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Navigating your Laboratory’s Continuity of
Operations Plan

A continuity of operations plan (COOP) is a comprehensive document that outlines how a laboratory will
maintain essential operations in the face of various disruptions. It provides clear guidance on how to
respond to unexpected events and ensure that vital functions continue without interruption. This guide is
designed to assist laboratory professionals in navigating their laboratory’s COOP, identifying key information
relevant to their roles, and discussing any questions with their supervisors.

Typically, a COOP is organized in multiple sections, with the first section outlining the overarching plan,
followed by annexes or appendices that further detail each portion of the plan. However, it is important to
note that a COOP can be one component of a larger emergency operations plan (EOP). Additionally, how a
COOP is organized will differ by laboratory, and specific response plans may vary based on the type and
severity of the disruption. For example, a small disruption such as a temporary power outage may result in
partial COOP activation, while a severe tornado damaging the facility might require full activation and
relocation, and a pandemic might also require full activation but with a focus on increased safety measures
and limitation of outside contact.

Note: If you have questions about your laboratory’s COOP or EOP, or cannot find the information below,
please speak with your supervisor, laboratory manager, or your COOP’s point of contact (POC).

Refer to Job Aids disclaimer at reach.cdc.gov/disclaimers#ui-id-6. Find additional free laboratory training resources at

reach.cdc.gov. _



https://reach.cdc.gov/disclaimers#ui-id-6
https://reach.cdc.gov/home

_

Accessing the COOP

A COOQP is often an electronic document stored on a shared drive or an internal website. It might also be
included in your laboratory’s emergency operations plan. Contact your supervisor if you have problems finding
your laboratory’s COOP or EOP.

Questions to Consider When Answer Personal Notes:
Reviewing Your Laboratory's
coop
Where is the COOP stored? Example: ABC Laboratory’s COOP | Example: COOP is stored as a PDF
is accessible through ABC on the intranet, under the
* How can you access Laboratory’s emergency planning | emergency planning tab.
it? portal.

e How oftenis it
updated? (Consider
revisiting this
document with the
same frequency.)

Who is the dedicated COOP
point of contact?

Who should you contact if
you have any questions
about the COOP?

Note: This may apply to
multiple people. Check with
your supervisor about the
specifics at your facility.




Prepare for Your Responsibilities in Case of COOP Activation

Knowing your responsibilities will save you stress and time in the wake of a disruptive event.

Note: Response plans may vary depending on the disruption type, severity of damage, availability of
personnel, and many other factors. Monitoring communications closely and understanding that plans can vary
from what is written in the COOP is vital.

Questions to Consider When Answer Personal Notes:
Reviewing Your Laboratory's COOP
How will you be notified if the Example: When the Example: The COOP activation
COOP is activated? COOP is activated, you alert will include a brief
will be notified through reason for the activation
the following: (facility power outage,
e Supervisor hazardous chemical or
e Laboratory biohazard incident, etc.),
automated system information for essential
e Text alerts personnel, the alternative
e Internal messaging worksite, and/or instructions
platform (webpage, | for non-essential personnel to
email, etc.) remain available for remote

support or await further
instructions.

Does your laboratory have a
dedicated emergency response
group (ERG)?

e Are you considered a part
of the ERG?

e Are there special trainings
or responsibilities
associated with the ERG?

Are your usual responsibilities
considered essential?

e What priority are they?

e Are they different based on
the disruption type?

Does the COOP outline additional
responsibilities that might be
assigned to you in the event of
activation?




Know the Plan for Alternate Facilities

The COOP should include plans for what to do if a disruptive event impacts the primary facility. Review the
various alternate facility plans here, including outsourcing.

Questions to Consider When Answer Personal Notes:
Reviewing Your Laboratory's
coop

Where would you be
assigned to work there if an
alternate facility is needed?

e Is the location different
based on the disruption

type?

Where is it located?

e Are there multiple
locations based on
different operations?

Are there plans for housing
arrangements near alternate
facilities?

Are there plans for
transportation to alternate
facilities?

Do you have any relocation
responsibilities?

e Transferring
specimens?

e Transferring records?

e Setting up at the
alternate location?
(Applies to warm or
cold alternate
facilities)
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COOP Testing, Training, and Evaluation (TT&E)

A COOP should include TT&E plans. Laboratory personnel are expected to participate in TT&E measures and
can review this section to know what to expect.

Questions to Consider When Answer Personal Notes:
Reviewing Your Laboratory's
coor

Are there testing or training
requirements that apply to
you?

Where are the certificates
and training documents
stored?

Prepare a Home or Family Emergency Plan

In addition to being prepared for an emergency or disruption at work, having an emergency plan for your
home and family is important to help family members prepare for a potential disaster. If you are considered an
essential worker during a disruption, a home emergency plan could help your family members identify areas of
need and understand your roles and responsibilities in emergency response.

Visit this website for more details: https://www.ready.gov/plan



https://www.ready.gov/plan
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