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DEPARTMENT CONTINUITY OF OPERATIONS PLAN
Emergencies and circumstances may arise that force the Central Administration at Michigan State University to modify, interrupt, suspend or curtail certain operations or services for a period of time.  The University as a whole, however, never shuts down. This means that certain functions critical to keeping the University open must always be maintained.  (Please refer to the Guidelines for Maintaining Critical Functions/Services at MSU for more detail.)
An administrator from each MSU department must submit the following Continuity of Operations Plan (COOP) identifying critical functions, services (as appropriate) and personnel to the Executive Vice President for Administrative Services or the Provost not later than November 1 of each year.
The document has been prepared in Microsoft Word. Please type your answers right into the document and save it with a new document name that includes your department name. If you have questions or need assistance, please contact the Office of Employee Relations at 517-353-5510.
MSU Department:   Dean of Engineering / Undergraduate Studies Office
Name of Individual Responsible for COOP:  Thomas F. Wolff
Phone Number:  517-355-5128
Email Address:  wolff@egr.msu.edu
CRITICAL FUNCTIONS/SERVICES
Critical functions/services will always be maintained at the University, even during periods when some operations and/or services are modified or curtailed. Critical functions/services are those functions required to maintain the safety and welfare of University students, faculty, staff and visitors, key activities, and the integrity of the University’s infrastructure.  Critical functions/services include those necessary to:
· Protect life and safety 
· Assure campus security 
· Maintain key human and animal health services
· Preserve research projects and infrastructure 
· Maintain business, finance and physical infrastructure necessary to operations and services during an emergency or to the prompt restoration of normal operations and services.
Use the grid below to list the critical functions/services in your department:
	Critical Function/Service
	Personnel Requirements (i.e., one faculty member, two graduate assistants, etc.)
	Situational Requirements (i.e., needed during flood, power outage, all situations, etc.)

	 Backup assistance to facilitation of critical functions and services in the college.
	One Administrator, on call if needed by Dean’s office
	All critical situations for the College of Engineering.

	Answering forwarded phones for undergraduate studies office
	One staff person
	Work remotely during any closure.

	Process financial transactions as needed
	One staff person
	Work remotely during any closure, as needed

	Communications, as needed 
	Director of Marketing 
	Work remotely during any closure, as needed

	
	
	

	
	
	

	
	
	

	
	
	(Use the tab key to add and move to a new row)



CRITICAL PERSONNEL
Critical personnel are MSU faculty and staff who support the above critical functions/services and are, therefore, required to work when a modification or curtailment of normal operations occurs. Use the grid below to list the critical personnel in your department:
	Name
	Position
	Critical Functions/Services Supported
	MSU Contact Info (phone and email)
	Alternate Contact Info (home phone, cell, etc.)

	1. Thomas Wolff
	Associate Dean 
	On call as needed for all critical situations. Email all supervisors to notify temporary and on-call workers to submit time sheet information to Mary Pease.
	517-355-5128
	517-285-8792

	2. Denise Barnstead
	Office Supervisor
	Payroll and financial matters as needed, include approving time worked in EBS. May be done remotely.
	517-432-7748
	Available to those needing.

	3. Alicia Heeney
	Executive Secretary II
	Answer forwarded phones and handle email as needed. May be done remotely.
	517-355-5128
	989-640-9867

	4. Mary Pease
	Office Assistant III
	Enter time information in EBS payroll if university closed during payroll entry period. May be done remotely.

	517-355-5128
	Available to those needing. 

	5. Francie Todd
	Director of Marketing

	Assist with external public relations as needed. Coordinate with University Communications and Brand Strategy as needed. May be done remotely.
	
	517-290-6225



COMMUNICATIONS PLAN
Please share below how you will communicate to faculty, staff and student employees when University operations are modified or curtailed. Include details on how employees (both critical and non-critical) should respond to a modification and curtailment of normal operations.
Possible methods of communication include:
· Landline, cell phone or text message 
· Departmental intranet, Facebook page or email 
· Departmental voicemail message – have employees call in and listen to instructions

1. When university is closed for more than one day, or otherwise upon request by Dean’s office or others, Tom Wolff will email all undergraduate and graduate engineering students with any necessary information. 
2. Critical employees should answer forwarded phones, respond to emails, and handle financial transactions as directed.
3. Other  employees – as department sees fit.
Alternate Locations and/or Telecommuting
If your department may use alternate locations or telecommuting during a modification or curtailment in operations, please share your plan for such activities below. At least one phone line from each department must be answered, so calls may need to be transferred to an off-campus number. Instructions for transferring phone lines are available at http://ipf.msu.edu/services/emergency-resources-toolkit.html. 
1. Employees have been instructed to forward telephones to cell phone or home line.
2. If an alternate location is to be used, email will be sent to the appropriate faculty and staff notifying them of the updated location.  Or if a meeting can continue via the telephone, appropriate faculty and staff will be notified of this meeting modification.
3. Telecommuting or alternative work location possibilities if critical staff members are not able to work in the Engineering Building include:
· Engineering Research Complex Conference Room
· Jolly Road Facility Conference Room
· Bassell Building Conference Room
· Hannah Building  - EBS Help Classroom
4. Other – as department sees fit.

Summary of key college procedures:
1. Engineering Undergraduate Studies (Tom Wolff or designee) will send an email message to Engineering UG & Grad students 
 and other Engineering departments will send an email message to temp/on-calls indicating that time 
 should be submitted to supervising faculty/staff; 
2. Faculty/staff will be instructed via email (eng_fac and eng_staff) to approve time 
 and forward email to designated critical staff; 
3. Critical staff enters time in EBS; 
4. Office manager approves time in EBS. 
5. Instructions will also be placed on COE website by DECS.
