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OPERATIONS RECOVERY MANAGEMENT TEAM CHECKLIST
	PURPOSE
	To decide the escalation plan to be implemented and to oversee and coordinate the entire disaster recovery operation.  To notify users of estimated outage time and to assist in resolving problems requiring management action.


	ACTIVATION APPROVAL


Gain approval for the activation of the necessary Recovery Teams and the alternative site, if required.  (Obtain approval from Director or the Organizations’ appropriate executive director.
	Initials:


	Date:  
	Time:  


	DISASTER NOTIFICATION


Notify remaining Operations Recovery Management Team members, other Recovery Team members, and appropriate vendors of the disaster.

	Initials:


	Date:  
	Time:  


	DAMAGE ASSESSMENT


Immediately notify the Damage Assessment and Salvage Team to conduct a survey and damage assessment of the data center facilities upon declaration of a potential or actual disaster.
	Initials:


	Date:  
	Time:  


	DAMAGE BRIEFING


Coordinate and assemble all team representatives or members at the designated site for a briefing on the extent of damages, escalation plan, and support required.  The briefing with all Recovery Team members should appraise the severity of the disaster and to determine:
· Travel and hotel arrangements (from Administrative Team)

· Equipment acquisitions (from Hardware Installation Team or the Administrative Team),

· Software, applications and network systems acquisitions, (from the Information Technology Team), and

· Equipment repairs (from the Hardware Installation Team).
	Initials:


	Date:  
	Time:  


	OUTAGE ASSESSMENT


Perform an outage assessment based upon the verbal report from the Damage Assessment and Salvage Team.
	Initials:


	Date:  
	Time:  


 
	RECOVERY LOCATION


Determine where the recovery will take place, at the organization’s office or at the alternative site.  This will be the responsibility of the Senior Recovery Manager.
	 Initials:


	Date:  
	Time:  


 
	NOTIFICATION


Notify the organization’s department and division heads on the severity of the disaster and the estimated recovery time.

	  Initials:


	Date:  
	Time:  


	MONITOR FUNCTIONS


Monitor the Recovery Teams that are functioning to resume operations.

	 Initials:


	Date:  
	Time:  


	ASSISTANCE


Assist the Recovery Teams, as needed, with procurement and any other activities that may require management involvement.

	 Initials:


	Date:  
	Time:  


	COORDINATION


Coordinate and assist the Operations Recovery Management Teams in performing their recovery functions.  This will be the responsibility of the Recovery Manager, who will then report to the Operations Recovery Manager.

	 Initials:


	Date:  
	Time:  


	PRESS CONTACT


Coordinate and issue any media press releases regarding the disaster as it relates to the organization.  (Director)
	 Initials:


	Date:  
	Time:  


THE TEAM SHALL NOT ENTER THE DISASTER AREA UNTIL EMERGENCY PERSONNEL GIVE PERMISSION.

The tools and templates provided in CalOHI Policy and Information Memoranda have generally been authored by HIPAA workgroups.  Users should view the information presented in the context of their own organizations and environments.  Legal opinions and/or decision documentation may be needed when interpreting and/or applying this information.
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