Essential Personnel Staffing Plan Template & Guidance

PLU policy states that “Every organizational unit is expected to establish a staffing plan that supports the “Business Interruption Staffing Decision Guide”. Please find the guide at: http://www.plu.edu/emergency/Continuity-of-Operations ….. or contact the Emergency Programs office at x7233 for a copy.
An essential staffing plan is a component of a Continuity of Operations / Academics Plan or COOP. A COOP is activated when normal operations are interrupted by utility outage, staff shortage, facility damage, material shortage, etc.

Following is a step-by-step process to develop an essential staffing plan for your organizational area of responsibility. 
· You may also find the continuity planning table provided at the end of this document helpful.
1. Identify essential functions. 
Essential functions are functions or services that enable PLU to provide mission-critical service and maintain the safety and well-being of the community. 
Mission-critical refers to any factor of a system (equipment, process, procedure, software, etc.) whose failure will result in the failure of business operations or academics.

_e.g. leadership___________
________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


2. Identify dependencies. 
Who or what function relies on your office or function? Does this dependency change depending on the incident state of the university?
Do the offices or functions you rely on know their criticality to your part of the PLU mission? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Identify the people that carry out the essential functions identified in Step 1? 
These are your essential personnel. Write those names in column one and note function, or use table at the end of this document.
Now ask yourself, What if my first “go to” person is not here/available, who would I go to next? Write this person in column two. Have 2 back-ups.
First Tier

________________________________________________________________________________________________________________________________________________
Second Tier

________________________________________________________________________________________________________________________________________________
Third Tier

________________________________________________________________________________________________________________________________________________

4. Now identify which functions/staff are essential for each Emergency State as defined in the Business Interruption Staffing Decision Matrix? 
For instance, it may be essential for the library to staff the reference section when classes are cancelled and students are on campus, but not when the campus is closed after an earthquake. 
Please plan for the possibility of being assigned to carry out work that is outside of your normal job description and/or to a supervisor to whom you do not usually report.

You may want to use the matrix, replicated below, as a template for your plan or the table at the end of this document.

	
	Class Schedule / Resident Population

	Incident  State:  Decision Required 

(President or Designate Makes Decision After Consulting with Emergency Response Team)
	
	 Classes in Session /  Residence Halls Occupied

(Students or Guests)
	Classes NOT in Session / Residence Halls Occupied 

(weekends / nights / holidays / mid-term breaks) 
	Small or No Resident Population (e.g. winter break, summer term for some operations)

	
	Normal Operations 
	
	
	

	
	Classes & Select Activities Cancelled 
	
	
	

	
	Campus Closed

(Normal Operations have been suspended)
	
	
	

	
	Campus Evacuation 
	
	
	


You’ve come this far! Why not complete a comprehensive COOP for your organizational area of responsibility?! Here’s how. 
5. You identified PLU dependencies in step 2 above. Now consider other resource needs (power, network, materials) and dependencies. What options do you have if any one of those supply systems fail?

6. What can you do if your building(s) cannot be used? Can you modify the way you carry out your part of the PLU mission? Use other buildings? Other locations? 

Work with the PLU Emergency Programs Office to identify conflicting uses/plans by other offices or to create mutual aid or vendor agreements. 
7. How will you communicate with personnel and responders, particularly when normal methods are unavailable?
	Essential Role/Function
	Essential Personnel
	Essential Resources
	Normal Reliances and/or Dependencies
	Alternate Locations
	Communication Needs
	Plan for 1 Week Interruption
	Plan for 1 Month Interruption
	Plan for Pandemic

	(Emergency and Daily)


	1.

2. 

3. 
	· 
	· 
	· 
	· 
	· 
	· 
	· 

	(Emergency and Daily)


	1. 

2. 

3. 
	· 
	· 
	· 
	· 
	· 
	· 
	· 

	(Emergency and Daily)


	1.

2. 

3. 
	· 
	· 
	· 
	· 
	· 
	· 
	· 

	(Emergency and Daily)


	1.

2. 

3. 
	· 
	· 
	· 
	· 
	· 
	· 
	· 


For instance, it may be essential for the library to staff the reference section when classes are cancelled and students are on campus, but not when the campus is closed after an earthquake.





Having trouble identifying essential functions?





Ask your employees, V.P or Provost, or the Emergency Programs Office for input.





Do the Offices or Functions You Rely on Know Their Criticality to Your Function?





Talk with those offices when developing your plan.








