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HANDLING INSTRUCTIONS
The contents of this document are directly related to the (name)___ County DFCS and how their response to various incidents should be handled.  County agencies involved in an event shall follow these procedures defined within to ensure a coordinated response that address the needs of both responding agency and the public.

This plan falls under the public records exemption in Chapter 50-18-72 (A) 15 (A) of the Georgia Statutes regarding the exemptions from copying or inspection of public records relating to a security system plan of portion thereof.  All persons with access to this document are subject to provisions to include penalties described in Georgia Statues.  Plan distribution is limited.  All pages in this plan will bare the footer.

Confidential and Exempt Pursuant to G.S. 50-18-72 (A) 15 (A)

Do not copy, distribute, or release without written permission of GA DFCS Emergency Coordination Officer
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Continuity of Operations Plan

County: __________________________ Completed by:________________________

Date: ____________________________ Contact number: ______________________

I. INTRODUCTION

1. Purpose


A. The objective of this Continuity of Operations Plan COOP is to ensure that a viable capability exists to continue essential DFCS functions across a wide range of potential emergencies, specifically when the primary facility is either threatened or inaccessible. The county DFCS directors will coordinate emergency functions such as fire drills and building evacuations. 

B. The objectives of this plan include:

a) Ensuring the continuous operations of DFCS facilities

b) Communications 

c) Protecting essential facilities, equipment, records, and other assets;

d) Reducing or mitigate disruptions to operations;

e) Reducing loss of life, minimize damage and losses;

f) Identifying and designate principals and support staff to be relocated;

g) Facilitating decision-making for execution of the plan and the subsequent conduct of operations; and

h) Achieving a timely and orderly recovery from the emergency and resumption of the facilities full services.

C. In accordance with State guidance and emergency management principles, a viable COOP

a) must be maintained at a high-level of readiness;

b) must be capable of implementation both with and without warning;

c) must be operational no later than six hours after activation

d) must maintain sustained operations for up to 30 days; and

e) should take maximum advantage of existing state, federal and local government infrastructures.

2. Communication

A. County will maintain a current emergency phone tree with multiple contact numbers (home, cell, pager, radio) for staff members.  Emergency contact numbers for staff member’s families will also be maintained. (Attach phone tree for County Management Team including emergency contact numbers) (Appendix A Tab 1)
B. County Director will contact the Regional Director to advise them of the situation and any need for assistance. Information shared during this contact should include the following: 

· Initial assessment of emergency/disaster

· Operational capability of agency facility

· Availability of local staff to assist or need for assistance from region

· Shelter openings and operations

C. County will maintain current contact numbers for key local emergency personnel to include: Local Emergency Manager, Law Enforcement, Fire Department, EMT, ARC, Local Health Department shelter representative, Utility companies responsible for office service, etc. (Attach emergency contact information)  County will develop a protocol to work with community partners in emergency/disaster situations. County will maintain on-going contact with community partners to ensure that all contacts and numbers are updated.

D. County will maintain current contact numbers for key Department of Human Resources personnel. (Regional Directors, DFCS Emergency Management Director, Emergency Operations Center) (Appendix A Tab 2 and  Tab-3)
E. County will notify DHR personnel and inform staff and customers of unusual or unexpected interruptions in county services. 

F. County will communicate with designated DHR/DFCS staff at designated intervals to give status reports emergency situations. The DHR or DFCS Emergency Manager will establish the time for conference calls, if necessary, and will communicate the times for those calls to all affected parties.
G. County will make arrangements with designated individuals or agencies to provide interpreting and translation services to non-English speaking residents in emergency situations. (Attach contact information as applicable) (Appendix A Tab 4)
II. ROLES AND RESPONSIBLITIES

1. Actions to Address Potential Workforce Demands

The purpose of this chapter is to present the mission essential functions for the DFCS facility. This chapter should not be considered all-inclusive or limiting. In emergency situations, county employees may be called upon to perform duties and responsibilities outside their normal daily duties and responsibilities.

A. List of critical services: ________________________________________

B. Identify staff, customers, constituents, etc. who would be affected if critical services were delayed or postponed. _______________________.What affect would the delay or postponing of services have on individuals, agencies, etc?

_______________________________________________________________
C. List of non-critical services: ____________________________________

D. Identify staff, customers, constituents, etc. who would be affected if non-critical services were delayed or postponed. __________________________. What affect would the delay or postponing of services have on individuals, agencies, etc.? ____________________________________________

E. In the event that the county office is rendered unusable for a limited period, staff will be relocated to ________________.   Is computer access available?   Yes_____ No_____ Type of agreement with relocation facility:  Verbal_____ Written_____ (If verbal, document agreement) (Appendix B Tab 1 Copy of Letter of Agreement or MOU for alternate facility)
F. In the event that the county office is rendered unusable, child maltreatment referrals will be accepted by ____________________and forwarded to child protection staff for investigation.  Child protection staff will access on-line data by____________________ (method). 

G. List of critical data that is on hard drive: __________________________

H. List of critical data that is on paper files only: ______________________

I. Alternative worksites have been identified for the following staff. (List staff, alternative worksite and mode of communication, i.e., Telecommuting, accessible via phone and Internet) (Appendix H Tab 1 Vital Records Inventory)
J. List of all services that could be performed at alternative worksites: _____________________________________________________________.
K. Identify equipment that would be required to perform these services.

_______________________________________________________.

L.  Plan to secure equipment for alternative worksites in place.
_______________________________________________________.

M. List of all services that could not be performed at alternative worksites: ______________________________________________________________.

N. Plan developed to maintain services that could not be performed at alternative worksites. ___________________________________________________.

O. In the event that the county office is rendered unusable, case records will be relocated to ______________________________________ (list location).

P. Type of agreement with relocation facility.  Verbal______ Written ______ (If verbal secure written documentation) Arrangements have been made with ___________ (list provider) to relocate the records? (Appendix B Tab 1)
Q. Staff members identified to safeguard records_____________________(List staff). Staff members trained on policies for safeguarding confidential records? Yes___ No ___ (Appendix B Tab 2)
R. Number of staff members who are reservist or members of the National Guard: _______ (Appendix B Tab 4)
S. In the event these staff members are called to serve on active duty, the workloads will be adjusted as follows.___________________________.(Not applicable if response to question directly above is 0.)

T. If the DFCS emergency response teams are called to assist with local or regional emergencies, the workloads will be adjusted as follows. __________________________.(Include agreements with neighboring counties or Regional plans)

U. List of staff members assigned to DFCS emergency response team. (List Staff) (Appendix B Tab 3)
2. Actions to Ensure Safety of Foster Children

A. County Department will maintain a current database on all foster children that includes but is not limited to the following:

· Child’s name

· Foster Parents name (s)

· Address

· Phone (work, home and cell)

· Emergency contact number
· Will foster parent and child need transportation in event of evacuation?

B. Birth Parents


· Names

· Address

· Phone (work, home and cell)

C. School Attended

· Address 

· Phone

D. Emergency Protocol Procedures

NOTE: Identify any special needs the foster child may have that will require special consideration during an emergency (medicines, etc.).

E. If the child is boarded in another county, identify county contact information. 

F. A copy of the information will be maintained on and off-site and accessible to multiple staff members. (List staff members responsible for maintaining list both on and off- site.) (Appendix B Tab 2)
G. County Department will take additional precautions to ensure the safety of foster children by providing information on local emergency planning.

H. Information will include lists and locations of emergency/special needs shelters in local and surrounding counties. (Shelter information can be obtained from the (OHS/GEMA website: www.gema.state.ga.us/ohsgemawebsh.nsf  Click on the “>” symbol in front of the county name and all shelters in that county will appear.
I. During Hurricane Season OHS/GEMA will add a direct link to their home page to access shelter information.

J. Instructions/guidance in discussing the need for emergency planning with foster children. FEMA website for KIDS: www.fema.gov/kids/
K. Information on the development of a family emergency/disaster plan. OHS/GEMA website: www.ohs-gema.state.ga.us
L. Instructions for maintaining contact with DFCS staff members during emergency or evacuation situations. Instructions will include the toll free number to the DFCS Call Center as well as situations that would require the foster parents to contact the Call Center.  (Multiple numbers)

M. DFCS staff member’s responsibilities during emergency/disaster.

N. County Department will provide additional information for the foster parents and children on an as needed basis. Information may include crisis counseling, written materials from a recognized organization such as National Association of School Psychology. Website: www.nasponline.org.  Training from the American Red Cross or other recognized organizations on emergency preparation and response in the home.

O. (Maintain data on training including dates, attendees, subject matter and sponsor.)

III. SAFETY AND SECURITY 

1. County will provide guidelines (based on OSHA standards and risk assessments – Fight or Flee).  See website www.osha.gov for guidelines to determine the use of fire extinguishers; and designate and train staff on the proper use of the devices. Designated staff must be aware of the locations of all extinguishers.

2. County will display building evacuation routes in prominent locations throughout all facilities including in restrooms, conference/training rooms and customer waiting areas.
3. County will hold evacuation drills as often as needed so that all staff persons are familiar with all evacuation exits from multiple locations within the facility.  This information will be provided to all new staff members during initial orientation.  (Copy of floor plans with designated evacuation routes) (Appendix C Tab 2) 



4. County will ensure that adequate first aid supplies are available in multiple identified locations throughout the facility. First aid supplies will be monitored by a checklist and will be replenished as needed. (Copy of floor plans with designated first aid supply locations.) (Appendix C Tab 2) 

5. County will ensure that emergency lighting devices including flashlights are available near stairwell and exits and will maintain an adequate supply of replacement batteries.

6. County will require sign-in/sign-out procedures for all staff leaving the building during regular work hours and require general information about the intended destination and expected return time.  Designated staff members will secure the sign in/out sheets prior to evacuation from the facility. (List staff) (Appendix B Tab 2)
7. County will maintain a floor-space outline that identifies specific workstations to which staff is assigned.  (Copies should be maintained off-site by_____​) (Appendix C Tab 2)


8. County will designate staff members to determine (based on information provided by local emergency personnel) when it is safe to re-enter the facility. (List staff)

9. County will maintain effective after hours building access procedures for all locations.

10. County will maintain an adequate supply of bottled water and breathing masks.  

11. County will provide additional masks to staff responsible for transporting children and other clients. 

12. County will designate a staff member and an alternate (List staff) to be on-site following an emergency/disaster to ensure security of equipment and files and to consult with rescue staff on recovery. (Appendix B Tab 2)
13. If necessary, the county will make arrangements with I.T. for equipment to be disconnected and transferred to the designated alternative location.  (List staff)

14. County will designate a staff member to maintain an inventory list and a copy of the list will be maintained off-site. (List staff). (Appendix B Tab 2)
15. County will designate a staff member to maintain back-up tapes in a fire proof location and off-site. (List staff). (Appendix B Tab 2)
16. County will conduct emergency/evacuation drills quarterly. (List dates and type of drills) (Appendix G Tab 2)
IV. RESOURCE MANAGEMENT

A. Procurement and Accounting Procedures in Disaster/Emergencies

1. The County Director will ensure that records are maintained for any disaster related expenditures for possible state reimbursement from FEMA.   The County will maintain the following:

· A separate file for disaster related expenditures that will be copied and filed as each expense occurs.

· Purchase orders, invoices, telephone bills, travel expenses, staff time sheets and any other expenses related to the disaster will be maintained in the file.

· Program codes provided by financial services will be applied to expenses for reimbursement if disaster expenses are approved

· County will follow the guidelines in the DFCS Administrative Policy and Procedures Manual, Emergency Purchase Policy Section.

· County will consult with Regional Director on all purchases and expenditures exceeding a specified amount and requiring solicitation and competitive bidding. In many instances, these requirements may be waived during a disaster or emergency, but make sure before making the purchase.
B. Evaluation Criteria

1. Congregate Shelters

a) County will cooperate with local Emergency Agencies to open and initially operate congregate shelters until ARC can assume responsibility. In addition, county will provide support services to ARC on an as needed basis for the duration of the sheltering period.  County will contact ARC in advance of an emergency and obtain ARC Shelter Operations information kits to include registration packets.  Designated staff members will maintain Shelter Operations Kits both on and off-site. (List staff )

b) The County Director will use the telephone tree or alternate means of communication to alert staff that shelter operations are to begin.

c) List of county staff trained in shelter operations. Indicate if staff person is trained in Shelter Management. ___________________________ (Appendix G Tab 1)
d) List of county staff trained in American Red Cross Safety. ___________________________ (Appendix G Tab 1)
e) Review list of approved and inspected American Red Cross shelters. Go to the GEMA website www.gema.state.ga.us/ohsgemawebsh.nsf.  Click on the “>”symbol next to your county name. This will show all of the shelters currently on the database for your county. If all information is correct insert statement here.________________________________.

If information is not current contact Myra Watts, Shelter Database Administrator, at (404) 463-3466.

f) During Hurricane Season OHS/GEMA will add a direct link to their home page to access open shelter information. 

g) Designated county staff member will coordinate with the local emergency manager and the local ARC representative to maintain an accurate and updated list of local approved ARC shelters.  ARC survey forms should be updated as changes occur.  
h) A copy of the ARC survey form will be maintained by the County Department.  A copy of the ARC survey has been forwarded to  Shelter Database Administrator Attn: Myra K. Watts, 2 Peachtree Street, NW, Suite 3-214, Atlanta, Ga. 30303-3142) at the Division Office. (Survey forms are used to update the OHS/GEMA shelter database.)

i) Schedule for first responders to the shelter. _____________________

j) Schedule of shifts for staff to operate the shelter. ________________ 

k) Guidelines for sheltering activities have been provided to staff members designated to provide shelter support. 

l) County will make arrangements with designated individuals or agencies to provide interpreting and translation services to non-English speaking residents in shelter situations.  (Attach contact information as applicable) (Appendix A Tab 4)
2. Special Needs Shelters 

a) The Emergency Support Function (ESF) 8 of the Georgia Emergency Operations Plan designates the Georgia Department of Human Resources as the lead agency for Health and Medical Support.  The decision whether to open a Special Needs Population Shelter (SNPS) is the ultimate responsibility of the District Public Health Director or his/her designee.  No SNPS can be opened unless the District Public Health Director has given approval.

b) The populations with special needs are those persons who do not require hospital admission but do require a higher level of care than the general population.   

c) If the District Public Health Director has authorized opening a SNPS, DFCS is responsible for the non-medical management of the SNPS and public health is responsible for arranging (not providing) the medical management of the SNPS.
d) Both DFCS and public health should collaborate with each other in recommending the SNPS be closed, but the District Public Health Director gives the final approval to close the shelter. 

e) DHR survey forms, facilities agreements and all forms associated with the DHR Special Needs Shelters will be maintained by the County Department. A copy of DHR survey forms and the facility agreements signed by the appropriate officials should be forwarded to Myra K. Watts, Shelter Database Administrator, 2 Peachtree Street, NW, Suite 3-214, Atlanta, Ga. 30303-3142 at the Division office. (Survey forms are used to update the OHS/GEMA shelter database.)
f) Staff available to assist with Emergency Airport (Hartsfield/Jackson) or quarantine shelters. _ (List staff)_ (Appendix B Tab 3 )
g) Staff who have received training in Emergency Airport (Hartsfield/Jackson or quarantine shelters. ___ (List staff) (Appendix B Tab 3)
3. Pet Shelters

a) Pet shelters are the responsibility of the Georgia Department of Agriculture.  

· County Department can provide information on the locations of 
pet shelters. OHS/GEMA website www.gema.state.ga.us/ohsgemawebsh.nsf.    

Click on the “>” symbol in front of the county name to display the approved shelters for that county. 
   Note:  Only guide/support animals are allowed in congregate shelters.

C. Evacuation and Re-entry

1. County will determine the potential hazard zones in their area (in flood plains, near flood prone rivers or steams, hurricane prone coastal areas, hazardous material driving routes) and will develop advance preparations for orderly evacuation and re-entry.  Planning will include the following:

· County Director will make advance survey to determine steps necessary to prevent agency property damage or loss.

· County Director will formalize a shutdown plan with specific staff responsibilities and implementation timeframes.

· Staff members will be trained on facility shutdown procedures (List training dates) (Appendix G Tab 1)
· Agency will maintain an advance plan negotiated with each employee, foster parent and adult guardianship caregiver (coordinate with the Office of Aging as applicable) to establish the individual’s relocation site in the event of an evacuation.

· County Director will ensure the development of written evacuation instructions, including a pre-arranged contact number for the reporting of safe evacuation locations and for the receipt of re-entry instructions. Instructions will be provided to all staff, foster parents and adult guardianship caregivers.

· County Director (after receiving approval from the local EMA) will notify staff and will permit re-entry following an evacuation. (Re-entry passes will be distributed in advance of the evacuation.)

D. Individuals and Households Program – (Information on this program has been removed because the local County DFCS offices have no responsibility under this program. This item will be deleted entirely for next year’s template).
(Intentionally Left Blank)

E. Disaster Food Stamp Program

1. County staff will work with Division staff to determine the need for and the availability of the Disaster Food Stamp Program. 

2. County will complete the Pre-Disaster Assessment Form (Appendix E) in preparation for the Disaster Food Stamp Program.  County will locate a site and provide staff to administer the Disaster Food Stamp Program, if given approval by the U.S. Department of Agriculture. 

V. PLAN MAINTENANCE

1. Plan Maintenance

a) The COOP will be reviewed annually as part of the annual preparations for hurricane season. Each year a portion of the COOP should be tested through either a table top exercise or a field exercise to test the actual execution of the plan. The County Director is responsible to arrange annual COOP familiarization training for the administration, staff and supervisors. At the end of each exercise (Appendix G Tab 2) and at the end of hurricane season, the COOP will be reviewed for updates or changes. Each facility will be responsible for maintaining and requesting budgetary funds to maintain and provide critical updates to this COOP plan and for replenishing used or outdated supplies.

2. Revisions and Updates

a) The County is responsible for maintaining and updating this Plan.  They will ensure that the agency’s plan is viable and operational so that it remains compatible with Georgia Emergency Management and DHR DFCS COOP.

b) All departments are responsible for annual review of their emergency response role and procedures, and provide any changes to the DFCS Emergency Response Unit yearly.

c) The Plan should be reviewed and updated quarterly with revised pages distributed by the 1st week of the month after the quarter ends.
d) The due date for submitting the annual update of the plan to the DFCS Emergency Response Unit will be communicated to the Counties in the cover letter to the template. 
3. Training

a) Before implementing the emergency plan, the County Director will designate and train enough staff to assist in the safe and orderly emergency evacuation of all staff and guests. Training will be provided when the plan is initially developed and given to all new staff members.  Staff will be retrained when their actions or responsibilities under the plan change or when the plan changes due to a change in the layout or design of the facility. (Appendix G Tab 1)
b) County Director will ensure that all staff is informed about the types of emergencies that may occur and train them in the proper course of action.  

c) County will ensure that staff understands the functions and elements of the emergency plan, including types of potential emergencies, reporting procedures, alarm systems, evacuation plans and shut down procedures. 

d) The County will provide clear communication to staff that will be in charge during an emergency to minimize confusion. At the end of each exercise and at the end of hurricane season, the COOP will be reviewed for updates or changes. 
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