Technical College and University Continuity of Operations Worksheet
	
	RESPONSIBLE PARTY

	
	System
	College
	Both
	Comments

	Do you have a campus specific master plan for:
	
	
	
	

	· Crisis Response
	
	
	
	

	· Pandemic
	
	
	
	

	· Continuity of Operations
	
	
	
	

	Do you have personnel policies covering:
	
	
	
	

	· Who orders slowdown/shutdown
	
	
	
	

	· Who approves who continues to work during a slow/shut down
	
	
	
	

	· Who approves exceptions to the policies
	
	
	
	

	· If benefits continue for employees who do not work during a slow/shut down
	
	
	
	

	· If employees who do not work during a shut/slow down are paid for a certain number of days after slow/shut down
	
	
	
	

	· If employees who do not work during a slow/shut down can use vacation, sick, comp. time
	
	
	
	

	Do you off site critical records?
	
	
	
	

	Do you have a technology continuity plan?
	
	
	
	

	Do you have a plan to maintain payroll?
	
	
	
	

	Does insurance cover shutdown?
	
	
	
	

	· What does shut down insurance cover?
	
	
	
	

	· What does the insurance cover?
	
	
	
	

	· What is the payout claim schedule
	
	
	
	

	· What records must you keep
	
	
	
	

	Do you have state / federal documentation requirements (OSHA, FEMA, etc)?
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


