
 
 

 
 
Organization:  
Preparedness 
Coordinator  
Infection 
Control POC  
Services Provided: (check all 
that apply) 
Mental Health                        
Substance Abuse                    
Developmental Disabilities    
24/7 Emergency Services               
• Face-to-Face  
• Phone  
Residential Services                
• Group Home  
• Supervised Apartments  
Community Outreach Teams  
List Other Services Provided: 
 
 
 
 
 

          
 

I. Service Planning 
 
A. Service Priority 
The essential services/functions of the organization that must be maintained to 
assure the safety of clients, regardless of staffing limitations, are: 
 
Service 
Priority # 

Essential Service 
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B. Support Services 
The following support services (administration, human resources, information 
services, finance, communications, etc.) are prioritized to assure that essential 
services receive the needed supports to continue to function. 
 
Support 
Priority 

Support Function 

  

  
  
  
  

 
 
C. Alternate Care Sites 
The following alternate care locations have been identified for essential services and 
administration.  Alternate sites should be equipped with communication options.  
(Do not rely on the Red Cross to provide shelter facilities.  Shelters may not be 
available during the pandemic.) 
 
Essential 
Services 

Present Location  Alternate location 
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II. Staffing Plan 
 
A. Staffing – Key Leaders 
 
Position Currently Held 
by 

Identified Successors 
(minimum of 3) 

Contact Numbers 

   
   
   
   
   
   
   
   
   
   
   
   
   
   
 
 
A. Staffing Plan – Basic  
Anticipating that nearly 50% of staff may be unavailable for work at any given time 
the following minimum staffing levels are projected for the identified essential 
services.  Implement telecommuting for staff where practicable. 
 
The following staff will be provided with the necessary resources to telecommute: 
 
Essential Service Current staff complement 

per shift (be specific re: 
training level/specialty) 

Basic Maintenance 
staffing (be specific re: 
training level/specialty) 
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B. Staff Redeployment 
To supplement the above staff staffing needs we anticipate the redeployment of staff 
from: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 
This redeployment will necessitate cross training in the following areas: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 
Maintaining key support services will be crucial during the pandemic flu.  Cross- 
training among administration support staff will be necessary to assure that key 
support functions continue.   
Cross training will begin by  and be completed by  
 
 
C. Program Supplies 

 
Stockpiling of supplies will be needed for the following programs: 
 
                   Program             Needed Supplies 
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D. Personnel Issues 
In the event of the pandemic flu, the following personnel policies/practices have 
been developed to address the special nature of this event.  (Insert statement on how 
the organization intends to address these issues.) 
 
 
Benefit Usage: 
 
 
 
Compensation: 
 
 
 
Return to Work Conditions: 
 
 
 
Work Expectations/Duty to Provide Care: 
 
 
 
Staff In-service Needs:  Education on self-care (infection control in the work place, 
respiratory hygiene, hand washing, cough etiquette, tissue disposal, etc.), stress 
management, family care plans, emotional support, and support through death of 
fellow staff, clients, or family. 
 
 
 
 
 
Provision of Infection Control Supplies:  Cough etiquette stations – hand cleaner, 
tissues, receptacles for tissue disposal, etc. 
 
 
 
Ongoing Communication with Staff:  Modes of communication with staff during 
pandemic. 
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III. Consumer/Client Care 
 
A. Education of Consumers 

All written materials should be culturally and linguistically appropriate. MDH 
will provide basic informational brochures with translations available as needed.  
The organization will conduct the following education efforts for clients: 
   

• Personal Care (respiratory hygiene, coughing etiquette, hand washing) 
• Information on the pandemic flu and how it is spread 
• Stress Management - Response to anticipated fear, anxiety 

 
B. Medical Needs of Clients 
• Availability of Medical Consultation 
• Hospital Alternative Care Sites 
• Avoidance of Hospital Emergency Departments 

 
C. On-going Communication Modes with Clients 
Identify possible modes of communication – hotline; check-in calls to priority 
clients, web site, e-mail, etc. 

 
D. Surveillance and Detection 
• Responsibility for monitoring public health advisories and informing agency 

leadership has been assigned to ___________________________. 
• Describe the system you will use to monitor and review influenza outbreaks in 

the client caseload. 
• Influenza incidence data for clients and staff will be provided to MDH by 

_________________.  
 
E. Plan for Medication Distribution 
• Review and prioritization of cases 
• Review process – Programs involved, those involved in review and what will 

trigger review 
 

Program Review Staff Review Trigger 
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F. Procurement of Medications 
Medications will have to be procured for MA, Medicaid and Medicare clients.  
MDH will collaborate with providers on this issue. 

 
G. Processing of Client Deaths 
Given that the usual practice of reviewing client deaths may not be possible, the 
following modifications will be enacted.   

 
The following staff will be responsible for organizing this process:  (Name 3-4 staff). 
 

 
 
 
 
 

 
 

IV.  Action Plan 
 

The following plan is proposed to ensure implementation of this annex. 
 
Inter-Pandemic Action Plan 
 
Activity Resources Needed  Due Date 
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Pandemic Period Plan 
 
ACTIVITY RESOURCES NEEDED  
  

  

  

  

  

  

  

  

 
 
Recovery Period Action Plan 
 
ACTIVITY RESOURCES NEEDED 
  

  

  

  

  

 
For more information about Continuity of Operations Planning (COOP) for 
behavioral health service providers, contact Nancy Carlson, MDH Office of 
Emergency Preparedness, (651) 201-5707, nancy.j.carlson@health.state.mn.us.  
 

 
 

This document can be made available in another format, such as large print, Braille, or audiotape, upon 
request. Printed on recycled paper. 

Office of Emergency Preparedness 
625 Robert Street N. 
P.O. Box 64975 
St. Paul, MN 55164-0975 
(651) 201-5700, TDD (651) 201-5797 
www.health.state.mn.us 

Behavioral Health COOP Template Page 8

mailto:nancy.j.carlson@health.state.mn.us

	A. Education of Consumers
	B. Medical Needs of Clients
	C. On-going Communication Modes with Clients
	D. Surveillance and Detection
	E. Plan for Medication Distribution
	G. Processing of Client Deaths


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


