Continuity of Operations Check List and Forms
Introduction

These documents provide a check list of actions and forms that may be useful if operations including business functions, production and/or the delivery of services must be moved, restricted or shut down because of a natural disaster (fire, flood, tornado, etc.) or because of a health issue such as a pandemic.  Non-profit organizations, small businesses and schools need to plan to deal with these types of events and to be prepared to implement their continuity plans based on the unique situation that has occurred.  This set of documents is designed to be used as: 1) a check list of items that should be considered prior to and during a move, restrict or shutdown of operations and 2) forms to assist you as you develop information that would need to be gathered before or at the time of an event in order to continue to operate at a predetermined level.  The documents are in a format that allows you to download, edit and revise so that you may customize the documents to fit your needs.
You are invited to download the documents and revise them to fit your needs.  We remind you that your organization accepts full liability for any use, revision or adaptation of this information and/or materials.  In addition, the documents or any part of them may not be used for profit.  You may choose to use some or all sections of the documents based on your organization’s unique needs and the specific situation.  If you choose to use all or part of the document, you are encouraged to meet with members of your organization to adapt the check list and resulting plan to fit your specific situation. Some of the forms included in this plan should be filled out and updated on a regular basis.  Other forms may best be completed at the time a situation occurs.  Finally, we invite you to send any suggestions for additions/improvements to h

HYPERLINK "mailto:olly@hollyhartconsulting.com"olly@hollyhartconsulting.com so that we can continue to improve this free resource.

Check List
Advance Planning

· Identify Continuity of Operations team (Use form provided)
· Develop/review personnel policies related to a move, slowdown or shutdown

1. Identify who has the authority to approve a slowdown or shutdown of operations

2. Identify who has the authority to approve exceptions to personnel policies related to a slowdown or shutdown

3. Establish an appeal process for personnel decisions related to a slowdown or shutdown 

4. Determine:

·  Which staff will or must be paid during a slowdown or shutdown
· The length of time each person/position will be paid

· Who will work remotely and for how long during a slowdown or shutdown

· How sick leave and vacation days may be used during a slow down or shutdown 
· If benefits will continue, for whom and for how long 
· Establish an off-site location and establish remote access for the following:
1. Crisis Response Plan
2. Continuity of Operations Plan
3. Duplicate critical written records: 

· Articles of Incorporation 

· 501C3  or other corporate certification documents

· State Tax Exemption Certificate

· Bylaws

· EIN Numbers 

· Handbooks for all medical, dental, vision, life and business insurance plans

· Corporate resolutions signed by corporate secretary

· A  second corporate seal 

4. A means for processing invoices, purchase orders and receipts 
5. Vital electronic records retention and backup (Off site weekly back up )

6. Downloadable/remote access to: 

· List of staff who would work remotely (Form provided)

· Production , delivery and other vital schedules

· List of financial accounts (Form provided) 
· Online checking and schedule of monthly payments

· Policies and procedures

· Resolutions for signing

· Board and committee minutes and lists

· Audits and agency audit review

· List of fixed assets

· Software licenses

· List of board members and their contact information

· List of  Top 25 customers, clients and/or donors and contact information  
· List of personnel authorized to sign checks and access checking accounts, investments and reserves 

· Human Resources documents and materials critical to continuation of operations
· Strategic plan and/or master tracking plan 

· Project deliverable lists
· Review process flow charts 
· Identify critical functions necessary for survival - Those functions necessary to preserve life, to maintain the physical plant/infrastructure and to maintain essential services until the emergency has abated.  (Forms provided) 
1. Administration
2. Technology

3. Accounting/business functions
4. Personnel

5. Facility and utility needs

6. Production or delivery of services to customers/clients

7. Materials/supplies on hand
8. Deliveries/shipping/transportation

9. Customer service

10. Communication with customers, clients, board, staff, and public

11. Other -unique needs (i.e. dry ice if power is out)

· Develop a technology plan 
1. Capable of sustaining operations and identifying:
a. Critical, vital and non-essential functions
b. Various time frames (2, 4, 6 plus weeks). 
2. Identify and/or secure needed:
a.   Hardware

c. Replacement parts necessary to maintain hardware

d. Software and software licenses
e. Server access

f. Backup process and access to backup files
g. Plan for offsite technology access and ability of key personnel to work remotely

h. Web site access
i. Vital documents access

j. Teleconference capacity

k. Redundancy  (increase, if appropriate)
l. Outsourced critical functions and/or backup
m. Computer User Configuration list to assist in restoring software applications to staff hardware
· Develop a payroll continuity plan
· Develop off site invoice and receiving processes and approval capability 
· Identify or confirm :

1. Employees who will work during a shut down
a. What they will do
b. When and how long they will work
c. What they will need to work remotely or from another location

2. Alternative office, production and/or sites for service to clients/customers

3. Critical customers/clients and their needs (Form provided)

4. Critical suppliers and contractors and alternate sources if original suppliers are also effected (Form provided)
· Create, review and/or update an insurance coverage list including contact numbers (Form Provided)
· Review and update inventory processes and records for critical supplies, equipment, technology and replacement parts 

· Determine appropriate alternative facilities
1. Facility Specifications  

a. Offices (number and size) 

b. Cubicles (number and size)

c. Parking stalls

d. Conference room (s) (number and size)

e. Loading dock(s)

f. Handicapped accessibility

g. Other

2.  Communications

a. Commercial telephones (Number of lines and phones)

b. Secure phones (Number of lines and phones)

c. Power failure phones (number of lines and phones)

d. Other

3. Office Equipment

a. Desks

b. Chairs

c. Computers with internet access

d. Copy machines

e. Fax machines

f. Office supplies
g. Other

4. Utilities

a. Water

b. Sewer/septic

c. Electrical Power

d. Natural Gas

e. Telephone

f. Cable TV

g. Security

h. Maintenance

i. Cleaning Services
· Establish a contact number or email address for employees to leave an “ok” message or other necessary communications
· Establish policies so that the board can meet electronically during an emergency 
After an Alert or Standby Notification that might require a shut down

· Inform the board

· Review main Crisis Response Plan to ensure it is up to date

· Review and/or complete the Continuity of Operations Plan and planning documents

· Follow the instructions in the main Crisis Response Plan for the specific type of incident and other pertinent issues

· Notify appropriate personnel, board, customers, and suppliers of the potential of a shut down

· Test the employee only access section on your web site and out of town contact number designated for employees  to leave an “ok message” 

After a Shutdown Activation Notice 

· Activate the Continuity of Operations Plan

· Secure facilities , materials, supplies, equipment and storage areas

· Notify appropriate people of the shutdown (staff, board, customers/clients, suppliers, contractors, public)
· Determine liquidity needs

· Arrange for mail and deliveries to be forwarded to temporary location or stopped

· Call a board meeting, if appropriate

· Track recovery expenses for possible reimbursement
1. Equipment lease, rentals, purchases

2. Work space leases, rentals
3. Contracted services

4. Overtime

5. Salvage expenses 

· Record any injuries on OSHA logs/forms
· Determine staff, technology, materials, supplies, equipment. facilities, etc. needed to move back, reopen and/or plan to reverse the shutdown in stages or in one step
· Determine how to phase in  or resume operations

Reopening

· Reestablish IT capabilities

1. Inventory damages

2. Establish priorities

3. Check documentation requirements for insurance, FEMA, etc.

4. Track hours needed to restore services  for insurance, FEMA, etc. claims

5. Contact utility and confirm availability of uninterrupted service

6. Contact software vendors

7. Reestablish payroll and business functions

8. Recover data if possible

Source : IT Preparation and Recovery Planning http://www.cons.org/Initiatives/ITCrisisPrep/TechnologyRecoveryChecklist/tabid/4620/Default.aspx 
· Check that all elements necessary to reopen or phase in operations are in place 
· Secure Certificate of Occupancy prior to reoccupying, if necessary

· Contact staff and inform them of reopening schedule and determine if they are capable to fulfill their roll
Continuity of Services Team
	Name
	Position
	Work Location
	Email
	Office Phone
	Home Phone
	Mobile Number
	Text Capable

Y/N

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Insurance Coverage

	Type
	Company
	Policy Number
	Agent
	Coverage and Contact Number

	Business 

Income and Expense
	
	
	
	

	Fire
	
	
	
	

	Flood
	
	
	
	

	Earthquake
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	Discontinuation of Operation
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Financial Institutions
	Institution
	Contact Person
	Email
	Phone/Mobile
	Type of Account
	Account Number



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Employees Who Would Work Remotely During a Shut Down
	Name
	Position/Duties
	Email
	Phone/Mobile
	Text Capable

Y/N
	Wk. 1

Y/N
	Wk. 2.

Y/N
	Wk 4

Y/N
	Wk. 6 Plus

Y/N

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Critical Function Identification Worksheet – Administration
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Administration
	1 wk.
	2 wks.
	4 wks.
	6 wks.
plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet – Technology
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Technology

	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet – Accounting/Business Operations
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Accounting and Business Operations
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet - Personnel
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Personnel
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet –Facility and Utility Needs

	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Facility and Utility Needs
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet – Production or Delivery of Services

	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Production or Delivery of Services
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet – Supplies and Materials
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Supplies and Materials
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet – Delivery/Shipping/Transportation
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Delivery/Shipping/Transportation 
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet – Customer Service
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Customer Service
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet - Communication
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Communication to Customers, Board, Staff, Public
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Function Identification Worksheet - Other
	Critical Function
	Length of Shutdown
	Responsible Person
	Contact Information

	Other
	1 wk.
	2 wks.
	4 wks.
	6 wks.

plus
	
	Email
	Phone/Mobile

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Critical Customer/Client List

	Customer/Client
	Contact
	Customer’s Need
	Work Phone
	Mobile Number
	Email
	Text Capable

Y/N

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Supplier and Contractor

Name _________________________________________  

Contact ____________________________________
Address _______________________________________

Account # __________________________________
City ____________________________
State
______________ 
 Zip ____________


Phone __________________________
FAX
______________
Email ___________

Materials and Services provided: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If this supplier experiences a disaster, we will use the following supplier(s):

	Supply
	Company
	Contact
	Phone Number or Mobile
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Critical Supplies and Materials Inventory at Shut Down

	Critical Supply
	Quantity on Hand
	Supplier
	Date Current Supply will be Exhausted
	Anticipated Delivery Time

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Sample Personnel Policy Related to a Delayed Opening, Reduction in Operations or Shutdown

As a general practice __________________ makes every effort to maintain its normal schedule of operations.  _________ will delay, limit or close some or all of its operations only in the case of an extreme emergency.

However, to prepare for a potential disruption of services, _____________ will establish a Continuity of Services team and plan and update the plan on a yearly basis.  The Continuity of Services Plan shall be consistent with the Crisis Response Plan wherever practical. 
In the event of a health crisis, natural disaster, or manmade disaster, ____________shall determine if the school/agency/company will implement its Continuity of Operations Plan and/or Pandemic Plan. 
___________ shall determine whether or not to operate at an alternate location(s), operate at a reduced level and/or close.  ___________ will also determine when to resume partial or full services at the permanent or temporary location(s).  

The full board/executive team shall be notified of the slowdown or shutdown and actions taken as soon as practical.

Every attempt will be made to partner with other community services and organizations to decrease the impact on clients/students and/or staff.

Notification to staff, clients, students and/or parents of the situation and any response required from them will be accomplished through the notification process established in the Crisis Response Plan. 

_______________will determine who works during the delayed start, reduction in services or shut down and the duties each will fulfill. (Check union contracts, if appropriate).
When a delayed start is announced, employees will be paid for a full day/will be paid for the hours worked. 
Employees not approved to work during a move, slowdown or shutdown will be paid for the first ___days/will not be paid during a slowdown or shutdown. 
Employees who are not approved to work during a slowdown or shutdown may/may not use accrued vacation or compensatory time and sick leave for _____days not worked because of the reduction in operations/shutdown until their vacation time and sick leave are used up. (Negotiate this with the union, if appropriate)
Employees will/will not be paid for time that the organization is in a reduction of services or shutdown status after the vacation and sick leave of a staff member is used up. (Negotiate this with union, if appropriate)
Employee benefits will/will not be continued after an employee uses up all vacation time and sick leave. (Negotiate this with the union, if appropriate.)
On a simple majority/two thirds vote, the full board has the authority to approve exceptions to this policy based on the specific situation.  (Check union contracts, if appropriate.)
