DIVISION PLANNING TEMPLATE

EXPLANATION

I. Introduction and Summary of Critical Functions and Services

A. Introduction to Division Mission

State the mission/purpose of your division or office.

B. Identification and Delineation of Critical Functions and Services

Among all of the functions and services that you provide in order to carry out your mission, identify those that are most critical to the operation of the college.  Which of your functions or services are essential for the college to continue to operate?  List these here, noting which, if any, should be given the highest priority.

II. Critical Function/Service I: ___(Name it here)________
A. Description of Function/Service

Describe briefly, but fully, the first critical function or service you listed above.  Include an explanation of how this function or service is essential to the continued operation of the college.

B. Asset Identification
What resources (assets) do you require in order to provide this function or service?  Think about everything that you must have in order to do your job.  If you had to set up a new office tomorrow in which to provide your critical functions, what would you need to have?  This may include specific facility characteristics, specifically-trained staff, technology support, specific equipment, specific documents, etc.  It may also include key relationships and/or interdependencies with other offices or divisions here on campus or off-campus (including the system office, vendors, etc.).  It could also include specific forms or other documents that are necessary to the provision of your critical functions or services.  List all of these essential assets here and attach to this plan copies of all the information items you listed.  For example, if you listed a particular form, include a copy of it.  If you must order this form from a vendor, include the contact information for the vendor.  If you listed key staff, include contact information for them, including home phones, cell phones, home email addresses, etc.  In short, you need to attach to this plan every conceivable piece of information that you might need in the event that you no longer have access to your office, your computer, and other normal sources of support for your job.

C. Risk Assessment/Mitigation Activities
The President’s Cabinet has decided to address the following risks for this initial planning document: (1) loss of facilities, (2) loss of information technology and computer services, (3) loss of key personnel, and (4) loss of utilities.  Please address each of these potential losses, their impact on your ability to provide your critical functions and services, and steps you will take to ensure the continuity of these functions on the Risk Assessment/ Mitigation Activities form attached to this template.  Use one form for each critical function or service.  Additional explanation of specific information requested is found on this form.  If your division faces a unique risk in addition to those above that you feel should be addressed, please add a section for that risk and address it here also.  This may be the case in areas such as nursing, cosmetology, or other areas that work with chemicals, clinicals, etc.

D. Summary of Risk Assessment/Business Impact Analysis
After you have completed the forms described above, please provide a summary of the actions you plan to take, or plan to encourage the college to take, in order to ensure that the critical functions and services provided by your division or office can reasonably be expected to survive a disruptive event.

E. Emergency Response Planning
As a last step in the business continuity planning process, please review the current SCC Emergency Response Plan.  If there are changes or additions that should be made within this document in order to support your division’s business continuity plan, describe these changes or additions here. 
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