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B. Vital Files, Records and Databases

This portion addresses the court’s vital files, records and databases,
including classified or sensitive data, which are necessary to perform
essential functions and to reconstitute normal court operations after the
emergency or disaster ceases. The court should pre-position and update on
a regular basis those duplicate records, databases, or back-up electronic
media necessary for operation of the court. The following chart may be
used to list the court’ s vital files, records and databases.

Vital File, Form of Record Pre-positioned | Hand Carried  Backed Up

Record or (e.g., hard copy, at Alternate to Alternate at Third
Database electronic, etc.) Facility? Facility? L ocation?

7.3. Phase Three: Reconstitution

The Phase Three subsection explains the court’s procedures for returning to
normal operations. This section includes procedures for returning to the court’s
primary facility, if available. Notification procedures for all court personnel
returning to work also must be addressed. Finally, to determine the effectiveness
of the COOP plan, the court should conduct an After Action Report.
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Section 8. COOP-Related Responsibilities.
This section includes an additiona delineation of the COOP-related
responsibilities of key court personnel. This includes those individuals identified
in the order of succession and delegation of authority. The following table may be
used to list the COOP-rel ated responsibilities.
Responsibility Position
Section 9. L ogistics.

This section addresses two logistical issues concerning COOP planning and
implementation of the plan: identifying an alternate facility and communication
needs.

9.1. Alternate Facility

The alternate facility subsection explains the significance of and requirements for
identifying an alternate facility and the advantages and disadvantages of the
alternate facility. The court should consider the operational risk associated with the
aternate facility. Performance of a risk assessment is vital to determine which
location best satisfies the court’ s requirements.
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An alternate facility should provide each of the following:

Sufficient space and equipment

Capability to perform essential functions within 12 hours,
and for up to 30 days

Reliable logistical support, services and infrastructure
TSNS

Consideration for health, safety and emotional well-being
of court personnel

I nter oper able communications

Computer equipment and software.

9.2.  Interoperable Communications

This section identifies available and redundant critical communication systems at
the alternate facility. These systems should provide court personnel the ability to
communicate within and outside the court.

Interoperable communications should provide each of the

following:

Capability commensurate with the court’'s essential
functions

Ability to communicate with essential court personnel

Ability to communicate with other agencies, organizations,
and parties

Accessto data and systems

Communications systems for use in situations with and
without war ning

Ability to support COOP operational requirements

Ability to operate at the alternate facility within 12 hours
and for up to 30 days

Inter oper ability with existing field infrastructures.
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Section 10.  Testing, Training and Exercises.

This section addresses the court’s COOP-related testing, training and exercises.
Courts are required to conduct tests of their COOP manual and plan periodically.
Additionally, testing, training and exercises familiarize court personnel with their
roles and responsibilities following activation of the COOP plan, ensure systems
and equipment are maintained in a constant state of readiness, and validate certain
aspects of the COOP plan. A court may be creative in its testing, training and
exercises by using snow days, power outages, server crashes, and other ad-hoc
opportunities to assess the court’ s preparedness.

COORP testing, training and exer cises should provide each of the following:

Individual and team training of court per sonnel

Internal testing and exer cising of COOP plans and procedures
Testing of alert and notification procedures

Refresher orientation for COOP personnel

COOP-plan exercises with other government entities, if
appropriate.

Section 11.  Multi-Year Strategy and Program Management Plan.

This section discusses how the court will develop a Multi-Year Strategy and
Program Management Plan. The plan should be developed as a separate
document.

A Multi-Year Strategy and Program Management Plan should address each
of the following:

Short and long-term COOP goals, objectives and timelines,
Any budgetary requirements;

Planning and prepar edness consider ations,

Planning milestones or tracking systems to monitor
accomplishments.

% Standard 4(B) of Appendix C of the Rules of Superintendence for the Courts of Ohio.
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Section 12.

Section 13.

COOP-Plan Maintenance.

Courts must review their COOP manuals and plans periodically.* Additionally,
key evacuation routes, roster and tel ephone information, maps, and room/building
designations of aternate facilities should be updated as changes occur. The
COOP-plan maintenance section details how the court will ensure the COOP plan
isreviewed periodically and contains the most current information.

Appendices.
The COOP plan concludes with the following appendices:

13.1. Operational Checklists

The COOP plan includes operational checklists for use following activation of the
COORP plan. Checklists may be designed to list the responsibilities of a specific
position or the steps required to complete a specific task.

A checklist ensures all required tasks are accomplished so the
organization can operate at an alternate location. A sample
operational checklist includesthe following:

Emergency Calling Directory

Key Personnel Roster and Essential Functions Checklist

Senior Emer gency Response Team Roster
Emergency Relocation Team Checklist
Alternate Facility Acquisition Checklist
Emergency Operating Recordsand IT Checklist
Emergency Equipment Checklist

Operational Readiness Checklist

Deployment Readiness Checklist.

“1d.
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13.2. Alternate Facility Information

This appendix includes general information about the aternate facility. Examples
include the address, points of contact and available resources at the location.

13.3. Mapsand Evacuation Routes

This appendix provides maps, driving directions and available modes of
transportation from the court to the alternate facility. Evacuation routes from the
court also are included.

13.4. Definitionsand Acronyms

This appendix contains alist of key words, phrases and acronyms used throughout
the COOP plan and within the COOP community. Each key word, phrase and
acronym should be defined clearly.
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