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Chapter 1: Introduction 
Purpose 
This Continuity of Operations (COOP) Plan provides the overarching program management framework for the 
University of Maryland, Baltimore (UMB) Continuity Program. It identifies how the Office of Emergency 
Management (OEM) supports offices and schools (herein known as “departments”) plan and prepare to continue 
performing the most essential work despite interruptions and impacts to, “people, places, and things”.  

Continuity Planning Overview 
!"#$%&'%$"(%)*+%,--.%./01/#234%The UMB COOP Program guides initiatives to reduce the potential for broad 
disruption to UMB, and provides a process, guidance, and resources to aid departments in developing their own 
COOP plan. 
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Chapter 2: Continuity Basics 
COOP is the readiness to continue performing the most important and time-sensitive work, even when disrupted 
by an emergency or disaster. Essential functions must continue without delay, and to achieve this outcome, 
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People: Who performs this function?  
a) Employees are integral to the performance of an essential function as they possess the required knowledge, 

skills, and abilities (KSAs).  
b) Once essential functions are identified, secondary and tertiary function owners must be identified as 

backups. These are individuals authorized to carry out the essential function in the absence of the primary 
function owner, and possess the KSAs for this function. This is known as the “delegation of authority.” 

c) Written procedures may aid backup personnel in performing an essential function. Cross-training, job 
shadowing, and planning activities are good practices to ensure readiness to perform the essential function.  

d) The temporary transfer of responsibilities includes authorities involving financial, human resources and legal 
matters. The COOP plan should outline when a delegation of authority should take place. 

Places: Where is this function performed? 
a) Workspace is important for day-to-day purposes, and some locations have built in systems that cannot be 

easily replicated. If a primary office space is unavailable, a secondary or alternate operating facility should 
be secured to ensure essential processes continue.  

b) Telework is UMBs preferred alternate location strategy for most essential functions, but not everything can 
be accomplished via telework. There are several options for choosing an alternate location strategy. 

c) UMB’s OEM has created an Alternate Space Requirements Tool to assist departments in the selection of 
appropriate alternate facilities. 

Things: What is required for this function to be performed? 
(d) Pre-planning is required to ensure IT Systems, Applications, Software, and Equipment are readily available 

and backed up in the event the primary resource is unavailable. 
(e) CITS provides management and maintenance of enterprise-
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Chapter 4: University-Wide Preparedness  

 

Essential Program Functions (EPFs) include those university-wide services to deliver emergency response actions, 
provide vital services, protect the safety and well-being of the campus community, and maintain the economic 
base. 

Table 2: Key Stakeholder Contributions 

Key Stakeholder Contributions to UMB COOP 

Department/Position  Essential Program Functions 

Center for Information 
Technology Services (CITS) 
/ School IT  

• Responsible for disaster recovery program and procedures for safeguarding 
and recovering critical applications and records 

Communications and 
Public Affairs 

• Create and disseminate emergency public information 
• Lead crisis communications process 

Community Engagement • Coordinate the management of volunteers 

Construction and Facilities 
Strategic Acquisition • Coordinate the procurement for Facilities Operations resources 

Design and Construction •

'
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Key Stakeholder Contributions to UMB COOP 

Department/Position  Essential Program Functions 

Environmental Services 

• Lead and perform debris management, removal, and remediation support 
inside of UMB facilities 

• Perform grounds keeping of UMB agriculture and natural resources to include 
snow and debris removal 

Facilities Operations and 
Maintenance 

• Mitigate hazards to and restore operations of critical infrastructure and key 
resources 

• Maintain and restore energy and utility services (water, electric, steam, HVAC 
systems) 

• Emergency repair resource management and logistics 
• Initiate damage assessment coordinates with D&C on structural repairs and 

engineering services 
• Coordinate private sector support (public works and engineering) 

Finance and Auxiliary 
Services 

• Perform administration and finance to include Budget and Financial 
Management, Purchasing of Goods and Services, Financial System Support, 
Compliance Oversight 

Fire Marshal • Manage fire protection program and advise on life-safety  

Human Resource Services 
(HRS)/ School Human 
Resource Liaisons  

• Manage Human Resource network  
• Issue guidance on employee matters and maintains human resource 

information such as benefits and leave  

International Operations • Direction, control, and coordination for safety and/or security incidents 
impacting UMB travelers overseas 

Parking and Transportation 
• Manage resources including the UMB shuttle and parking contracts 
• 
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Appendix A: Alternate Space Requirements Tool 
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Requirement Gaps Must have Should have Nice to have 

IO: D6!/67!#&C$!%$$30!.6!296.$+.!0$%0,.,C$!3&.&F!
?XY:!]_[\\4!$.+:@!    

IQ: _P!+6%%$+.,C,./!9$=7,9$1$%.0F!!?XY:!%$.<69^4!",E
H,@!    
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