TEAM OVERVIEWS AND RESPONSIBILITIES
Primary Teams

Primary teams are pulled into every situation initially to assess their level of involvement for the particular situation.   Because they primary teams are utilized in most situations, engaging them on the Initial Assessment Meeting for any situation is critical.  Based on your company’s setup, purpose, etc. you will likely have additional teams, less teams or different teams…one size does not fit all! 
Business Unit Teams
· Provides a single point of contact for each business unit

· Coordinates business unit meetings with each of their department contacts to understand impacts to each department in their business unit
· Provides status to the Crisis Management Team of key services and/or products produced by the business unit

· Communicates Business Unit specific information to their department contacts and Business Unit management
· Engages proper level of management from the business unit
Business Continuity – Crisis Management
· Executes Crisis Management Team call tree
· Provides Minute Taker and Issue Tracker for meetings
· Provides email informational alerts and meeting minutes
· Initial assessment meeting led by Crisis Management Lead
· Executes call tree to Business Units

· Works with Crisis Management Team and Business Units to assess owner / leader of situation

· Sets up and runs Command Centers
· Schedules and documents follow-up meetings

· Coordinates lessons learned analysis

Employee Communications

· Provides and maintains company intranet and/or internet status messages

· Provides and maintains Employee Status Line updates

· Collaborates with local and/or business unit communications

· Creates a directory for key numbers to utilize for the recovery situation

Information Systems
· Offers ongoing communication within / across own organization (utilizing channel they use for system issues)
· Provides status of networks and information systems
· Provides PC coordination and setup (orders placed via Purchasing)
· Coordinates daily processing
· Educates on proactive solutions via technology
· Supports vendor relationships
· Provides infrastructure recovery (mainframe, midrange, voice, eCommerce, distributed and network)
· Provides application recovery and support
· Consults with Business Units to develop solutions that may not be in a plan
· Monitors files received from outside our company
· Provides network connectivity to the company
· Provides telephone rerouting assistance
· Engages hotsite services 
· Engages contracted workstation alternate sites as directed by the Crisis Management Team
Operations

· Provides status of services provided by their area
· Provides status of backlog of work for which there is no manual workaround

· Provides analysis of operations’ impact from an information systems outage situation.

· Provides validation of restored operations’ applications

· Provides status of and information regarding alternate delivery/trucking arrangements for work processed
· Provides status and location of relocating mail rooms (may have a separate team for this)
· Provides information to departments about alternate operation sites / plans / processes

· Provides communication across operation’s organization

· Participates in the assessment and resolution of customer impacts

· Provides tracking and status reporting regarding operation’s plans that are invoked in a given incident
Property Management/Facilities
· Secures options for internal alternate site(s), including determining open space and coordinating workstations that can be freed up by departments not impacted by the situation
· Provides logistical support for movement of equipment and supplies from affected sites to alternate sites

· Provides temporary and permanent repairs to maintain physical integrity of affected sites(s)

· Communicates status of affected and alternate site(s)

· Works with local municipal officials (water, electric, etc) regarding affected and alternate sites(s)

· Provides all necessary building related equipment, supplies and materials at both the affected and alternate sites, such as air conditioning, electrical wiring, uninterruptable power service, diesel fuel and so forth

· Provides and manages confidential document services to end-user departments in affected site(s) concerning contaminated documents; i.e. document destruction and document recovery

· Provides and/or manages damage restoration services.

· Manages the touring and salvage of the damaged site

· Manages relocation to and from recovery site

· Coordinates the restoration of disaster site

· Investigates disaster’s cause and initiates corrective measures

· Evaluates effectiveness of recovery plan and initiates corrective measures

· Pays building related invoices

Media Communications

· Provides consistent contact with print and broadcast media outlets

· Drafts statements and releases

· Monitors media reports

· Acts as spokespeople for corporation

· Designates and provides coaching for onsite spokesperson

· Leads Communication’s sub-team meeting on customer speaking points

Human Resources

· Tracks and provides status of personnel (hurt, injured, emotional issues, deaths)

· Payroll

· Coordination of benefits 
· Staffing resources (temps, new hires)

· Provides extraordinary situation HR policy advice (e.g. paying employees asked to stay home, extra pay for those traveling to the out-of-town recovery site, etc.)
· Coordinates counseling services
· Partners with HR call center in answering questions and concerns likely to be called in by employees impacted by the situation
· Partners with travel department and/or purchasing department for necessary travel arrangements

· Works with local Health Departments for employee health issues

Legal
· Reviews media disclosures

· Reviews contract issues

· Provides vendor management assistance

· Validates legal exposures are considered

· Supports customer legal inquiries/impacts

Physical Security
· Provides emergency response to life safety issues

· Provides building access for relocation

· Provides coordination with Facilities department for relocation of staff

· Provides weather monitoring

· Provides access to damaged area

· Provides access to Command Center

· Corporate liaison to law enforcement, EMS, and County Emergency Management
· Provides alarm monitoring of facilities
· Provides criminal activity response (burglary, larceny, etc.)

Secondary Teams
Secondary teams are important to the Crisis Management team but are typically pulled into large-scale situations that require their special expertise.
Accounting

· Provides coordination with Purchasing for payment of services and goods

· Provides policies and procedures for cost accounting

· Keeps current on accounts payable

· Provides proper recording of expenses or capitalization of fixed assets for financial reporting purposes (e.g. setup special account or general ledger number for incident related expense tracking)
· Sets up funding for incidentals for relocated employees assisting with operations

Audit

· Observatory role to all activities 

· Assists where needed in the event of a disaster
· Oversight for continued use of appropriate controls in modified processes
Information Security
· Provides system access (remote access, system access, etc.)
· Clarifies or consults on information security items and remote access issues
· Leads security breach situations
· Link to Federal Regulators
Insurance

· Provides guidance on non-credit loss mitigation

· Provides information and guidance on insurance and potential recoveries

Purchasing
· Provides general office supplies

· Provides general office equipment; i.e. fax machine, currency counters

· Provides general office business forms

· Provides technology equipment

· Coordinates supplier impacts

· Arranges Express Mail Delivery service

· Provides extraordinary procurement response

Public Affairs

· Advises Senior Management on public policy issues

· Advises Crisis Management Team on public policy issues

· Liaison to government officials

Regulatory Risk and Compliance
· Identifies compliance requirements to be addressed during recovery
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