University of Houston
Office of Emergency Management

Continuity of Operations Planning Program (COOP)
Liaison VEOCI Meeting/Training

Presented by:
Ginger Walker

UNIVERSITY OF

HOUSTON



UNIVERSITY OF

UH COOP Program Layout HOUSTON

UH

Continuity of
Operations
Plan

(COOP)

I College/Division | \\

Continuity of Operations Plans

Frmee ol s, g ot
e



UNIVERSITY OF

Authority - Policy and Leadership HOUSTON

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
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Responsibilities

UNIVERSITY OF
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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
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Responsibilities (cont.) HOUSTON

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
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Responsibilities (cont.) HOUSTON

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
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COOP Template for Departments HOUSTON
* Department Information * Emergency Relocation Needs

* Department Leadership Succession * External/Internal Dependencies

* Department Operational Function * Vulnerability/Risk Assessment and Mitigation

* Department Objective 1-3 Strategy

* Emergency Communication * Non-Essential Personnel

* Department Contact During Emergency * Exercising Your Plan

* Emergency Access to Information Systems * Resumption of Normal Operations

* Essential Functions (Functions and Personnel) * Approvals
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Plan Approval and Deadlines HOUSTON
Approvals:
 Department Plans /\

* Department Approver s

* College/Division COOP Liaison Acknowledgement / “‘“)
* College/Division Plans o

Dean or Appropriate VP
College/Division COOP Liaison Acknowledgement V
Approval Ensures:
* Authorization of Essential Functions and Personnel

« Authorization Non-Essential Personnel needing access when campus is closed
e Acknowledgement of All Critical Content

Deadline: June 1st!
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COOP Template for Departments HOUSTON

Initiating
Department
Level Plan
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College/Division Dashboard HOUSTON

N University of Houston
Welcome to the University of Houston Veoci System. Here are a few links to help you get started:
Access our Getting Started Guide
Manage Account Settings
Edit Your Profile

RECENTLY ACTIVE ROOMS Q BOOKMARKS @

B) College of Business (@) Al Colleges / Divisions

Form Entries in COOP

{!l ) College of Hotel and Restaurant Manageme...

(™) A&F - Facilities -
~ (M) UH - Support & Collaboration

(:;_T:) A&F - Campus Safety

—

M College of the Arts

M Administration & Finance

==
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ACER

| Situational Awareness Room

N | EBroadbent_0912_V-L2 Training Room

= Visitor Access Workflow
' Create Workflow in Evan Broadbent Bootcamp Group V-L2



Reopening COOP’s for
Assignment to Department

Added by email or contact
name



Of Business

COOP Administration [ ©

z Members v New » Edit ~ Tools ~ View ~

College / Division COOP

PDF Copy of Latest COOP Plan Current College / Division Plan Filter Ent;

College of Business Status Current Steps Date Initiated Last Modified < Maedified By Step Owners College/Division Name: College/Division Continu... Datf
College Plan Copies .pdf
Closed Completed 2023-May-3113:43:22 2024-May-31 09:02:40 Evan Broadbent College of Business Christy Pennington 204

2024-May-10
Do not select create new department plan.
Select the plan from the all plans as shown below.

Initiate Plan Development

Create New College/Division Continuity of
Operations Plan

Create New Department Continuity of Operations
Plan

All Department Plans 3 Dept. Plans Pending College/Division COOP Liaison _
Acknowledgement Filter Entries

DeptlD Selected 4 Department Selected Mame of Department Repres... Current Steps

Initiated by Department Selected Date Opened:

College of Business | 14

DEAN'S OFFICE BAUER COLLEGE Erancisco Lopez Plan Complete In Progress

No Workflow Entries
HO043 BAUER DIVISION OF TECHNOLOGY DeAundria Ardoin Completed !

Hoo44 UNDERGRAD BUSINESS PROG Angelita Dominguez Completed

HOO045 BAUER CAREER SERVICES CTR Brisa Gossett Department Leadership Su Ogress '
Dept. Plans Needing Assigned for Review By a Dept in the Next 90 Days

ACCOUNTANCY AND TAXATION

Cecilia Pittman Closed

Completed Closed 2024

College of Business




" HOD49 MARKETING DEPARTME X +

C M eoci.com/"

CJCEP [ UH % AccessUH T g k¥ Job Descriptions Ad Astra Training ~.. /&) Accesshisite @ Adobe Acrobat Home [ Annual Credit Report | Microsoft OneDrive @ Adobe Acrobat

H0049 MARKETING DEPARTMENT COOP 2024

Depart: t Information
Department Information

College/Division Name:
Department Leadership Succession

College of Business
i | Function
N Derrnerth Kt Department Operational Functio
Department Objective 1-3

College of Business DeptID
Emergency Communication

HO049
College of Business Depts. Department Contact Information During an
Emergency

MARKETING DEPARTMENT ’ =
Emergency Access to Information Systems
Essential Functions (Functions and Personnel)

Department Selected
MARKETING DEPARTMENT

Emergency Relocation Needs

Hide Toolbox

Additional Departments External/Internal Dependencies

<No Value>
rability/Risk Assessment and Mitigation

Date Opened:

03/20/2024 CI ic k Ed it on-Essential Personnel

Completion of the Depariment Continuity of Operations Plan (COOP) Template ensures compliance with MAPP 06.01.02, Continuity of Operations Planning,

Name of Department Representative ption of Normal Operations

Jc Jennifer Coppock
Department Continuity of Operations Plan Approval

College/Division Continuity of Operations Planning Liaison lege/Division Continuity of Operations Planning
Acknowledgement:
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H0045 BAUER CAREER SERVICES CTR COOP 2024

n Complete

~ Completed Plan

Department Information

Department Leadership Succession

Department Operational Function

Department Objective 1-3

Emergency Communication

Department Contact Information During an
Emergency

Emergency Access to Information Systems

L
&
&
&
&
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&

Essential Functions (Functions and Personnel)

Date Plan Due for Review

This parallel step was skipped.
04/30/2025 Emerg leeds

Al
e tion N

&
]
8
£
T

This parallel step was skipped.

Select "COOP Plan is Complete” to finalize COOP and generate PDF Copy that can be accessed from your Dashboard Exisial a4 T
This parallel step was skipped.

ssential Personnel

Click Reopen

n of Normal Operations

nt Continuity of Operations Plan Approval

ollege/Division Continuity of Operations Planning
A cknowledgement:
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m0365 [DOCEP [OUH % AccessUH X 1 Job D ions [l AdAstra Ad Astra Training -.. i AccessNsite @) Adobe Acrobat Home K Annual Credit Report [§ Microso ve @ Adobe Acrobat

HO0045 BAUER CAREER SERVICES CTR COOP 2024

STEPS

Plan Complete

Department Information

~ Completed Plan Department Leadership Succession

Department Operational Function

Department Objective 1-3

Emergency Communication

Department Contact Information During an
Emergency

Emergency Access to Information Systems

Essential Functions (Functions and Personnel)

00000000

This parallel step was

skipped.
v Rele " Needs

Hide Toolbox

Date Plan Due for Review
@ 04/30/2025 This parallel step was skipped.

External/Internal Depend

This parallel step was skipped.

Select "COOP Plan is Complete” to finalize COOP and generate PDF Copy that can be accessed from your Dashboard

Click Start Plan Review

Approval for Non-Essential Personnel

Exercising Your Plan

Resumption of Mormal Operations

Department Continuity of Operations Plan Approval

Callege/Division Continuity of Operations Planning
Liaison Acknowledgement:

0000

Cancel

Plan Complete
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H0045 BAUER CAREER SERVICES CTR COOP 2024

College/Division Name:

College of Business
» Department Mame:

College of Business DeptiD

HO045

College of Business Depts.

BAUER CAREER SERVICES CTR

Department Selected
BAUER CAREER SERVICES CTR

Additional Departments

Date Opened:
03/20/2024

Completion of the Department Continuity of Operations Plan (COOP) Template ensures compliance with MAPP 046.01.02. Confinuity of Operations Planning,

Mame of Department Representative

BG Brisa Gossett

College/Division Continuity of Operations Planning Liaison

Click Edit Again

Ad Astra Training -.. & Accesshsite @) Adobe Acrobat Home K Annual Credit Report  |f Microsoft OneDrive @ Adobe Acrobat

Hide Toolbox

Department Information

Department Leadership Succession

Department Operational Function

Department Objective 1-3

Emergency Communication

Department Contact Information During an
Emergency

Emergency Access to Information Systems

Essential Functions (Functions and Personnel]

Emergency Relocation Needs

External/Internal Dependencies

WVl hility/Risk Assessment and Mitigation

n-Essential Personnel

tion of Normal Operations

Department Continuity of Operations Plan Approval

gee/ Division Continuity of Operations Planning

knowledgement:
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HO0045 BAUER CAREER SERVICES CTR COOP 2024

artment Information

College of Business DeptiD Department Information
HOO45
& Department Leadership Succession
College of Business Depts. Department Operational Function
& BAUER CAREER SERVICES CTR Department Objective 1-3
.
cllck Date a nd N a me Emergency Communication

Department Contact Information During an

of Department Emergeney

Department Selected

& BAUER CAREER SERVICES CTR

CO nta Ct a S n eed e d . Emergency Access to Information Systems

Essential Functions (Functions and Personnel)

Additional Departments

Emergency Relocation Needs

Boenec: Add the name or
03-"20."20?25 email contact. External/Internal Dependencies

Hide Toolbox

Vulnerability/Risk Assessment and Mitigation

Completion of the Department Continuity of Operations PlargizO0P) Template ensures compliance with MAPP 06.01.02, Continuity of Operations Planning,

Name of Department Representative (EEQUIRED

e Brisa Gossett -
' ks Click Here To Begin Plan sumption of Norm Operations

Department Continuity of Operations Plan Approval

8 Christy Pennington € - “
College/ Division Continuity of Operations Planning
iaisan Acknowledgement:
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HO0045 BAUER CAREER SERVICES CTR COOP 2025

Department Information v

° Department Information
Department Leadership Succession .

o Department Leadership Succession

~ Primary Department Operational Function

Department Objective 1-3

Name Title
Emergency Communication

Jamie Belinne Assistant Dean
Department Contact Information During an

Emergency

Emergency Access to Information Systems

Essential Functions (Functions and Personnel]

Plan is now ready for Department Edit

Kelly Collins 5r. Director Graduate and Alumni Career Services

Name
Emergency Relocation Needs

Hide Toolbox

External/Internal Dependencies

Wulnerability/Risk Assessment and Mitigation
~ Tertiary Strategy

Approval for Non-Essential Personnel

Name Tithe
Exercising Your Plan

aji Alyer irector of Emplayer Relations
Raiji A Director of Empl Relati
Resumption of Mormal Operations

Department Continuity of Operations Plan Approval

College/Division Cantinuity of Operations Planning
Mison Acknowledgement:
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Department COOP Invitation HOUSTON

* 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.

Your UH College/Division Continuity of Operations Planning Liaison has assigned a COOP workflow to you via Veoci. Please follow the link below to complete your University of Houston Departmental
Continuity of Operations Plan: Dept COOP Link

If you have any concerns or questions, contact Ginger Walker at gkwalker@uh edu

Veoci

* 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.

Login

One Click Sign In

UH Single Sign-On

Google

or

Having login issues? Having login issues?

Forgot Password?

Forgot Password?
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Updating Existing COOP Data HOUSTON

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.
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Department Information HOUSTON

HO0695 UH KATY COOP 2023 0 @
Home / University Of Houston / COOP / Department Continuity Of Operatl_.

College/Division Name

~ Department Name:

Academic Affairs DeptID
HO695

Academic Affairs Depts
UH KATY

Department Selected
UH KATY a

Additional Departments
<No Valu

Date:
2023-03-15 | ®

Completion of the Depar tions Plannir

ment Continuity of Operations Plan (COOP} Template ensures compliance with MAPP 06.01.02. Continuity of Ope:

Mame of Department Representative

o - IR

ebroadbent27@gmail

College/Division Continuity of Operations Planning Lisison

PTnr— o - ERES

Save Progress Save & Proceed to Department Operational Function




Leadership
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HOUSTON

Department Leadership Succession ~

Primary
Nam Title
condary
ame Title
Tertiary
Nam Titl

Save & Proceed to Department Operational Function l
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Department Operational Function HOUSTON

College/Division Operational Function ~

College/Division Operational Function:

Please indicate below the principle nature of your college/division's operation (Select all that apply):

[0 Academic/Instructional
O
O
[0 Residential/Student Life
[ Facilities
3 o©Other

Select All

Sawve as Draft Save & Proceed to Objective
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Department Objectives HOUSTON

~ Department Objectives




UNIVERSITY OF

Emergency Communication HOUSTON

Emergency Communication A

Emergency Communications:
Employees are required to make every effort to stay informed of UH emergency information during an emergency. What methods will you use to communicate with your employees during an emergency? Select all that apply.

Emergency Communications:

[0 Phane (Call Tree)

Social Media

O
O
O
O
O

Other

Save Progress Save & Proceed to Dept Contact Information




Department Contact Info. During an Emergency
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HOUSTON

Department Contact Information During an Emergency A

Contact Role

Primary

Contact Role

Secondary

Contact Role

Tertiary

~ Department Contact Information During an Emergency

Department Contact (Name}:

Contact's Office Phone Number:

Contact's Cell Phone Number:

Contact's Email Address:

Contact's Campus Location:

Department Contact (Name):

Contact's Office Phone Number:

Contact's Cell Phone Number:

Contact's Email Address:

Contact's Campus Location:

Department Contact (Name):

=13

| [

Contact's Office Phone Number:

Contact's Cell Phone Number:

Contact's Email Address:

Contact's Campus Location:

Im

Save Progress

Save & Proceed to Emergency Access to Info Systems
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Emergency Access to Information Systems HOUSTON

Emergency Access to Information Systems

Emergency Access to Information Systems: If access to department's information and systems is essential to the departments' operations in an emergency, it is vital to be able to easily access and maintain that information and systems. All data must be protected in Accordance
with SAM 07.A.08, Data Classification and Protection.

Indicate below the methods used by your department to store the information and systems that are
essential to your department:

(] UH Office 345 (SharePaint, Teams, One Drive)
D Department/College/Division Server

(] Hosted Service (cloud)

[0 UH Netwark File Share

Blackboard

PeopleSoft

I I I |

Other (please describe)

Save & Proceed to Essential Functions

e



UNIVERSITY OF

Essential Functions & Personnel HOUSTON

Essential Functions (Functions and Personnel) A

~ Guidance

University of Houston Essential Functions

*The Essential Functions as listed in the University of Houston Continuity of Operations Plan are listed below for reference and should be used when assessing and determining your essential functions

University Leadership: to provide support for the university and maintain leadership to manage an emergency impacting the University of Houston; leadership positions include the President, Provost and Vice President for Administration & Finance.
Student Housing: to provide safe housing for students living in university residential facilities on the campus of the University of Houston.

Public Safety: to maintain the safety and security of all students, faculty, staff, visitors, facilities, research, intellectual property, research animals, public health and environmental hazardous components where feasible.

Communications: to maintain communication capabilities for the University of Houston's Emergency Alert Notification System, UH Police Dispatch System, executive leadership and media relations.

Basic Services: to maintain and provide basic services with regard to food service, emergency maintenance needs, access control and transportation.

Fiscal Operations and Functional Processes: to provide continued service for financial operations (payroll, purchasing, contracts) and critical data.

Academic Continuity: to maintain and provide academic instruction, research and space when feasible during an emergency.

Department Essential Functions/Personnel:

Essential functions are those functions that must continue or resume rapidly after a disruption of normal activities. Review the University of Houston Essential Functions listed above to determine if your department falls within an essential function of the university.

~ Essential Functions

Do you have essential functions within your department, area or unit?

O Yes
O Ne

b



] . . . UNIVERSITY OF
Essential Functions (Add Essential Functions) HOUSTON

Department Essential Functions/Personnel:

Essential functions are those functions that must continue or resume rapidly after a disruption of normal activities. Review the University of Houston Essential Functions listed above to determine if your department falls within an essen
~ Essential Functions

Do you have essential functions within your department, area or unit?

I@ Yes

O N Essential Functions - Create Entry
0

o X
College / Division

[E=o@m 9]

Reset

Department

Essential Functions | EnterText |

Select "Add Essential Function” for each essential function identified [t

Add Essential Functions

-~ Essential Function Point of Contact

Role Name Phone Number

Primary

Role Name

Secondary

Close

Reset [ Save as Draft
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Essential Functions (Add Essential Functions) HOUSTON

Essential Functions (Functions and Personnel)

#  Guidance
University of Houston Essential Functions

“The Essential Functions as listed in the University of Houston Continuity of Operations Plan are listed below for reference and should be used when assessing and determining your essential functions

University Leadership: to provide support for the university and maintain leadership to manage an emergency impacting the University of Houston; leadership positions include the President, Provost and Vice President for Administration & Finance.
Student Housing: to provide safe housing for students living in university residential facilities on the campus of the University of Houston.

Public Safety: to maintain the safety and security of all students, faculty, staff., visitors, facilities, research, intellectual property, research animals, public health and environmental hazardous components where feasible.

Communications: to maintain communication capabilities for the University of Houston's Emergency Alert Motification System, UH Police Dispatch System, executive leadership and media relations.

Basic Services: to maintain and provide basic services with regard to food service, emergency maintenance needs, access control and transportation.

Fiscal Operations and Functional Processes: to provide continued service for financial operations (payroll, purchasing, contracts) and critical data.

Academic Continuwity: to maintain and provide academic instruction, research and space when feasible during an emergency.

Department Essential Functions/Personnel:

Essential functions are those functions that must continue or resume rapidly after a disruption of normal activities. Review the University of Houston Essential Fumn.

ions listed above to determine if your department falls within an essential function of the university.

#  Essential Functions

Do you have essential functions within your department, area or unit?

@ Yes
O no

Reset

Essential Functions

Select "Add Essential Function” for each essential function identified

Add Essential Functions

Reset Selections

Ensure WEOCI training goes well O
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Essential Functions (Add Essential Personnel) HOUSTON

~ Essential Personnel Performing Essential Functions:

Essential functions require personnel to maintain those functions. Complete the Essential Personnel Listing to list all essential personnel required to perform essential functions as the result of a disruption of normal operations.

Essential Personnel Listing

(SF) Essential Personnel Listing And Non-Essential Personnel Needing Access - Create Entry

Add Essential Personnel

FirstName

[ et )
.lastName

(o |
College/Division

[t |
Department

Work Number

‘ B - (201) 555-012 |

Cell Number requiren

‘ B~ (201) 555-012 |

Essential Function(s) Peforming

Location of Action Performed

Close Reset | Save as Draft ‘
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Essential Functions (Add Essential Personnel) HOUSTON

Essential Functions (Functions and Personnel)

~ Guidance

University of Houston Essential Functions

The Essential Functions as listed in the University of Houston Continuity of Operations Plan are listed below for reference and should be used when assessing and determining your essential functions
University Leadership: to provide support for the university and maintain leadership to manage an emergency impacting the University of Houston; leadership positions include the President, Provost and Vice President for Administration & Finance.
Student Housing: to provide safe housing for students living in university residential facilities on the campus of the University of Houston.
Public Safety: to maintain the safety and security of all students, faculty, staff, visitors, facilities, research, intellectual property, research animals, public health and envirenmental hazardous components where feasible.
Communications: to maintain communication capabilities for the University of Houston's Emergency Alert Notification System, UH Police Dispatch System, executive leadership and media relations.
Basic Services: to maintain and provide basic services with regard to food service, emergency maintenance needs, access control and transportation.
Fiscal Operations and Functional Processes: to provide continued service for financial operations (payroll, purchasing, contracts) and critical data
Academic Continuity: to maintain and provide academic instruction, research and space when feasible during an emergency.

Department Essential Functions/Personnel
Essential functions are those functions that must continue or resume rapidly after a disruption of normal activities. Review the University of Houston Essential Functions listed above to determine if your department falls within an essential function of the university.

 Essential Functions

~  Essential Personnel Performing Essential Functions:

Essential functions require personnel to maintain those functions. Complete the Essential Personnel Listing to list all essential personnel required to perform essential functions as the result of a disruption of normal operations.

Essential Personnel Listing

Reset Selections

Evan Broadbent-

ntial Personnel °
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Emergency Relocation Needs HOUSTON

Emergency Relocation Needs A

Emergency Relocation Needs:
In the event of an emergency requiring the department to relocate to another location on or off campus, proper planning is required. Having those employees who perform or support an essential function for the
department complete an Emergency Relocation Position Information Sheet is recommended. The Emergency Relocation Position Information Sheet provides information on what the staff will need at an alternate

location.

Hyperlink Emergency Relocation Position Infermation Sheets with this link: https:/'uh.edu/emergency-management/planning-and-response/business-continuity-plans/emergency-relocation-position-info-sheet-2022- pdf

Indicate below if your department has successfully assessed the needs of the department
and the needs of the employees vital to perform essential functions at an alternate location.

O Yes
O No
(O Other

REQUIRED

~ Attach Emergency Relocation Position Information Sheets

Drop files or click to add

Save Progress Save & Proceed to External/Internal Dependencies
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External/Internal Dependencies HOUSTON

External/Internal Dependencies ~

External Dependencies:

While reviewing the department's essential functions, have key external business partners been
identified and necessary arrangements made? Contact should be made annually by June 1st

Complete the Dependency Form for each identified external dependency
External Dependency

Add External Dependency
Internal Dependencies:

While reviewing the department's essential functions, have key internal business partners been
identified and necessary arrangements made? Contact should be made annually by June 1st

O Yes

Complete the Dependency Form for each identified internal dependency

Internal Dependency

Add Internal Dependencies

Save Progress Save & Proceed to Vulnerability / Risk Assessment




UNIVERSITY OF

External/Internal Dependencies (External) HOUSTON

ernal/Internal Dependencies A

External Dependencies:

While reviewing the department's essential functions, have key external business partners been
identified and necessary arrangements made? Contact should be made annually by June 1st

(SF) Dependencies - Create Entry m]
O Yes

UH Department
O o [Emerren \

Dependency (Product/Service):
O other (Evertor |

Provider:

Complete the Dependency Form for each identified external dependency E - |

Dependency Contact Name:

External Dependency [ Enterrext J

Add External Dependency %‘

‘> Has contact been made with dependency department/contractor to confirm services will be available
for your department during an emergency?

Internal Dependencies:

O ves
While reviewing the department's essential functions, have key internal business partners been s
identified and necessary arrangements made? Contact should be made annually by June 1st
O No
O Other
Complete the Dependency Form for each identified internal dependency
Close: Reset Save as Draft Submit

Internal Dependency

Add Internal Dependencies
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External/Internal Dependencies (External) HOUSTON

ernal/Internal Dependencies A

External Dependencies:

While reviewing the department's essential functions, have key external business partners been
identified and necessary arrangements made? Contact should be made annually by June 1st

O Yes
UH Department
O No (E== \

Dependency (Product/Service):
O Other (Evertor |

(SF) Dependencies - Create Entry m]

Provider:

Complete the Dependency Form for each identified external dependency Ee |
Dependency Contact Name:

External Dependency [ Enterrext J

Add Extemal Dependency %‘

Has contact been made with dependency department/contractor to confirm services will be available

Internal Dependencies: for your department during an emergency?
O ves

While reviewing the department's essential functions, have key internal business partners jsen s

identified and necessary arrangements made? Contact should be made annually by Jugsst

O Yes

O No

(O Other

Complete the Dependency Form for each ig#ftified internal dependency
Close:

Reset | SaveasDraft Submit

Internal Dependency

Add Internal Dependencies
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External/Internal Dependencies HOUSTON

External/Internal Dependencies ~

External Dependencies:

While reviewing the department's essential functions, have key external business partners been
identified and necessary arrangements made? Contact should be made annually by June 1st

Complete the Dependency Form for each identified external dependency
External Dependency

Add External Dependency
Internal Dependencies:

While reviewing the department's essential functions, have key internal business partners been
identified and necessary arrangements made? Contact should be made annually by June 1st

O Yes

Complete the Dependency Form for each identified internal dependency

Internal Dependency

Add Internal Dependencies

Save Progress Save & Proceed to Vulnerability / Risk Assessment
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Vulnerability/Risk Assessment and Mitigation Strategy HOUSTON

Vulnerability/Risk Assessment and Mitigation Strategy

Vulnerability/Risk Assessment and Mitigation Strategy:
Considering your objectives, dependencies and essential functions, list below your vulnerabilities, whether or not the vulnerability can be mitigated, and a brief mitigation strategy.

# Complete the Critical Interruption Worksheet to assist in Identifying your vulnerabilities

Determine the amount of time you can be without each critical condition, function or service. If it is determined that your department can't be without a critical condition, function or service for less than 1 day, it may be necessary to include in the vulnerabilities section of your Department/College/Division Continuity of Operations Plan
Department
NSTITUTIONAL PH

Indicate below how long your department can function either at another location or from home if )
your space and or facilities are damaged or unavailable.
Indicate below how long your department can be without critical equipment that is either damaged
o M Aty e Determine the amount of time you can be without each critical condition, function or service. I it [ |
| ™ ‘ Department
Indicate below how long your department can be without central power and generator back-up? NSTITUTIONAL PH
| g P ‘ Indicate below how long your department can function either at another location or from home if
your space and or fadilities are damaged or unavailable.
How long can your department be without proper communication channels such as, phone, email, . .
and internet? ~
v ]
< 1 Day

How long can your department be without the use of Enterprise Information Systems (PeopleSoft,

Exchange)? ﬂ
1-2 Days |

How long can your department be without Local information systems (departmental desktop
computers, applications managed by your department)?

2 -4 Days

v | 5 - 10 Days
How many days can your department be without persennel? 11 + Days
£ v
MR
If your critical business partners or vendors are unable to provide goods and services, how long can
you function without their services? [————ueopeem -
K v ]

Indicate below how long your department can be without critical equipment that is either damaged
orunavailable

| e ‘




Vulnerability/Risk Assessment and Mitigation Strategy

UNIVERSITY OF

HOUSTON

~ Vulnerability/Risk Assessment and Mitigation Strategy

Example:
Vulnerability/Risk Can you mitigate? Mitigation Strategy
UH Emergency Operations Center ® Yes 1. Hotspot ($480.00 annually)
depends on internet access to function QO Neo 2. Request priority access from IT
properly.

(SF) Vulnerability/Risk Assessment and Mitigation Strategy - Create Entry

College azauiren

| Administration and Finane v |

Department requizen

Vulnerability/Risk Assessment and Mitigation Strategy: [nSTITuTONEH |

Vulnerability / Risk reauireo

Add Vulnerability/Risk Assessment and Mitigation Strategy: ]

Save as Draft m
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Non-Essential Personnel HOUSTON

Approval for Non-Essential Personnel

Approval for Non-Essential Personnel:

While some functions and research are not considered essential and in need of 24 hour monitoring and or care, they do require some sort of attention or action after a 48 to 72 hour period of time. Some individuals may not be essential personnel but may need to make contact with
their labs or offices during a campus closure. Those areas will be reguired to seek approval through their appropriate Dean or Director and then through their appropriate Vice President to gain access to campus and or their facility during an emergency incident involving a closure of
campus. A listing of non-essential personnel needing to gain access to campus during a campus closure after the immediate life safety threat has passed must be included on the Essential/Non Essential Personnel Listing. The listing allows departments the opportunity to list the

employees that will need to gain access to campus during a campus closure after the immediate life safety threat has passed. Please note that the individuals on the listing have been approved to gain access to their building or facility by the appropriate Vice President only if they are
listed on their respective College or Division Continuity of Operations Plan.

Add Non Essential Personnel Needing Access (SF) Essential Personnel Listing And Non-Essential Personnel Need|
Add Non Essential Personnel

First Name

Last Name
College/Division
Department

Work Number

‘ M - (201) 555-012 ‘

Cell Number requiren

Essential Function(s) Peforming

Location of Action Performed

Oseng e =

Save as Draft
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Non-Essential Personnel HOUSTON

Approval for Non-Essential Personnel

|

Approval for Non-Essential Personnel:

‘While some functions and research are not considered essential and in need of 24 hour monitoring and or care, they do require some sort of attention or action after a 48 to 72 hour period of time. Some individuals may not be essential personnel but may need to make contact with
their labs or offices during a campus closure. Those areas will be required to seek approval through their appropriate Dean or Director and then through their appropriate Vice President to gain access to campus and or their facility during an emergency incident involving a closure of
campus. A listing of non-essential personnel needing to gain access to campus during a campus closure after the immediate life safety threat has passed must be included on the Essential/Non Essential Personnel Listing. The listing allows departments the opportunity to list the

employees that will need to gain access to campus during a campus closure after the immediate life safety threat has passed. Please note that the individuals on the listing have been approved to gain access to their building or facility by the appropriate Vice President only if they are
listed on their respective College or Division Continuity of Operations Plan

Add Non Essential Personnel Needing Access

Add Non Essential Personnel

Reset Selections

Evan Broadbent-Non-Essential Personal Meeding Access e

Save & Proceed to Exercising your Plan




Exercising Your Plan

UNIVERSITY OF

HOUSTON

Exercising Your Plan A

Exercising Your Plan:

All department COOP's must be shared with all departmental staff. All departments are encouraged to complete an exercise of the plan annually.

O CallTree Dril

Seminar

a
[ Tabletop Exercise

[0 Off Site Information Assessment Test
ad

Other

Select below the ways the department has/will exercise the plan (Select all that apply),

Save Progress

Save & Proceed to Resumption of Normal Operations
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Resumption of Normal Operations HOUSTON

Resumption of Normal Operations ~

Resumption of Normal Operations:

Briefly describe your plan to transition back to normal operations.

B i AA T+ ?

Type something

Save Progress Save & Proceed to Department COOP Plan Approval




UNIVERSITY OF

Department Continuity of Operations Plan Approval HOUSTON

Department Continuity of Operations Plan Approval A

Mame REQUIRED

L - R

Title

Date
| 2023-01-24 | ®

Signature

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

Save & Submit to College/Division Planning Liaison
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College/ Division Liaison Plan Review Email HOUSTON

Veoci - Department Continuity of Operations Plan - College/Division Continuity of Operations Planning Liaison Acknowledgement: (#723) Assi
@ UH COOP <room@veoci.com:= © | O Reply | € Reply Al > Forward

To @ Broadbent, Evan Wed 3/13
® If there are problems with how this message is displayed, click here to view it in a web browser,

Saved to this PC

A Department Continuity of Operations Plan Has Been Assigned To You for Acknowledgement

Hi Evan Broadbent ,

A Department Continuity of Operations Plan has been assigned to you by Evan Broadbent in 20230214_COOP Dry Run Test.

Please acknowledge it by clicking on this LINK

% Department Continuity of Operations Plan Template

o For Department Use

. mﬁ . ID# : UH KATY
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College/Division
LIAISON LEVEL ENTRY



College/Division Dashboard

UNIVERSITY OF

HOUSTON

Y University of Houston

Welcome to the University of Houston Veoci System. Here are a few links to help you get started:

Access our Getting Started Guide
Manage Account Settings
Edit Your Profile

RECENTLY ACTIVE ROOMS

( } College of Business

(!l} College of Hotel and Restaurant Manageme...

—

(=) A&F - Facilities

-

() ASF - Campus Safety

-

M College of the Arts

M Administration & Finance

==

s f
l‘i'nE?q:a’aﬁ“m
et gl o] avn s r p ngma

ACER

Q | BOOKMARKS @

All Colleges / Divisions
Form Entries in COOP

Database Department/Division/College
Form Entries in COOP

R) UH - Support & Collaboration

. | Situational Awareness Room

EBroadbent_0912_V-L2 Training Room

Visitor Access Workflow

" Create Workflow in Evan Broadbent Bootcamp Group V-L2




College/Division Dashboard

UNIVERSITY OF

HOUSTON

Tools ~ View ~

Members

Tasks

PDF Copy of Latest COOP Plan Current College / Division Plan

Files

No Entry to Show Status Current Steps

Notes
Create an Entry

Side Rooms

Room Sets

Initiate Plan Development

Create New College/Division Continuity of Operations
Plan

Create New Department Continuity of Operations Plan

All Department Plans

Status

Initiated by Department Selected Current Steps

College / Division COOP

Filter Grid Data

Date Initiated Last Modified - Modified By Step Owners College/Division Name: College/Division Continui... Date Completed:

No Workflow Entries

Department Plans ®

Dept. Plans Pending College/Division COOP Liaison

Filter Grid Dat:
Acknowiedgement Fiker Grd Dota @

Filter Grid Data ()

Initiated by Department Selected Date:

No Workflow Entries




UNIVERSITY OF

Updating Existing COOP Data HOUSTON

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.
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Leadership HOUSTON

College / Division Continuity of Operations Plan - Create Entry

College/Division Information A~

College/Division Name: (REQUIRED

Academic Affairs v

College/Division Continuity of Operations Planning

e REQUIRED
Liaison:

College/Division Approver Email (Dean or Appropriate

REQUIRED

Date Completed:

03/20/2023 ®

Completion of the College/Division Continuity of Operations Plan Template ensures compliance with MAPP 06.01.02, Continuity of Operafons Planning,

Click Here to Begin Plan




UNIVERSITY OF

Leadership HOUSTON

College/Division Leadership Succession ~

~ Primary

Mame Title

~ Secondary

Name Title

~  Tertiary

Mame Title

Save as Draft Save & Proceed to Operational Function




UNIVERSITY OF
Department Operational Function HOUSTON

College/Division Operational Function ~

[College/Division Operational Function:

Please indicate below the principle nature of your college/division's operation (Select all that apply):

[0 Academic/Instructional
O
L r
[0 Residential/Student Life
[ Facilities
3 o©Other
Select All

Save & Proceed to Objective



Department Objectives

UNIVERSITY OF

HOUSTON

College/Division Objective

|

College/Division Objective :

List the main objective and/or mission statement for the college/division. Describe your teaching,
research and/or service objectives during a continuity event.

'..:-_ T

Description:

B i A: qr: +:

omething

Save & Proceed to Essential Functions
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Essential Functions HOUSTON

Essential Functions (Functions and Personnel)

University of Houston Essential Functions
“The Essential Functions as listed in the University of Houston Continuity of Operations Plan are listed below for reference and should be used when assessing and determining your essential functions

Uniwversity Leadership: to provide support for the university and maintain leadership to manage an emergency impacting the University of Houston; leadership positions include the President, Provost and Wice President for Administration & Finance.

Student Housing: to provide safe housing for students living in university residential facilities on the campus of the University of Houston.

Public Safety: to maintain the safety and security of all students, faculty. staff, visitors, faci

es, research, intellectual property, research animals, public health and environmental hazardous components where feasible.
Communications: to maintain communication capabilities for the University of Houston's Emergency Alert MNotification System, UH Police Dispatch System, executive leadership and media relations.

Basic Services: to maintain and provide basic services with regard to food service, emergency maintenance needs, access control and transportation.

Fiscal Operations and Functional Processes: to provide continued service for financial operations (payroll, purchasing, contracts) and critical data.

Academic Continuity: to maintain and provide academic instruction, research and space when feasible during an emergency.

~ Essential Functions

College/Division Essential Functions:
Essential functions are those functions that must continue or resume rapidly after a disruption of normal activities. Review the University of Houston Essential Functions listed above

to determine if your college/division falls within an essential
function of the university. Use care to review and consider the essential functions listed in the department Continuity of Operations Plans.

Do you have essential functions within your college/division?

@ es - If yes, complete the sections below relating

to Essential Functions

(O No - Select Save and Submit to Next Step

Reset
Essential Functions

Select from List or add if not available

Essential Functions Listing
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Essential Functions (cont.) HOUSTON

Filters Y 0/71 Entries

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

b

ﬂﬂui
Mﬂw

——
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Essential Personnel HOUSTON

~ [Essential Personnel Performing Essential Functions

Essential functions require personnel to maintain those functions. Complete the Essential/Non Essential Personnel Listing to list all essential personnel required to perform essential functions as the result of a disruption of normal operations.

Essential Personnel

[ Essential Personnel Listing l

[]  FirstName Last Name College/Division | Department Work Number Cell Number Action Performing Location of Action Performed

REMINDER

REQUIRES APPRORIATE VP OR
PROVOST APPROVAL BEFORE
Users will select ENTRY INTO VEOCI

Essential Personnel
from the listing above.
W Once completed, click

. the “Select Entry” 1
gz | button.
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Vulnerability/Risk Assessment and Mitigation Strategy HOUSTON

Vulnerability/Risk Assessment and Mitigation Strategy

Vulnerability/Risk Assessment and Mitigation Strategy

Add Vulnerability/Risk Assessment and Mitigation Strategy
ilte: i

Create New (SF) Vulne... x

Users will select

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

% |button:
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Non-Essential Personnel HOUSTON

Approval for Non-Essential Personnel:

While some functions and research are not considered essential and in need of 24 hour monitoring and or care, they do require some sort of attention or action after a 48 to 72 hour period of time. Some individuals
may not be essential personnel but may need to make contact with their labs or offices during a campus closure. Those areas will be required to seek approval through their appropriate Dean or Executive Director
and then through their appropriate Vice President to gain access to campus and or their facility during an emergency incident involving a closure of campus.

A listing of non-essential personnel needing to gain access to campus during a campus closure after the immediate life safety threat has passed must be included on the Essential/Non Essential Personnel Listing. The

listing of individuals, along with the approval of this plan, dictates that the appropriate Vice President has approved for these individuals to gain access to campus during a campus closure after the immediate life
safety threat has passed.

If you DO NOT have Non-Essential Personnel Select "Submit to Dean/Appropriate VP for COOP Approval” to continue

Approval for Non-Essential Personnel

Add Approval for Mon-Essential Personnel
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Non-Essential Personnel (cont.) HOUSTON

REMINDER

REQUIRES APPRORIATE VP OR
PROVOST APPROVAL BEFORE
ENTRY INTO VEOCI

Users will select Non-
essential Personnel from
the listing above. Once
completed, click the

“Select Entry” button. — —
i

ﬂ-Ii
Mﬂw
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‘Submitting Plan to Dean/Appropriate VP for COOP Approval HOUSTON

# Planis Complete

Plan is complete. Selecting "Submit to Dean/Appropriate VP for COOP Approval" Will submit the plan for review and approval

Canced Submit to Dean/Appropriate VP for COOP Approval
W
)

Qffica

[ —

Frmee ol s, g ot
e



IApproving the COOP Plan (Dean or VP)
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Continuity of Operations Plan Approval {College/Division Approv:

Dean or Appropriate VP)

Name

Date
| 2023-03-20 | ®

Signature kEauiRED

Acknowledgement recumes

Comments

for the Colle;

Provide a comment of your requested edits or feedhb:
appropriate cha

on to make the

Colegel n Name:

Veoci - College / Division Continuity of Operations Plan - Continuity of Operations Plan Approval (College/Division Approval - Dean or Appropriate VP) (#726) Assigned To You

UH COOP <room@veoci.com>
To © Broadbent, Evan

I there are problems with how this message is displayed, click here to view it in a web browser,

The C ivision Continuity of O

Plan Is Now Ready For Your Review and Approval

Hi Evan Broadbent,

A College/ Division Continuity of Operations Plan has been assigned to you for your review and approval by Evan Broadbent in Evan's Plan Test 03022023,

Please approve the plan by clicking on this LINK

®

ion Continuity of Operations Plan Template
For College/Di

n Use

® | © Reply | & ReplyAll | —> Forward
Man 372

Send Back For Edits Approve COOP I




IApproving the COOP Plan (cont.)

UNIVERSITY OF
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College/Division Continuity of Operations Plan

g Liaison Acknowledgement

Name

1 Ewan Broadbent [x] - ﬂ

Date
| 2023-03-20 | ®

Signature requiren

College/Division COOP - Liaison Review and Approval Needed

UH COOP <room@veoci.com >
To © Broadbent, Evan

(D)1 there are problems with now this message is displayed, click nere £ view it in 3 web browser.

A Coll ivision C; inuity of Op: i Plan Has Been Assigned To You for Acknowledgement

Hi Evan Broadbent ,
A Gollege/ Division Continuity of Operations Plan has been assigned ta you by Evan Broadbent in Evan's Plan Test 03022023

Please acknoviedge the plan by clicking on this LINK

®

on Continuity of Operations Plan Template
-ge/Division Use

@ | < Reply | < Reply Al | —> Forward

Mon 3/
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Approved COOP Plan HOUSTON

Plan Complete ~

~  Completed Plan

Administration and Finance C
OOP_2023.pdf

[Date Plan is due for Review
2024/01/27

Select "COQP Complete" to finalize COOP and generate PDF Copy that can be accessed from your Dashboard

e



Final Approved COOP Plan
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Final College/Division COOP Copy

UH COOP <noreply@veoci.com:>

Administration and Finance COOP 2023.pdf <
&1 KB

The Continuity of Operations Plan for Administration and Finance is complete. Please see attached PDF for full details

© 6) Reply «j Reply All —> Forward m e

Veoci

A

'[n“u

‘College/Division Continuity of Operations Plan Template
For College/Division Use

College/Division Name:

[ministation and Finance

Callege/Division Continuity of Operations Planning Liaison:

B

Date Completed:

[

Completion of the College/Division Continuity of Operations Plan Template ensures compliance with MAPP 06.01.02
Continuity of Operations Planning.

= Leadership (Chain of C: nd):
Name and file of primary, secondary and terfiary leader for the collageidivision.

Primary (Name and Titie):

[ |

Secondary (Name and Tile):

[ [

Tertiary (Name and Tille):

[ [

College/Division Operational Function:
Plaasa indicate below the principle nature of your collegefdivision's operation (Select all that apply):

Caollege/Division Objective
List the main cbjective andior mission statement for the collegefdivision. Describe your teaching, research andior service objectives
during a continuity event
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Additional Information HOUSTON

e DUE JUNE 15t

* Per request, OEM can come out to the requested
department/college/division for additional support

* Any additional support/troubleshooting, please contact Ginger or
Kenneth
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University of Houston COOP Points of Contact HOUSTON

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

Ginger Walker
Director, Emergency Management
Email: gkwalker@uh.edu

.
i talt

Frmee ol s, g ot
e
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Hands On - Logging into Veoci HOUSTON

Login

R @uh.edu
Login

elbroadb@central.uh.edu

Not elbroadb@central.uh.edu?

One Click Sign In

Reset Password

UH Single Sign-On

Google

Please enter your primary email address below. Your
password will be reset, and a new password will be sent

to your primary email.

o af
l':*nE W Bl g e
Fr i o o i e
& margn





