1.0 Introduction

The Government of the British Virgin Islands  has operations that must be performed, or rapidly and efficiently resumed, in an emergency. While the impact of an emergency cannot be predicted, planning for operations under such conditions can mitigate the impact of the emergency on people, facilities and the recovery process. 

Each department or agency shall prepare a site specific Continuity of Government Plan (COGP). These plans will be important resources for ensuring that Government can continue to provide essential services to the public and its clients.

1.1 Approvals

By their signatures below, the following senior level officials certify that they have read this Continuity of Government Plan (COGP) and fully understand the business resumption procedures to be followed in an emergency affecting the facilities and employees for which they are responsible. 

Approved: _______________________________ Date ____________ 

Department/ Ministry ____________________________________________________
Approved: _______________________________ Date ____________ 

Department/ Ministry ____________________________________________________

Approved: _______________________________ Date ____________ 

Department/ Ministry ____________________________________________________

Approved: _______________________________ Date ____________ 

Department/ Ministry ____________________________________________________

Approved: _______________________________ Date ____________ 

Department/ Ministry ____________________________________________________

Approved: _______________________________ Date ____________ 

Department/ Ministry ____________________________________________________

Approved: _______________________________ Date ____________ 

Department/ Ministry ____________________________________________________

2.0 Purpose

This COGP provides policy and guidance for personnel at government agencies, to ensure that critical operations are continued in the event of an emergency or threat of an emergency. 

The COGP provides guidance for, and facilitates the preparation of, site- or activity-specific plans and procedures that help ensure the safety of government personnel and allow department’s organizational elements to continue essential operations in the event of an emergency or threat of an emergency. The planning guidance and the plans to be developed in accordance with it do not address day-to-day activities that enable an organization to conduct or safeguard routine operations. The COGP environment is an emergency response environment. There will be a determination of whether the COGP requirements of all the organizations located at a site can be best addressed in a single, all-inclusive plan, or by having each major organization prepare and coordinate separate plans that when combined become a site. As an extension of their other duties, Heads of Departments will ensure that personnel are aware of their COGP responsibilities. 

3.0 Applicability and scope

The provisions of this COGP are applicable to all government departments located at the Central Administration Complex (CAC) and other locations. This plan is applicable to the full spectrum of manmade, natural, and technological emergencies and threats, with the exception of terrorist activities.

4.0 Authorities and References

COGP planning ensures the continuance and uninterrupted delivery of critical services to the public, other government agencies and clients. Principle documents mandating the development and implementation of the COGP include:

Recovery Plan

The National Integrated Development Strategy (NIDS)

Put in others that might be related.

5.0 Policy

As a baseline of preparedness for the full range of potential emergencies, all government agencies are required to establish and maintain a viable COGP capability, which ensures the performance of their essential functions during any emergency, or situation that may disrupt normal operations. A viable COGP capability identifies essential functions and consists of plans and procedures, alternate facilities, and alternate interoperable communications and data support systems, reinforced by comprehensive training, orientation, and exercise programs. COGP capabilities must be maintained at a high level of readiness, be capable of being activated both with and without warning, achieve operational status no later than 12 hours after activation, and maintain sustained operations for up to 30 days or until termination. 

It is the policy of the Governement of the British Virgin Islands to respond quickly at all levels in the event of an emergency or threat, to include human, natural, technological, and other emergencies or threats, in order to continue essential internal operations and to provide support to the operations of client and external agencies. 

6.0 Objective

The objective of COGP planning is to direct and guide appropriate actions to assure the capability exists to continue core business functions and activities, and to achieve an orderly recovery from emergency situations across a wide range of potential emergencies or threats, including acts of nature, accidents, and technological emergencies. 

COGP planning is simply a “good business practice”, part of the fundamental mission of agencies as responsible and reliable public institutions. The objectives of a COGP plan will include: 

 • Ensuring the continuous performance of an agency’s essential 

    functions/operations during an emergency.      

• Protecting essential facilities, equipment, records, and other assets, 

• Reducing or mitigating disruptions to operations, 

• Reducing loss of life and minimizing damage and losses, and 

• Achieving a timely and orderly recovery from an emergency and resumption of

  full service to customers. 

• Ensure the safety of an agency’s employees during an emergency   

• Provide organizational and operational stability 

• Facilitate decision-making during an emergency 

• Achieve an orderly recovery from emergency operations 

• Mitigate risks

· Continue to pay the government’s obligations

· Resume technology operations and support for time sensitive business operations in the event existing technology processing has been rendered inoperable.
· Reduce the operational effects of a disaster on time sensitive business operations through a set of pre-defined and flexible procedures to be used in directing recovery operations.
· Provide a work environment for displaced staff while their facilities and their contents are being restored.
7.0 Assumptions

This COGP is based on the following assumptions:

· Emergencies or threatened emergencies may adversely affect some or all government agencies ability to continue to support essential internal operations and to provide support to the operations of clients and external agencies.

· Government personnel and other resources from other organizations outside of the area affected by the emergency or threat will be made available if required to continue essential operations.

· Emergencies differ in order of priority and impact and must be placed in a national context.

· No disaster event will ever completely devastate the Territory rendering it uninhabitable and therefore making this or any plan irrelevant.

· External financial, material and technical assistance will be available to support the COG process.

· A spirit of self-reliance will pervade the Territory in the aftermath of a disaster.

· The guidelines established in this plan will be faithfully followed.

· External agency guidelines for relief and recovery assistance will be dovetailed into the National Recovery Operational procedures.

8.0 Roles and Responsibilities

The purpose of this section is to identify individuals and their responsibilities in the event of an emergency.

Head/ Deputy Head of the Continuity of Government Task Force

· Serving as the Leader for the COGP Task Force

· Directing the National COGP Coordinator when the COGP Plan is implemented.

· Developing a COGP multi-year strategy and Program Management Plan

· Reports and updates of relocation and successful continuity of operations to Recovery Task Force.

National Continuity of Government Coordinator

· Coordinate the implementation of the COGP when activated.

· Directing and supporting the Agency Coordinators in implementing individual agency COGP plans in terms of logistics.

· Ensuring cooperation and collaboration between government departments where possible.

· Documentation of the COGP process during and after the event.

· Ensuring that all government agencies have an implemental COGP.

· Reports to the Head/ Deputy Head of the Continuity of Government Task Force.

· Member of the COG Task Force

Agency Coordinator

· Development of a COGP at its headquarters and in all subourdinate elements of the agency.

· Identifying agency essential functions.

· Maintaining the agency COGP to include rostering and training/exercise of COGP personnel, notification and relocation procedures.

· Testing alert and notification system procedures.

· Maintaining alternate or shared facilities in a readiness status.

· Liaise with National Continuity of Government Coordinator.

· Notifying the National Continuity of Government Coordinator when the relocation occurs.

· Member of the COG Task Force

Agency Information Officer

· Ensuring that all vital records and systems are routinely backed up, and maintained at a secured off-site facility. Protection and recovery, to the extent possible, of mission critical, non-electronic files will be the responsibility of each agency.

· Ensuring the pre-positioning of essential data/records including classified or sensitive equipment and records.

· Ensuring the availability of reliable and interoperable telecommunications and information processing equipment.

· Reports to Agency Coordinator.

Agency Building Officer

· Providing the Agency Coordinator with event specific information including a preliminary impact analysis, suggested occupancy or use and any implications to operations.

· Coordinate facility access for emergency responders (fire, police, ambulance, etc)

· Account for the human resources of the agency. Notify designated individuals accordingly as to the status of their relatives/friends.

· Reports to Agency Coordinator.

9.0 DELEGATIONS OF AUTHORITY. To ensure rapid response to any emergency situation requiring COGP plan implementation, agencies should pre-delegate authorities for making policy determinations and decisions at headquarters, regional levels, field offices and other organizational locations, as appropriate. These delegations of authority should: 

(1) Identify the programs and administrative authorities needed for effective operations at all organizational levels having emergency responsibilities; 

(2) Identify the circumstances under which the authorities would be exercised; 
(3) Document the necessary authorities at all points where emergency actions may be required, delineating the limits of authority and accountability; 

(4) State explicitly the authority of designated successors to exercise agency direction, including any exceptions, and the successor’s authority to re-delegate functions and activities as appropriate; 
(5) Indicate the circumstances under which delegated authorities would become effective and when they would terminate. Generally, pre-determined delegations of authority would take effect when normal channels of direction are disrupted and would terminate when these channels have resumed; 
(6) Ensure that officials who may be expected to assume authorities in an emergency are trained to carry out their emergency duties; and, 
(7) Specify responsibilities and authorities of individual agency representatives designated to participate as members of interagency emergency response teams. 

10.0 ORDERS OF SUCCESSION. 

Agencies are responsible for establishing, promulgating, and maintaining orders of succession to key positions. Such orders of succession are an essential part of an agency’s COGP plan. Orders should be of sufficient depth to ensure the agency’s ability to perform essential functions while remaining a viable part of the Government of the British Virgin Islands. Geographical dispersion is encouraged, consistent with the principle of providing succession to office in emergencies of all types.

11.0 Implementation

This COGP will be implemented based on both known and unanticipated threats and emergencies. 

• Known threats and emergencies (with warning): 

There are some threats to operations that may afford advance warning that will permit the orderly alert, notification, evacuation, and if necessary, the relocation of employees. Situations that might provide such warning include a hurricane, a transportation accident resulting in a threat of a release of Hazardous Material (HAZMAT) or a threat of a terrorist incident. 

• Unanticipated threats and emergencies (no warning): 

During Non-Duty Hours: 

Incidents may not be preceded by warning, e.g., earthquakes, arson, or HAZMAT incidents, or may occur while the majority of on-site staff are not at work. In these circumstances, while our operations from home site may be impossible, the majority of our employees will still be able to respond to instructions, including the requirement to relocate following proper notification. 

                During Duty Hours: 

Incidents may also occur with no warning during normal office hours. In these circumstances, execution of the COGP, if indicated by the circumstances of the event, would begin by execution of the site’s Evacuation Plan to move employees out of the building expeditiously. 

Widespread versus Localized Emergencies 

The distinction between a widespread versus a localized event is based on an assessment of the impact of an event on a department, business unit or facility operations. Normally, if an event impacts a significant number of employees or could force the relocation of a significant number of employees, the event is considered widespread. Localized events are usually limited to smaller or isolated areas of a facility, such as a department or business unit. In either case, it is required to account for the location of all employees. 

Widespread and Localized events 

Implementation plans should incorporate a time-phased analysis to assure efficient use of resources under the following conditions: 

• A sudden emergency, such as an explosion, fire, or hazardous materials incident, may require the evacuation of an agency building with little or no advanced notice. A COGP plan is not an evacuation plan; rather, it is a deliberate and preplanned movement of selected key principals and supporting staff to a relocation facility. As an example, a sudden emergency, such as a fire or hazardous materials incident, may require the evacuation of an agency building with little or no advanced notice, but for only a short duration. Alternatively, an emergency so severe that an agency facility is rendered unusable and likely will be for a period long enough to significantly impact normal operations, may require COGP plan implementation. Agencies should develop an executive decision process that would allow for a review of the emergency and determination of the best course of action for response and recovery. This will preclude premature or inappropriate activation of an agency COGP plan.

Localized emergency 

In the event of a localized emergency, each government department, business function, or organization will be responsible for implementing their COGP plans.

 Implementation Activities for Localized Emergencies

A. Phase I – Activation and Relocation (0-12 Hours) 

• Each government department will notify the appropriate department personnel. 

• Activate the departmental COGP team to coordinate any relocation requirements. 

    • Each Agency coordinator will notify the National Continuity of Government   

      Coordinator of the event and proposed actions. 

• Within 12 hours, essential personnel or COGP team members will assemble and conduct minimum essential operations. 

B. Phase II – Alternate Facility Operations (12 Hours – Termination) 
• Continue essential operations. 

• The appropriate designated agency official will track all personnel during the emergency. 

• Each government agency will develop a funding request, to support an emergency appropriation, based on the actual event if appropriate.

 C. Phase III - Reconstitution (Termination and Return to Normal Operations) 
• Continue minimum essential operations. 

• Each government department will develop plans and schedules to phase down alternate facility(ies) operations and return activities, personnel, records, and equipment to the primary facility when appropriate. 

• Each government department will inform all personnel that the threat of or actual emergency no longer exists, and provide instructions for resumption of normal operations. 

• Each GSA Element will conduct a review of COGP operations and report on the effectiveness of plans and procedures as soon as possible, identify areas for correction, and develop a remedial action plan. 

Implementation Activities for Widespread Emergencies

A. Phase I – Activation and Relocation (0-12 Hours)

• The Head/ Deputy Head of the Continuity of Government Task Force will notify all COGP team of impending activation. 

• The Head/ Deputy Head of the Continuity of Government Task Force will notify DDM and other appropriate agencies of the decision to relocate. 

•. Activate the departmental COGP team to coordinate any relocation requirements.

• Within 12 hours, individuals specified within there department’s COGP will assemble at the pre-selected COGP alternate facility. 

• Each department core business unit will conduct minimum essential operations at the COGP alternate facility. 

• COGP team will begin preparations for occupying alternate facility as defined by minimum essential operations as identified in Section 13.0. 

• National Continuity of Government Coordinator will coordinate the activation of plans, procedures, SOPs and schedules to transfer activities, personnel, records, and equipment to alternate operating facility (ies). 

• Agency Information Officer will coordinate the assembly of necessary documents and equipment required to continue performance of essential operations at alternate operating facility (ies). 

• Agency Building Officer will coordinate the securing of the normal operating facility physical plant and non-moveable equipment and records, to the extent possible. 

• All departments will continue essential operations at the normal operating facility if available, until alternate facility (ies) is operational.

B. Phase II – Alternate Facility Operations (12 Hours – Termination) 
• National Continuity of Government Coordinator will provide guidance to government departments as appropriate.

• All government agencies will initiate tracking system of all personnel during the emergency. 

• Each government agency will identify replacements for missing personnel and request augmentation as necessary. 

• Each government agency will fully implement minimum essential operations. 

• Each government agency will continue minimum essential operations. 
• Each Agency Coordinator will liaise with the National Continuity of Government Coordinator to determine need of temporary (permanent) relocation site, additional operations and functions as required. 

• Each government agency will develop a funding request, to support an emergency appropriation, based on the actual event. 

• The COGP Team will develop plans and schedules to phase down alternate facility (ies) operations and return activities, personnel, records, and equipment to the primary facility when appropriate. 

C. Phase III - Reconstitution (Termination and Return to Normal Operations) 
• Continue minimum essential operations. 

• Each government department will develop plans and schedules to phase down alternate facility(ies) operations and return activities, personnel, records, and equipment to the primary facility when appropriate. 

• Each government department will inform all personnel that the threat of or actual emergency no longer exists, and provide instructions for resumption of normal operations. 

• Each government department will conduct a review of COGP operations and report on the effectiveness of plans and procedures as soon as possible, identify areas for correction, and develop a remedial action plan. 

Please see pre-emergency check list

12. Deployment Planning 

When a COGP event has been declared, gathering the necessary items to support an extended stay may be difficult. To satisfy the organization’s recovery objectives, the “miscellaneous” or secondary items that can be frequently overlooked become important. 

Unlike planning for a casual trip, activities related to an emergency event are usually stress driven and frequently rushed. As part of the planning process, it is suggested that pre-planning and possible pre-positioning of items be considered. The items selected will support the business requirements of the organization and personnel needs for an event that could demand relocation or isolation for an extended period of time. 

The Deployment Worksheet is designed to assist in the planning process to reduce the impact of a COGP event on both the business and the individual. Items on the worksheet could include clothing, food, medication, first aid supplies, the Fly-Away kit, petty cash, etc. that are considered necessary to support a deployment of 30 days or more. 

Put in deployment worksheet

13.0 Essential Operations, Functions and Positions 

Core business operations and functions are defined in the strategic and tactical planning process for your organization. 

Operational planning should include an assessment of risk and vulnerability and the impact of those risks on critical business functions. Initially, a worse case scenario should be developed. Within this scenario, issues to be considered will be the severity of the occurrence, the anticipated length of time the occurrence will impact your normal operations and personnel, relocation options, and anticipated risks and impacts on mission-critical functions. Operational plans will be implemented using a time-phased approach as explained in Section 11.0. 

Other issues for consideration include:

· Alternative modes of operation under conditions of uncertainity.

· Any advance preparations the facility requires so that the COGP can be rapidly activated.

· A description of internal reporting requirements.

· A description of primary and alternate response teams (including information on their location, skills, telephone numbers etc.)

· Essential equipment.

· Computer Requirements.

· Communications Requirements.

· Memorandums of Understanding that may be necessary to function.

Each agency will determine the essential operations, functions and positions for each business unit within the agency. Place information according to the Table Below.

This will be for a phased approach for both widespread and localized events.

Phase 1 – Activation and Relocation (0-12 hrs)

	Business Unit
	Essential Function or Operation
	Number of Personnel
	Equipment


Phase 2 – Alternate Facilities Operations (12 Hours – Termination)

	Business Unit
	Essential Function or Operation
	Number of Personnel
	Equipment


Phase 3 – Reconstitution, Termination and Return to Normal Operations

	Business Unit
	Essential Function or Operation
	Number of Personnel
	Equipment


In the event of an emergency or threat, facilities or personnel may be suddenly reduced. Based on the severity of the emergency or threat, a plan must be in place that identifies: 

· the minimum operational requirements needed to satisfy the agency’s mission.

· the minimum functions required to satisfy the operational requirements.

· the minimum number of positions and personnel required to satisfy the functional requirements of the agency.

14. Vital Records and Databases

It is essential to ensure that the vital records, data systems and equipment needed to perform essential functions and activities are identified protected and accessible during an emergency or threat. 

The protection and availability of documents, references, records, and information systems needed to support essential functions and missions, under the full spectrum of emergencies, is a critical element of a successful COGP plan. Vital records are typically in one of two forms: paper or electronic. Agency personnel must have access to and be able to use these records in the conduct of their essential functions. 

Examples of these type records include:

Emergency Operating Records. Vital records, regardless of media, essential to continued function or reconstitution of an organization during and after an emergency. Included are emergency plans and directives, orders of succession, delegations of authority, staffing assignments, and related records of a policy or procedural nature that provide agency staff with guidance and information resources necessary for conducting operations during an emergency and for resuming formal operations at its conclusion.

Legal and Financial Records. Vital records, regardless of media, essential to carry out essential/legal and financial functions and activities of an organization and protect the legal and financial rights of the individuals directly affected by its activities. Included are records having such important value that their loss would significantly impair the conduct of essential agency functions to the detriment of the legal or financial rights of the organization or legal and financial rights and entitlements of the individuals directly affected by those functions and activities. Examples of this category of vital records are accounts receivable records, official personnel records, Social Security records, payroll records, retirement records, insurance records, and contract records. Plans should account for the identification and the protection of the vital records, systems, data management software and equipment, to include classified and sensitive data as applicable, necessary to perform essential functions and activities, and to reconstitute normal agency operations after the emergency. To the extent possible, agencies should pre-position and update on a regular basis duplicate records or backup electronic files

Working Records and Documents. Working records (including electronic) and documents (including notification lists) needed to respond to or recover from an emergency are readily available should an emergency occur.

Types of Records and Information. 
The types of records and information pertinent to a response include, but are not limited to: 

• Telephone directories or listings 

• Microfiche records 

• Documents stating legal and regulatory authorities 

• Letters and memoranda 

• Memorandum of Understanding, Memorandum of Agreements 

• Working documents 

• Forms 

• Electronic data 

• Portable hardware to use electronic data

Recovery Office Kits are packages of records, information, communication and computer equipment and other items or material related to an emergency operation. The kit is used by persons supporting a response or are deployed to relocation sites/alternate facilities. 

Table ( ) showing sample listing of emergency operating records

	Category
	Descripton
	Form of 

record
	Offsite 

storage location
	Maintenance frequency

	Emergency Plan (COGP)
	Directive
	Paper
	Alternate Facility

& 

Primary Location
	Reviewed Annually

	Building Plans
	Blue Print
	Paper
	Alternate Facility

&

Primary 

Location
	When modified

	Systems Manuals
	Operating guides 

to computers
	Paper
	Alternate Facility

&

Primary 

Location
	At the time of purchase


15. Alternate Facilities

In the event of an emergency or threat, identifying an alternate facility capable of supporting essential operations, positions and personnel is critical. These facilities shall be capable of supporting operations in a threat-free environment, as determined by the geographical location of the facility and/or the collective protection characteristics of the facility. In acquiring and equipping such facilities, agencies are encouraged to consider cooperative interagency agreements and promote the sharing of identified alternate facilities. Issues to be considered include: 

• Capability of sustained use 

• Dual Use 

• Transportation of personnel to/from the alternative site 

• Lodging requirements if necessary

• Telecommuting, work-from-home 

• Co-location with other agencies

Alternate facilities should provide: 
1. Immediate capability and reliable support services to perform essential functions under various threat conditions, including threats, involving weapons of mass destruction; 

2. Interoperable communications with all identified essential internal and external organizational, critical customers, and the public; 

3. Sufficient space, and equipment to sustain the relocating organization. Since the need to relocate may occur without warning, or access to normal operating facilities may be denied, agencies are encouraged to pre-position and maintain minimum essential equipment for continued operations at the alternate or shared operating facilities; 

4. Ability to sustained operations for a period of up to 30 days or termination; 

5. Consideration of the health, safety, and emotional well-being of relocated employees; 

6. Appropriate physical security and access controls; and 

7. Reliable logistical support and infrastructure systems including water, electrical power, heating and air conditioning, etc.

There are five major considerations as alternate facilities are identified and secured: 

1. Concept of Essential Operations: The purpose of an alternate facility is to provide an organization a means of accomplishing its COGP mission essential functions in the event of an emergency or threat if the organization's primary location is unoccupiable. A thorough understanding of the agency mission, essential functions, the concept for deployment and operations at an alternate facility, communications connectivity requirements, and the resources allotted is essential. 

In Section 13: Essential Operations, Functions and Personnel, organizational requirements were identified by implementation phase. The application of the information within these tables will support the specifications and requirements for the alternate facilities within this section. 

2. Developing Alternate Facility Requirements: The alternate facility requirements are derived from the study of elements necessary to continue essential functions. In this process, tradeoffs may have to be made. 

3. Funding Constraints: Acquisition alternatives (e.g.; host/tenant agreements, individual agency leases, co-location, Government owned) for alternate facilities span a broad cost spectrum. Low cost alternatives and specific alternate facilities requirements may be difficult to reconcile as costs of facilities may increase following the disaster.

4. Training and Exercise: COGP plans for alternate facilities should consider the acquisition and documentation of training/exercise locations that closely replicate actual alternate facilities. An alternative to full deployment exercises is “table-top" exercises which can test continuity of essential operations. The complexity of exercises is dependent on the resources available for the program. 

5. Formal Agreements: Anticipate that formal agreements such as Memorandums of Understanding, leases, occupancy agreements and contracts will be part of the alternate facilities acquisition and COGP planning processes. Plan to include contracting officers and legal review in the process. 

Table (  ) Facility Requirements

	COGP Phase
	Essential Function
	Number of 

Employees
	Space Requirements

	Phase 1
	Administration
	4
	400 sq ft

	Phase 2
	Administration
	5
	500 sq ft

	Phase 3
	Administration 
	2
	150 sq ft


Table (  ) Facility Infrastructure Requirements

	COGP Phase
	Human needs 

(special)
	Power
	Communications

	Phase 1
	4 desks
	Standard
	4 telephone lines

	Phase 2
	Food service for 10
	Additional 

Power Supply if

Necessary for 10 computers
	Internet access for computers.

	Phase 2
	Sleeping arrangements for 4
	Standard
	Telephone


Table (  ) Alternate Facility Agreement

	Facility
	Agreement
	Date Executed
	Annual Cost
	Special Notes

	Jones Building
	MOU with 

Financial Services

For 500 sq ft,

Phase 1
	09/05/06
	$10,000
	They will 

Provide four 

Desks and chairs


16. Interoperable Communications and Power Supply

This will be dependent on the ability of the service providers to regain capacity and offer service. Agencies requiring international communications may invest in satellite phones. Generator provision and fuel storage supply should be incorporated into the plan. The limited service providers in the BVI makes the aspect of planning communications difficult to comprehensively address. Communications and standard power supply will be dependent on the extent of the impact in these areas.

17. Training

The training of personnel is essential to improving the capability of agencies to execute their COGP plans and familiarize their members with the essential functions that they might have to perform in an emergency. The continued viability of a COGP is largely dependent on the training of its personnel and the evaluation of the results of the training programs. Major topics to be considered that will identify the issues and resources to implement an effective COGP education program include: 

• Orientation/Initial training programs 

• Enrichment courses/Refresher classes 

• Frequency and methods 

• Funding requirements 

Goals of training and exercises

· To improve operational readiness

· Reveal planning weaknesses

· Reveal resource gaps

· Improve coordination

· Clarify roles and responsibilities

· Improve individual and team performance

· Gain public recognition of the COGP 

Table (  ) Training Plan

	Programs 
	Methods
	Audience
	Frequency
	Cost

	Orientation and Plan Revision


	Classroom or

Tabletop exercies
	Senior Management &

Agency Corodinators
	Annually
	

	Refresher
	Lotus Notes &

Individual Agency

Specific
	All employees
	Every two years
	

	Simulation Exercises
	Drill
	Primary Essential 

Function Team
	Every two

years
	


DDM will assist in preparation of the training plan for agency specific exercises. During the exercise DDM will maintain an observatory status. An after exercise report shall be provided to DDM by the agency.

18. Management of the COGP Plan

Agencies should develop and maintain their COGP capabilities using a multi-year strategy and program management plan. The plan should outline the process the agency will follow to designate essential functions and resources, define short and long-term COGP goals and objectives, forecast budgetary requirements, anticipate and address issues and potential obstacles, and establish planning milestones. 

The COOP represents a “living” document and must be updated on a regular basis. Important issues relating to the implementation, maintenance and continued operation of the COGP and future directives may impact the operation, authorities, responsibilities or other definitions within a COGP. Designing a management plan to address these contingencies ensures a viable COGP capability. Major issues within the COGP management plan will include: 

• Management support 

• Funding requirements 

• Resource requirements 

 Funding  

OECS Guidelines

Fund Committee guidelines
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