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UH COOP Program Layout



• State Office of Risk Management Requirement
• Texas Administrative Code and Texas Labor Code
• Internal Audit Department Review
• Best Practices
• University of Houston Policy, MAPP 06.01.02 – Continuity of Operations Planning:

• Overview and Policy Statement
• Office of Emergency Management Responsibilities
• College/Division Responsibilities
• Individual Department Responsibilities
• College/Division Continuity Planning Liaison Responsibilities
• Continuity Planning Leadership Group Responsibilities

Authority - Policy and Leadership



MAPP 06.01.02 – Continuity of Operations Planning

Office of Emergency Management Responsibilities:
• Creating the UH COOP

• COOP Coordinator

• Chair the UH COOP Leadership Group

• Exercising the COOP

• Creating & Maintaining the COOP Program 

• Following SORM Requirements

• Completing Business Impact Analysis

Responsibilities



MAPP 06.01.02 – Continuity of Operations Planning

College/Division Responsibilities:
• Assigning College/Division COOP Liaison

• Ensuring a College/Division Level COOP has been completed

• Ensuring plan has been executed and submitted by June 1st to OEM via Sharepoint site

Responsibilities (cont.)



MAPP 06.01.02 – Continuity of Operations Planning

College/Division Liaison:
• Serve as Liaison for respective College/Division

• Ensure all departments complete the COOP

• Ensure all Department COOP’s are approved and submitted to OEM by June 1st

• Ensure information in COOP has been reviewed and prioritized for use in the College/Division level 

Plan

• Ensure that the College/Division level Plan has been complete, approved (Dean/VP) and submitted 

to OEM by June 1st

Responsibilities (cont.)



• Department Information

• Department Leadership Succession

• Department Operational Function

• Department Objective 1-3

• Emergency Communication

• Department Contact During Emergency

• Emergency Access to Information Systems

• Essential Functions (Functions and Personnel)

• Emergency Relocation Needs

• External/Internal Dependencies

• Vulnerability/Risk Assessment and Mitigation  

Strategy

• Non-Essential Personnel

• Exercising Your Plan

• Resumption of Normal Operations 

• Approvals

COOP Template for Departments



Plan Approval and Deadlines

Approvals:
• Department Plans
• Department Approver
• College/Division COOP Liaison Acknowledgement
• College/Division Plans

Dean or Appropriate VP
College/Division COOP Liaison Acknowledgement

Approval Ensures:
• Authorization of Essential Functions and Personnel
• Authorization Non-Essential Personnel needing access when campus is closed
• Acknowledgement of All Critical Content

Deadline: June 1st!



COOP Template for Departments

Initiating 
Department
Level Plan



College/Division Dashboard



Reopening COOP’s for 
Assignment to Department

Added by email or contact 
name



Do not select create new department plan.  
Select the plan from the all plans as shown below. 



Click Edit



Click Reopen



Click Start Plan Review



Click Edit Again



Click Here To Begin Plan

Click Date and Name 
of Department 
Contact as needed.

Add the name or 
email contact.



Plan is now ready for Department Edit



Department Level COOP

Department
LEVEL ENTRY



Department COOP Invitation

• Initial Veoci COOP Invitation will be received via email like the one shared below: 
• College level Liaison will assign each College/Division lead to their certain COOP plan.

• Once the user clicks on the 
hyperlink for their plan, you will 
proceed to the Veoci website where 
you will log in with your registered 
UH email address and password.



Updating Existing COOP Data

Department Representatives will have 2024 COOP Data 
available when completing their plans. 

Department Representatives will simply update the already 
existing content from the 2024 year, which will help 
expedite the completion process.



Department Information



Leadership



Department Operational Function



Department Objectives



Emergency Communication



Department Contact Info. During an Emergency



Emergency Access to Information Systems



Essential Functions & Personnel



Essential Functions (Add Essential Functions)



Essential Functions (Add Essential Functions)



Essential Functions (Add Essential Personnel)



Essential Functions (Add Essential Personnel)



Emergency Relocation Needs



External/Internal Dependencies



External/Internal Dependencies (External)



External/Internal Dependencies (External)



External/Internal Dependencies



Vulnerability/Risk Assessment and Mitigation Strategy



Vulnerability/Risk Assessment and Mitigation Strategy



Non-Essential Personnel



Non-Essential Personnel



Exercising Your Plan



Resumption of Normal Operations



Department Continuity of Operations Plan Approval

Users must click “Confirm” after providing 
Signature. Box will remain greyed out until 

provided.



College/ Division Liaison Plan Review Email



College/Division
LIAISON LEVEL ENTRY



College/Division Dashboard



College/Division Dashboard



Updating Existing COOP Data

Liaisons will have 2024 COOP Data available when 
completing their plans. 

Liaisons will simply update the already existing content 
from the 2024 year, which will help expedite the completion 
process.



Leadership



Leadership



Department Operational Function



Department Objectives



Essential Functions



Essential Functions (cont.)

Users will select 
Essential Functions 
from the listing above. 
Once completed, click 
the “Select Entry” 
button. 



Essential Personnel

Users will select 
Essential Personnel 
from the listing above. 
Once completed, click 
the “Select Entry” 
button. 

REMINDER

REQUIRES APPRORIATE VP OR 
PROVOST APPROVAL BEFORE 
ENTRY INTO VEOCI



Vulnerability/Risk Assessment and Mitigation Strategy

Users will select 
“Vulnerabilities/Risks 
from the listing above. 
Once completed, click 
the “Select Entry” 
button. 



Non-Essential Personnel



Non-Essential Personnel (cont.)

Users will select Non-
essential Personnel from 
the listing above. Once 
completed, click the 
“Select Entry” button. 

REMINDER

REQUIRES APPRORIATE VP OR 
PROVOST APPROVAL BEFORE 
ENTRY INTO VEOCI



Submitting Plan to Dean/Appropriate VP for COOP Approval



Approving the COOP Plan (Dean or VP)



Approving the COOP Plan (cont.)



Approved COOP Plan



Final Approved COOP Plan



Additional Information

• DUE JUNE 1st
• Per request, OEM can come out to the requested 
department/college/division for additional support
• Any additional support/troubleshooting, please contact Ginger or 
Kenneth



University of Houston COOP Points of Contact

We are always here for any COOP questions or concerns you may have!

Ginger Walker
Director, Emergency Management

Email: gkwalker@uh.edu



Hands On - Logging into Veoci




