[bookmark: _Toc388282093][bookmark: _Toc391889589][bookmark: _Toc401222372][bookmark: _Toc401222730][bookmark: _Toc401319844][bookmark: _Toc401320398][bookmark: _Toc401323545][bookmark: _Toc401323846][bookmark: _Toc401323966][bookmark: _Toc401324026][bookmark: _Toc401561376][bookmark: _Toc401566842][bookmark: _Toc401580753][bookmark: _Toc402434484][bookmark: _Toc402435502][bookmark: _Toc402437770]Elections Division Checklists	Comment by Campbell, Miriam: Each checklist on this template must be customized to meet the needs of your organization – including this title. Insert rows, delete columns, add checkboxes. Do whatever it takes to make this template fit your organization’s process!

Record of Changes
	Change Number
	Section Changed
	Date
	Author
	Description / Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



SCOPE – The scope of this plan applies to all staff within the XXX. The plan provides for continuity of management and decision making in the event that managers or supervisors at any level are not available.  	Comment by Campbell, Miriam: Insert the name of your specific organization throughout the template (Thurston County Auditor’s Office, King County Election Dept., etc.)

ASSUMPTIONS – It is every individual’s responsibility to be accountable for their own actions and to take action in concert with emergency staff to provide for their own safety and the safety and preparedness of their families during emergencies. In large-scale disasters, however, it may be necessary to draw on people’s basic capacities and use them in areas of greatest need. Day-to-day functions that do not contribute directly to the emergency operation may be suspended for the duration of the emergency. Efforts normally required of those functions may be redirected to accomplish the emergency responsibilities to maintain vital services and essential functions.

ACTIVATION OF THE PLAN – Emergencies vary in size and severity which makes it important to have a way to ensure the appropriate measures are used.  Most emergencies will fit into one of the following categories: 1) natural disasters, 2) technological/man-made disasters. The Managers will decide which level applies based on an initial assessment. Activation of the plan will be determined by the XXX following an event. Once XXX is activated or activates this plan following an incident or event, all XXX employees will be notified of the activation by the best means possible.	Comment by Campbell, Miriam: “Managers” is merely a placeholder for your organization’s leadership. Insert the title (not a person’s name) of your organization’s decision maker(s) here.




[bookmark: _Toc401222373][bookmark: _Toc401222731][bookmark: _Toc401319845][bookmark: _Toc401320399][bookmark: _Toc401323546][bookmark: _Toc401323847][bookmark: _Toc401323967][bookmark: _Toc401324027][bookmark: _Toc401561377][bookmark: _Toc401566843][bookmark: _Toc401580754]
[bookmark: _Toc402434485][bookmark: _Toc402435503][bookmark: _Toc402437771]Division Activation Checklist	Comment by Campbell, Miriam: This is a checklist. Think of it as a list of reminders for how your organization will become operational again. It is not meant to replace your written policies and procedures.
	DONE
	Step
	Action (what & how)
	Role (Who)	Comment by Campbell, Miriam: In all cases, except on the Staff Roster, refer to the “who” as the position. People come & go – it’s easier to update the plan by using position names.
	Notes

	|_|
	1
	Assess the situation and status of each program/operation:
	
	

	
	
	|_| Program A 
|_| Program B
|_| Program C
|_| 
|_| 
|_| 
|_| 
	
	

	|_|
	2
	Staff accounted for and available
	
	Check to see who is OK and who might need assistance	Comment by Campbell, Miriam: Don’t assume you’ll remember what to do during a crisis. 

Don’t assume you’ll be available to help your staff. 

This template allows you to think about these steps while you’re calm, cool & collected. During a crisis, you won’t have to “think” – just follow the steps (reminders) on the checklist.

	|_|
	3
	Assess operational availability
	
	What is working and what is not?

	|_|
	4
	Report status of programs to Managers
	
	When conditions change continue to update Managers

	|_|
	5
	Review program plans and modify to suit the situation/event:
	
	Make sure that programs can adjust to the situation

	
	
	|_| Program A
|_| Program B
|_| Program C, Etc.
|_| 
|_| 
|_| 
	
	

	|_|
	6
	Prioritize recovery of programs:
	
	Which programs need to be recovered first?  What assistance can others provide?

	
	
	|_| 
|_| 
|_| 
|_| 
|_| 
|_| 
	
	

	|_|
	7
	Assess resource level for recovery of programs:
	
	

	
	
	|_| 
|_| 
|_| 
|_| 
|_| 
|_| 
|_| 
|_| 
	
	

	|_|
	8
	Develop continual staffing plans for each program:
	
	Schedule staff according to availability and needs

	
	
	|_| 
|_| 
|_| 
|_| 
|_| 
|_|
	
	

	|_|
	9
	Report to Manager the updated status of programs:
	
	Continue to update the ECC as conditions change

	
	
	|_| 
|_| 
|_| 
|_| 
|_| 
|_| 
	
	

	|_|
	10
	Assess and report the needs of programs to Manager
	
	Get more detailed information on program needs

	
	
	|_| 
|_| 
|_| 
|_| 
|_| 
|_| 
	
	

	|_|
	11
	Ongoing assessment of programs availablitly:
	
	Continue to assess program’s recovery as incident progress.

	
	
	|_| 
|_| 
|_| 
|_| 
|_| 
|_| 
	
	


[bookmark: _Toc401561378][bookmark: _Toc401566844][bookmark: _Toc401580755][bookmark: _Toc402434486][bookmark: _Toc402435504][bookmark: _Toc402437772]


Division Essential Functions Checklist	Comment by Campbell, Miriam: Identify your organization’s essential functions. If you completed the COOP Matrix, then it’s easy – add a row to this list for each essential function identified. 

In election administration, “essential functions” are frequently calendar dependent. But it’s important to list all functions here as reminders of the most important services you provide, such as Voter Registration, Ballot Processing and Results Reporting.
	XXX EF #
	Division EF Task #
	DONE
	Essential Function – Division Recovery Tasks
	Dependent On
/
Contact

	
	
	|_|
	Voter Registration (for example)
	

	
	
	|_|
	
	




[bookmark: _Toc401222376][bookmark: _Toc401222734]Division Vital Records
This is a list of all vital records XXX is responsible for. Some may be involved in essential functions; others may simply need to be protected during an emergency event.	Comment by Campbell, Miriam: Are you responsible for any records? Are you responsible for records that cannot be replaced if they were destroyed by an event (a fire, server meltdown)? What is your plan for backups and protections?
	Vital File, Record or Database
	Form of Record
	Location
	Backup Exists?
	Requires Protection?
	Essential Function #

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




[bookmark: _Toc401222374][bookmark: _Toc401222732][bookmark: _Toc401319846][bookmark: _Toc401320400][bookmark: _Toc401323547][bookmark: _Toc401323848][bookmark: _Toc401323968][bookmark: _Toc401324028][bookmark: _Toc401561379][bookmark: _Toc401566845][bookmark: _Toc401580756][bookmark: _Toc402434487][bookmark: _Toc402435505][bookmark: _Toc402437773]Division Event Management Procedure Checklist	Comment by Campbell, Miriam: If your organization is large enough to have a team tasked with managing a crisis event, this checklist is for that team.

Some organizations may not need this list because it involves the same people as the Activation List. Remove this list if it doesn’t apply to your organization.
	DONE
	Step
	Action (what & how)
	Role (Who)
	Notes

	|_|
	1
	Check on division leadership
	
	Who is available?

	|_|
	2
	Check on division personnel & families
	
	Families OK and who is available?

	|_|
	3
	Communicate agency & division status
	
	To division staff who will be responders

	|_|
	4
	Assess the status of division operations
	
	

	|_|
	5
	Essential Function staffing
	
	Do we have qualified staff to fill?

	|_|
	6
	Status of interdependencies
	
	Level of operational capability

	|_|
	7
	Formulate Report
	
	Gather required information

	|_|
	8
	Establish communications with Managers
	
	

	|_|
	9
	Advise Managers of service status
	
	Provide notification to customers

	|_|
	10
	Communicate with operational units
	
	Provide support and gather information

	|_|
	11
	Develop request as necessary
	
	Needed resources


[bookmark: _Toc401222375][bookmark: _Toc401222733][bookmark: _Toc401319847][bookmark: _Toc401320401][bookmark: _Toc401323548][bookmark: _Toc401323849][bookmark: _Toc401323969][bookmark: _Toc401324029]




Division Essential Function Details	Comment by Campbell, Miriam: Remember the essential functions you identified earlier? Develop an actionable list of general steps to remind you how to become operational again. Add or delete rows as needed. 

Your plan will eventually contain a checklist for each essential function. For example, if your organization identified 7 essential functions on the Matrix, copy this checklist 6 more times.

[bookmark: Contracts_EF1]Essential Function: X	Comment by Campbell, Miriam: Remove the ‘X’ and label this checklist with your first essential function, such as, ‘Voter Registration’ – and start writing!
	DONE
	Step
	XXX Essential Function-
	Dependent On/ Contact

	|_|
	1
	
	

	|_|
	2
	
	

	|_|
	3
	
	

	|_|
	4
	
	

	|_|
	5
	
	

	|_|
	6
	
	

	|_|
	7
	
	

	|_|
	8
	
	

	|_|
	9
	
	

	|_|
	10	Comment by Campbell, Miriam: As you work through the checklist, you may think of information or tools necessary to complete the steps. Instead of dumping all the detail here, keep it in the “Appendices” for your plan. For example, you may need an elections calendar or a contact list for stakeholders – no need to write everything here or reinvent the wheel if the information is attached in an appendix.
	
	

	|_|
	11
	
	

	|_|
	12
	
	

	|_|
	13
	
	

	|_|
	14
	
	

	|_|
	15
	
	






[bookmark: _Toc401222377][bookmark: _Toc401222735]
Division Roles & Responsibilities for COOP
	Role
	Responsibility

	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc401222378][bookmark: _Toc401222736]XXX Staff Plan
	Name
	Role
	Description

	
	
	

	
	
	



[bookmark: _Toc401222379][bookmark: _Toc401222737]Division Order of Succession	Comment by Campbell, Miriam: Remember, make this plan relevant to your organization. Who are the deciders? List them here. If one isn’t available, who’s next??
	Position
	Successors

	
	



[bookmark: _Toc401222380][bookmark: _Toc401222738]Division Phone Tree
	This Role Calls
	These Roles

	
	

	
	

	
	



[bookmark: _Toc401222381][bookmark: _Toc401222739]

[bookmark: _Toc401319848][bookmark: _Toc401320402][bookmark: _Toc401323549][bookmark: _Toc401323850]Division Staff Roster

Responder Phone List
	Name & Title
	Contact Information
	Office
	Emergency Contact

	
	Land Line
	
	

	
	Mobile Phone
	
	

	
	Email
	
	

	
	Land Line
	
	

	
	Mobile Phone
	
	

	
	Email
	
	

	
	Land Line
	
	

	
	Mobile Phone
	
	

	
	Email
	
	

	
	Land Line
	
	

	
	Mobile Phone
	
	

	
	Email
	
	



[bookmark: _Toc401222382][bookmark: _Toc401222740]Leadership Team
	Staff
	Office
	Home
	Cell
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Team X	Comment by Campbell, Miriam: Who else’s contact info should you have handy? Vendors? Canvassing Board Members? Seasonal staff? Add/remove these tables as necessary.
	Staff
	Office
	Home
	Cell
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





[bookmark: _Toc401222384][bookmark: _Toc401222742]Team X
	Staff
	Office
	Home
	Cell
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Team X
	Staff
	Office
	Home
	Cell
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Team X
	Staff
	Office
	Home
	Cell
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Team X
	Staff
	Office
	Home
	Cell
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




