-carried vital records: 

○ Student rosters, attendance 
records, and grade books 
(physical or digital) 

○ Access credentials (e.g., 
accounts and passwords) 

● Essential supplies: 
○ Chargers and extra batteries for 

all devices 
○ Emergency contact numbers for 

staff and parents 
● Miscellaneous: 

○ Portable teaching tools or 
instructional materials 

○ District-specific seals or forms (if 
needed for documentation) 

https://www.ready.gov/plan
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Table 4b Remote Work Kit 
Phase II: Activation and Relocation   
COOP activation and relocation are scenario-driven processes that allow flexible and scalable 
responses to the full spectrum of emergencies and other events that could disrupt operations 
with or without warning during duty and non-duty hours. During implementation of the continuity 
of operations plan: 

(a) Days in which instructional hours are offered shall count as school days for the purpose 
of meeting the requirements of RCW 28A.150.220; and 

(b) Nothing in this section supersedes other applicable law. 
(c) Each school district that implements its continuity of operations plan shall notify the state 

board of education and the office of superintendent of public instruction within five days 
of the decision to implement the continuity of operations including the following: 

1. Date that the disruptions to basic education delivery began or will begin if there is 
an impending emergency situation and the estimated duration of the emergency 
or disaster; 

2. Documentation of the emergency or disaster, such as a declaration of 
emergency, and information that describes the disruption to basic education 
delivery due to the emergency; 

3. Contact information for school district staff who are responsible for executing the 
continuity of operations plan; and 

4. Further information or assurances upon request, at the discretion of the state 
board of education or the office of superintendent of public instruction staff. 

 
Levels of COOP Activation: 
Emergencies and incidents impacting the school district can vary significantly in size and scope, 
necessitating a response tailored to the specific circumstances. While a full Continuity of 
Operations Plan (COOP) activation may not always be required, the framework below defines 
three fundamental levels of COOP activation. This structure ensures consistent terminology 
across district operations, facilitating effective communication about the operational level being 
implemented: 
 

● COOP Monitoring: At this level, an incident has occurred, and key personnel are 
assessing whether COOP activation is necessary. Daily school operations continue as 
usual while the situation is evaluated. 

● COOP Partial Activation: This level signifies that an incident has occurred, affecting 
some school operations. The district can still deliver essential education services, though 
adjustments may be necessary, and some non-essential functions may be temporarily 
suspended. 

● COOP Full Activation: At this level, an incident has significantly disrupted district-wide 
operations. Essential functions take precedence, while all other functions may be 
deferred. 

Activation. COOP activation is not required for all emergencies or disruptions, as other actions 
may be more appropriate based on the specific situation. The decision to activate the school 
district COOP and corresponding actions will depend on the projected or actual impact and 
severity of the event. 
This COOP may be activated by one of the following individuals: 

1. Superintendent 
2. Assistant Superintendent 
3. [Insert other designated decision-makers, e.g., School Board President, Operations 

Director] 
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Relocation. Following activation of the plan and notification of personnel, the superintendent or 
designated district leader will direct staff to one of the identified continuity locations or 
implement remote work protocols as appropriate. 

Relocation of Personnel and Vital Records 
● Personnel and essential records will be moved to a designated continuity facility. 
● The [District Records Manager/Designated Staff Member] is responsible for ensuring the 

secure transport of essential records to the continuity facility. 
● Upon activation, staff will deploy to the assigned location to carry out essential 

educational and administrative functions.  
Remote Work Protocols 
● Reference previous remote work plan. 
● Adjustments to remote work protocols will be based on current labor bargaining and 

contract negotiations.  
Emergency procedures during active hours with or without a warning are as follows:  
● School district staff will deploy to their assigned continuity location or transition to remote 

work from their current location using personal or district-issued vehicles. 
● Notifications will include information on routes and any safety precautions to follow 

during departure. 
 
Emergency procedures during non-active hours with or without a warning are as follows: 
● Each continuity member will proceed to their designated continuity location or begin 

remote work from their current location as instructed. 
● Staff members may be directed to remain at home to perform essential functions or 

report to an alternate location based on the situation. 
 

The superintendent is authorized to procure necessary personnel, equipment, and supplies not 
already available using district-approved procurement methods. In emergencies, the district's 
finance officer is authorized to adjust spending limits to support continuity operations. If needed, 
the school board may convene a special meeting to adopt emergency procedures. 
 
Phase III: Continuity Operations   
Upon activation of the COOP, district operations will continue at the primary facility, if feasible, 
until directed to transfer essential functions to an alternate continuity facility or remote learning 
framework. The continuity plan must be operational within the minimum acceptable time to 
deliver Essential Functions (MEFs). 
 
The first personnel to arrive at the continuity facility should prepare the site for supporting 
essential functions, if preparation has not already occurred. This preparation may include: 
 

❏ Ensuring infrastructure systems, such as power, internet, and HVAC, are operational. 
❏ Verifying and establishing internet and cellular connectivity for instructional and 

administrative needs. 
 

Upon arrival at the continuity facility, key personnel will:  
❏ Check in by reporting to their designated supervisor. 
❏ Report to their respective workspace as identified 
❏ Retrieve pre-positioned materials and activate necessary systems or equipment. 
❏ Responding to initial inquiries and coordinating communication with district staff and 

families. 
❏ Begin delivering essential functions  
❏ Establish reliable communication methods with staff, students, and parents. 
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❏ Disseminate instructions, schedules, and updates as required. 
❏ Notify family members, next of kin, and emergency contacts of preferred contact 

methods and information  
❏ Account for staff by verifying who has arrived at the continuity facility and who is still en 

route or missing. 
❏ Notify off-duty personnel of the situation and where they should report to work 
❏ Assess available resources (equipment, supplies, etc.) and share with other schools or 

agencies if necessary. 
❏ Provide status updates to the superintendent or designated on-site coordinator. 

 
Remote Work Location: Remote work locations will vary by employee but must meet the 
following criteria: 

❏ Reliable internet access to support instructional or administrative duties. 
❏ Reliable Cell phone or landline service. 
❏ A dedicated workspace conducive to fulfilling essential functions. 

 
Upon arrival at the Remote Work location, personnel will:  

❏ Locate and review all applicable instructions and district-issued equipment. 
❏ Set up a functional workspace and activate necessary systems. 
❏ Monitor the status of district operations and resources. 
❏ Perform assigned essential functions, such as communications, or administrative tasks. 
❏ Confirm and maintain effective communication methods with supervisors, staff, and 

students. 
❏ Prepare and distribute reports, schedules, and updates as required. 
❏ Account for resources and determine what can be shared with other schools or 

departments if needed. 
❏ Provide status updates to the superintendent or designated supervisor. 
❏ Communicate critical updates with families, staff, and local education authorities. 

 
Phase IV: Reconstitution Operations   
During Response, the primary responsibilities include:   

❏ Conduct a preliminary assessment of the incident’s impact on students, staff, facilities, 
and the ability to deliver essential education services. 

❏ Determine when access to affected schools or district facilities can safely resume. 
❏ Provide the superintendent and school board with critical information to make informed 

decisions about resumption and recovery activities. 
During Resumption, the primary responsibilities include:   

❏ Monitor and report the progress of resumption efforts across the district. 
❏ Notify and update the superintendent, school board, and key stakeholders about the 

current status and next steps. 
❏ Mobilize and activate personnel required to facilitate the resumption of educational and 

administrative operations. 
❏ Communicate with staff, families, and community partners to provide updates and 

instructions. 
During Recovery, the primary responsibilities include:   

❏ Develop and implement procedures to support the recovery of non-essential operations, 
such as extracurricular activities or long-term projects. 

❏ Mobilize additional district personnel and external support as required. 
❏ Maintain open lines of communication with staff, families, and relevant local or state 

agencies regarding the recovery progress.  
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During Restoration, the primary responsibilities include:   
❏ Oversee the salvage, repair, or refurbishment of damaged school facilities. 
❏ Establish procedures for relocating or migrating educational functions to restored or 

alternative facilities. 
❏ Implement processes to resume full operations, including transportation, food services, 

and technology support. 
❏ Manage all phases of the relocation process while keeping staff, families, and 

stakeholders informed before, during, and after the transition.   
 
The [School District Name] will conduct an After Action Review (AAR) after returning to the 
primary facility or establishing operations in a new permanent facility. The AAR will identify 
lessons learned and areas for improvement in the COOP process to better prepare for future 
disruptions. 
 

SUCCESSION 
If during a COOP event the superintendent is reassigned, unavailable, unable, or incapable of 
fulfilling their duties and responsibilities, the identified order of succession will be implemented: 
 

Position Designated Successors 

Superintendent 

1. Assistant Superintendent  

2. Other designee  

3.  

Table 5. Order of Succession 

FACILITIES  
In the event that a normal facility becomes unusable or uninhabitable, alternate facility options 
must be identified to ensure continuity of operations. Given the size and complexity of the 
district, designating specific alternate locations for every school may not be practical. Instead, 
the district may rely on a centralized or regionalized approach, utilizing shared resources or 
agreements with community partners. 
 
Potential Alternate Facility Options: 

• District Administration Office: [School District Office Address] 
• Partner Schools: Facilities within or outside the district that have capacity. 
• Community Spaces: Such as local community centers, libraries, or municipal buildings. 

 
Any predetermined alternate facilities can be located below in Table 6. 
 Alternate Facility Locations 

Primary Facility Alternate Facility 
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[School District Office Address] Address 
Table 6. Facilities - Primary and Alternate Locations 
 
Alternate Facility Use   
If a Memorandum of Agreement (MOA) or Memorandum of Understanding (MOU) is necessary 
to occupy an alternate facility for continuity operations, include the following in your plan: An 
MOA/MOU is required because [School District Name] is [list reasons, e.g., sharing space with 
another agency or organization, utilizing a community center or partner school]. (Refer to School 
District Agreements for details remove this if no MOUs will be located in District Agreements.) 
 
Facility Requirements 
In order to accomplish Essential Functions, the following list of items is required for use at the 
facility used during a COOP event:  

❏ Pens, paper, pencils 
❏ Copier/Printer/Fax/Scanner 
❏ Computers or laptops (with access 

to student management systems) 
❏ Server-based programs 
❏ Phone  
❏ Purchase order forms and other 

administrative supplies 

❏ Radio(s) and chargers (if applicable) 
❏ Reliable internet access 
❏ Cell phone connectivity 
❏ Instructional materials (e.g., 

textbooks, lesson plans, student 
devices)

 
Some of the items listed above may be supplied by the person reporting to the alternate facility 
(e.g., they may have their personally assigned laptop and a radio with them). 

VITAL RECORDS MANAGEMENT 
“Vital records” refer to information systems, applications, electronic and hardcopy documents, 
references, and records—including sensitive or confidential data—necessary to support 
essential functions and the delivery of basic education during a continuity event. The [School 
District Name] has identified the records listed in Table 9 as vital: 
 

File, record, or database Support of  
Essential  Function # 

Pre-located at Alt. Facility 

Springbrook Software Payroll Cloud-Based 
Operates Anywhere 

Zoom Communication 
Meetings 

N/A 

Microsoft Office Communication Cloud-Based 
Operates Anywhere 

Laserfiche Records Management  

CivicPlus, etc.  Communication Cloud-Based 
Operates Anywhere 

Table 7. Vital Records 
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As soon as possible after activation of the COOP, continuity personnel at the continuity facility 
must have access to the appropriate media for accessing vital records, including:  

● A local area network (LAN) or other secure network connection. 
● Portable drive versions or secure cloud access for vital records. 
● Supporting systems and applications required for instructional and administrative 

functions. 
● Internal and external email systems, including archives. 
● Hard copies of critical documents, where applicable. 
 

Security of Vital Records 
The [School District Name] records do not require special security measures. 

COMMUNICATIONS  
The [School District Name] has identified critical communication systems necessary to maintain 
operations at continuity locations. These include internet access, cell reception, and any other 
tools required to ensure effective communication during an emergency or continuity event. 
Continuity communications are designed to support the district's needs during all hazards, 
including those necessitating remote or hybrid learning models. 
 
External Communications 

• Ensure timely and accurate communication with students, parents, and guardians 
through multiple platforms such as: 

o District website updates. 
o Automated calls and text messages. 
o Social media posts. 
o Email notifications. 

• Coordinate with state and local agencies to provide updates on the status of district 
operations and access to educational resources. 

• Maintain communication with community partners to support essential functions.  
 

Point of Contact for External Communications: [Insert role/title, e.g., Communications Director, 
Superintendent]. 
 
Internal Communications 

• Use secure platforms (e.g., Microsoft Teams, Zoom) to coordinate with staff on daily 
operations, updates, and assignments. 

• Maintain open lines of communication between leadership, teachers, and administrative 
staff to ensure the effective delivery of Mission Essential Functions (MEFs). 

• Provide regular updates on operational changes, relocation details, or remote work 
protocols. 

• Ensure access to backup communication tools (e.g., radios) in the event of internet or 
phone service disruptions. 

Point of Contact for Internal Communications: [Insert role/title, e.g., IT Director, Operations 
Manager]. 
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SCHOOL DISTRICT AGREEMENTS 
The table below provides a quick reference of all agreements referenced in this COOP. Where 
provided, links to view a copy of an agreement is indicated with blue text and it is underlined. 

Name/Purpose of Agreement Agreement Location Signatory Agencies 

Elcor, IT Services Laserfiche, Archived 
Records 

 

Payroll Services Laserfiche, Archived 
Records 

 

Legal Services Laserfiche, Archived 
Records 

 

Table 8. School District Agreements 
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