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Introduction

Purpose and Objectives

This Plan provides policy and guidance to ensure the execution of the Portland Health Related Licensing Boards’ essential functions in the event that the current facility is threatened, or incapacitated, and the relocation of selected personnel and functions is required.   
This document is applicable to all Board members and personnel of: 

Occupational Therapy Licensing Board, 


Physical Therapy Licensing Board (semi-independent), 

Board of Radiologic Technology, 



Board of Naturopathic Examiners, 

Veterinary Medical Examining Board, 


Board of Examiners of Licensed Dietitians, 

Board of Examiners for Speech Language 

Board of Examiners of Nursing Home Administrators, Pathology & Audiology.   
This is the first official Plan of this nature for these Boards.  

The objectives of this plan are to:

· Ensure the continuous performance of critical and essential functions during an emergency.

· Minimize damage and losses

· Protect essential facilities, equipment, vital records, and other assets

· Maximize personnel availability and identify staff that would be relocated

· Facilitate decision-making for execution of this plan

· Minimize or mitigate effect of a crisis and shorten agency response time

· Achieve timely and orderly recovery from an emergency and resumption of full services to customers

Plan Overview

These eight Health Related Licensing Boards are located in Suite 407 of the Portland State Office Building (RadTech is on the 11th floor but shares functions of the Boards).  Each licensing Board has one Director and from .7 FTE to 3 FTE, some positions being shared between two Boards.  
The plan is organized into the following sections:

· An introduction

· An overview of critical business functions and Agency operations

· A Statement and Plan for overall Agency BCP Strategy

· List of Critical business Functions and restoration of each taking into consideration:

· Loss of Facility

· Loss of Power

· Loss of IT/Network

· Loss of Workforce

Since these eight licensing boards are so small we will be presenting the plan combining all the loss possibilities in one plan.
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Agency Operations

Agency Mission

To serve and protect the people of Oregon by issuing licenses and supervising health care practice of the professions of Dietitians, Naturopathic Doctors, Nursing Home Administrators, Occupational Therapists, Radiologic Technicians, Speech-Language and Audiolgists, Veterinarians and to assure safe and ethical delivery of these professional services.  

The Role of the Boards:

· Issue licenses and verify them

· Investigate complaints and take appropriate disciplinary actions 

· Establish requirements for continuing education (CE); provide CE

· Collect license applications and renewal fees

· Authorize necessary disbursements of fund and fees

· Enforce Statutes and generally supervise practice of these professions. 

Individual Agencies may have some specific key performance measures and goals but they all have the same critical business functions which follow:
Critical Business Functions (CBF)

	Number
	Critical Business Function
	Business Owner and Contact Information
	Description
	Recovery Time Objective (RTO)
	Priority Level
	Appendix in this Document

	1. 
	Issue Licenses and verification of licenses
	Director of each Board 
	Any person wishing to work in their profession in Oregon must be licensed by the Board.  
	One - two weeks
	1

	Each Agency/

Board is

Found in 

Appendix

A 

	2. 
	Discipline/Complaint

Investigation
*only if direct injury 

seems probable
	Director of each Board
	Protect public to prevent injury from licensee
	One - two weeks
	2
	


Dependencies Impacted

Upon what functions and processes are the CBFs dependent?

<Explanation: Describe functions and processes upon which each critical business function is dependent; include internal functions and processes as well as functions within other agencies, outside vendors and other constituencies.>

	Number
	Critical Business Function
	Upon what functions and processes is this CBF dependent?
	Point of contact and Contact information 

	1. 
	Issue Licenses 

and verification 

of licenses 
	Using Mail, web site, phone, e-mail, fax: 

Provide license application, 
Receive payments and do accounts

Data Base, and web licensee look-up

Provide written verifications

Submit funds to State Treasury

All done by Board Director; see Appendix
	Teamsite:  contact DAS for web notice
PSOB Mail room * 
Phone system, fax

	2. 
	Discipline/

Complaint

investigation
	Using Mail, web site, phone, e-mail, fax:

Investigate concerns about any licensee doing harm to the public through their professional services


	Any person by phone, e-mail, letter, in person


Note:  If the PSOB is open, mail comes to the building.  

The post office is located at SE 7th avenue; who can pick up mail there? 

     Map
What functions and processes does this CBF impact?

	Number
	Critical Business Function
	What functions and processes 
does this CBF impact?
	Point of contact and Contact information 

	1. 
	Issue Licenses and verification of licenses
	Licensee needed for work in Oregon; impacts all professions working in Oregon.

Verifications needed in other states to allow them to receive license in another state
	All facilities where licensees work; other state agencies; 

National Board, Associations

See Appendix A for contact numbers for individual boards


Note:  As a precaution and preventative measure boards can send an e-mail monthly updating licensee list with licensee information to national board, association, etc.  We will also talk further about sending a copy of data base confidential information to another point.

Plan Strategy and Execution

Concept 

Each of the Licensing Board Directors is responsible for their own Board continuity.  Directors will also determine that each Board has been notified of the problem and determine if a Director cannot be contacted the next person in succession for that board is contacted.  There must be one person responsible and notified and active in working on the execution of the plan for each Agency in the Portland Heath Related Licensing Boards.   

Succession is outlined in each Board’s plan.  Below are the general strategies that will be used to ensure agency business continuity:

· Directors have alternative sites located; 

· Directors of all the HRLB will check that every other Director is available; if not the next in succession for the Board will be contacted to initiate their plan.

· A possible use of another agency site in downtown Portland is being considered and an agreement worked on  (ie ______)

· Other staff who are not designated to alternative site and cannot work at office site will be directed to remain at or return home pending further instructions.

· Plan activation will not result in change of duty location affecting pay and benefits of personnel; boards have no or very few staff.  
Team Roles & Responsibilities

Planning & BCP Execution Responsibilities:

Each Director of the individual Board is responsible for both the planning and execution of the BCP.  They are responsible for each aspect of the plan.  The Director will appoint either a staff person or their Board member/Chair to be the successor person responsible in the event they are not available.  The team Directors will determine that if any Director is not available, the successor for that Board will be contacted to execute the plan for their Agency (either staff or Board member).

Committees and Teams/Functions:

Team Name: Each Board Director is responsible for their Agency BCP.  In the event they are not available there is an alternate person appointed (Board staff or Board member). 

The BCB Team Leaders (Board Directors) will be responsible for the successful implementation of this plan 

1. Executive/Crisis Team:  Each agency Head (Director, staff, or Board member)

2. Incident/Management Team:  _________ on behalf of boards to evaluate incident 

3. Disaster/Recovery Team:  ______________ on behalf of all boards

4. BCP Development Team:  ____________ & __________
	
	Team Members
	Role / Responsibilities
	Contact Information

	1. 
	Executive/Crisis Management Team:  

All Agency Directors 
	Meet and determine whether BCP needs to go into affect.  Determine that all directors are available; if not, contact successor.


	In Appendix A:

Work, home, cell phones,  Email work and home

	2. 
	Incident Management Team:

Directors: _________ ____________
Or as available depending on incident
	If a major incident/disaster occurs, the Incident Management team will convene to assess the situation and relate information necessary for Directors in Executive Team to determine whether to implement the BC Plans
	In Appendix A

Check PSOB emergency plan who to contact about problems. 

If safety, security issue call 911

Contact IT: page 6 

Contact Risk: page 

Need to communication with press or public:  See page 

	3. 
	Disaster Recovery Team:

_________ ________
	Decide if can work in Suite 407 offices or need alternative sites
	Damage assessment form

Page __

Insurance and Risk

	4. 
	BCP Development Team:

_____________

	Write the plan and test it
	


Notes:

See page 13 for activation using Impact Assessment:  what are the activation 

                                                                                      criteria with the assessment?  

· What is the time frame?

· What is overall effect – how big is the effect on stakeholders?

· Is disruption routine, emergency, potential disaster, full scale emergency?

· Tie the evaluation into the Agency MISSION
Plan Activation Procedures
The incident management and/or the Executive team needs to decide this.  If it is clear to the incident management team they can decide that the plan goes into effect immediately.  Otherwise they make a recommendation to the Executive Team made up of all boards.
Warning Conditions

With Warning:  It is expected that, in some cases the Boards will receive a warning at least a few hours prior to an event.  This will normally enable the full execution of this Plan with a complete and orderly alert, notification, and use of the pre-designated staff.

Without Warning:  The ability to execute this Plan following an event that occurs with little or no warning will depend on the severity of the emergency and the number of personnel that have been affected by the event.

   Non Duty Hours:  Although the Portland State Office Building may be rendered inoperable,

   it is likely that majority of staff could be alerted and work from alternative site

   Duty Hours:  If possible, this Plan will be activated and the pre-designated available staff 
   will work from the alternative site.

Identification of Potential Disaster Status

Criteria for determining whether a particular emergency situation requires the mobilization of the Disaster Recovery Team (each Agency Director or successor) are as follows:

· Is there an actual or potential threat to human safety?  Yes, call 911

· Is there likely to be a need to involve emergency services?  Yes, call 911

· Is there an actual or potential serious threat to building or equipment? Yes, activate plan?

· Is there an actual or potential loss of power/ IT network?  Yes, activate plan?

· Is there an actual or potential loss of workforce? Not likely for small boards

Direction and Control

Lines of succession will be maintained by all Directors to ensure continuity of essential functions.  Succession is provided to a depth of three persons.  The Agency Director or designated successor from the line of succession may order activation of the Plan.

See Appendix A for succession for each Board

Note  – check employee knowledge page 339-340

BCP Team Coordination Center

BCP Coordination Center – Primary Sitetc  \l 1 "Emergency Operations Centre"


In the event that the Portland State Office Building is available to meet in the Directors will meet at In Suite 407 of the Portland State Office Building, 800 NE Oregon St. Portland, Oregon. 

BCP Coordination Center 

tc  \l 1 "Emergency Operations Centre"In the event that the primary site for the BCP Coordination Team is unavailable, the team (a director or representative from each board) will meet at ______________________________________________    to review and plan their activities. 

                        MAP HERE

Alternative sites

                      MAP HERE

Alternate Site Plans and Procedures

Directors have ---------------------that are already set us as an Alternate Site.  This information is found on the next page and further information in Appendix A for each board.  If a Director is not able to set up their data base they will work with another Director to share space.
	Number
	Critical Business Function
	Alternate Site Plan/ Strategy
	Alternate Site Timing
	Appendix in this Document

	A
	All
	See below
	See appendix A

(include maps)
	A 


These alternative sites may be sufficient during an incident.  Depending on the amount of time the plan might continue, the boards will determine whether sharing these alternative sites will be sufficient, for example for a period of two weeks.  The Directors may determine after this time that additional sites are necessary.  This will be coordinated between the directors and IT, _______________.  However, since setting up additional sites has a cost, the boards at the time will determine whether that cost is necessary under the plan.

Disaster/Disruption Impact Assessment:  What information needs to be collected to determine whether the plan should go into effect?  The following table is used during a disaster or disruption in order to assist directors in assessing the impact of the event upon each of the critical business functions.  This table should be blank during the plan writing, and used during the disaster. 
Note that in this table we are interested in outage estimates rather than recovery time objectives.

	DESCRIPTION OF DISASTER/DISRUPTION:



	DATE: 
	DATE DISASTER RECOVERY TEAM MOBILIZED:

	BUSINESS FUNCTION NUMBER
	BUSINESS FUNCTION
	STATUS LEVEL
(SEE TABLE BELOW)
	ASSESSMENT CARRIED OUT BY
	COMMENTS

	
	
	1
	2
	3
	4
	5
	
	

	      1
	Licensing &

Verifying licenses

	
	
	
	
	
	
	

	     2
	Investigate

complaints

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


THE FOLLOWING STATUS LEVELS SHOULD BE APPLIED:

	LEVEL
	DESCRIPTION 

	1
	Is likely to seriously affect normal business operations for over four weeks

	2
	Is likely to seriously affect normal business operations between one and four weeks

	3
	Is likely to seriously affect normal business operations for over a week

	4
	Is likely to seriously affect normal business operations for less than one week

	5
	Is likely to seriously affect normal business operations for less than two days


Communication Plan / Procedures

During the Business Recovery Phase all affected persons and organizations should be kept properly informed.  In the table below, identify a person or persons authorized to coordinate communications with affected constituencies.  Provide information in the section below regarding the organization’s policy and approach to contact with each constituency during a disaster or disruption.
____________ is checking about whether a Governor’s proclamation may be used during an incident which occurs while renewals are being issued.  Can such a proclamation override the statutory mandate to issue renewals before licensees can practice in Oregon.  The idea is that licenses may be extended by 1 month due to the emergency …

	GROUPS OF PERSONS OR ORGANIZATIONS AFFECTED BY DISRUPTION


	PERSONS AUTHORIZED TO CO-ORDINATE COMMUNICATION TO THOSE PERSONS/ORGANIZATIONS AFFECTED

	
	NAME
	POSITION
	CONTACT DETAILS

	Clients/customers
	Director of each Board
	Director or Board Chair
	See Appendix C

	Management and Staff
	Director of Board

	Director/ Bd Chair
	See Appendix C

	Suppliers
	Director of board

	
	See Appendix C

	Media
	Director of Board

	
	See Appendix C

	Other Third Parties
	Director of Board

	
	See Appendix C


The organization's policy in respect to client/customer contact during a business recovery phase is as follows:  Place notice on web site, phone message, e-mail message if possible
The organization's policy in respect to management and staff contact during a business recovery phase is as follows:  Directors in change of contacting their staff
The organization's policy in respect to suppliers contact during a business recovery phase is as follows:  Directors contact suppliers
The organization's policy in respect to media contact during a business recovery phase is as follows:  Directors place notice or provide it to media on web site; fax to them as available
The organization's policy in respect to other third parties contact during a business recovery phase is as follows:  Directors notify their state, national associations and …
Statements need to be prepared to answer basic questions.  Interviews might need to be prepared; boards need to coordinate disseminating information in a coordinated fashion so the same information is give.  Phone messages and web info should be posed.  A phone log may be used.  Felicia is checking now Teamsite can be used to post notices.

Insurance Coverage

(NOTE: Although this section is OPTIONAL and applies only to those agencies that own their own buildings and manage their own insurance policies, we are including the following information.

Since an important strategy to be considered is the maintenance of insurance to cover unexpected emergency losses, such as non-performance claims by clients, loss of income, or civil authority actions.  Insurance coverage held by the organization is as follows: 

	NAME OF POLICY
	TYPE OF COVER 
	PERIOD OF COVER
	AMOUNT OF COVER
	PERSON RESPONSIBLE 
	NEXT RENEWAL DATE

	
	State Agency
	
	
	_______
	


The only required action officially to take is to call Risk Management at 503 – 373-7475 

or FAX 503-373-7337.  Office hours are 8 to 5 p.m.

However, in addition to providing the “who, what, when, where, why” to Risk Management, the Boards must take the position that insurance coverage may not exist.  For example if the incident is due to anthrax or a shooting, there may be no coverage.  

When not certain whether there is replacement for everything, critical records are needed and must be kept off site. This includes a detailed inventory list for each Board.  PT as semi- independent must also have critical employee records such as payroll backed up.  The other agencies have payroll back up with DAS.

All expenses related to and necessary for recovery need to be documented.   Boards should assume a catastrophic effect.
Document Revision History

tc  \l 1 "Document Revision History"<Explanation: This section logs the date, author and type of revision to this document.>

	Date
	Author
	Revision

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note:  Test plans are set out in pages 344 – 396 to use … 
Appendix A:
Function 1 – ISSUING AND VERIFYING LICENSES 

Special Note: Since these small health related licensing boards work together and have few staff the four strategies for Loss of Facility, Power, IT/Network and Workforce are all in one plan.  

General Business Function Description and Strategies:

Business Function:tc  \l 1 "Business Functions" Issue and verify licenses for each of the health professionals that are part of this plan.  The agency was created for the purpose of issuing licenses and verifying that licensees are in good standing.  In order to issue a license the following needs to occur:

1) The application form must be completed and all required documents received and checked, for accuracy and authenticity.  Education, passing tests, verification of any past work and in good standing received, any criminal background checked, continuing education required. 

2) The Director approves the issuing a the license, the fee is entered into accounting and the license is printed and mailed to the applicant.

3) For license verifications, when a written document is needed, it is printed off the data base on Agency stationary, a seal is affixed and the verification is signed and sent to the state or other entity requiring the verification.

4) The data base is kept current with license verifications being available on the web site and updated on a daily basis.

The Boards are all located in the Portland State Office Building, 800 NE Oregon St. Suite 407 (except Rad Tech is located on the 11th floor), Portland, Oregon 97232.  Each Director supervises its own board (see Appendix A for each board succession plan and contacts).

There are no critical business functions that must be done within 3 days of an incident.  However, business impact in not licensing and verifying licenses means these health professions cannot work in Oregon or in other states where they need to Oregon verification. 
Recovery Time Objective:

This plan is based on the fact that licensees and those hiring them should receive their license or be able to verify a license within two weeks.  During an incident the RTO for all processes within this business function is one to two weeks depending on the nature of the incident.  The plan is to have 50 ? % of operations up within one week and 80 % of operations up within two weeks.  

This means that the maximum acceptable length of time that can elapse before the lack of a business function severely impacts these boards.  
Key Staff Necessary to Continue Business Function:  Each Director for the board is responsible for its own functions being restored.  Contact information is found in Appendix A for each board.  
Key Processes Necessary to Continue Business Function:

	
	Business Process 
	Point of contact and Contact information
	Recovery Time Objective and Rationale

	
	Activities/Tasks which must be completed in order to continue this business function)
	(Explanation: Identify the Business Owner or Business Continuity Team member)
	(Explanation: List the priority in which this Process must be recovered)

	1. 
	Have applications available
	Each Director
	Within one week: Applications on web site

	2. 
	Receive application materials
	Each Director/staff
	Within one week:

Obtain application, schooling, verifications, test results, CE, etc.

	3. 
	Check whether application is complete and ready to issue license
	Each Director/staff
	Within two weeks: Review all materials to determine everything is in proper order; Computer system up and if necessary hand written by Director 

	4. 
	Have verifications on web site
	Each Director/staff
	Within one week

	5. 
	Account for money and Issue license
	Each Director/staff
	Within 3 days if possible: Sent check to Treasury, print up license and mail it


Key Dependencies:  Must have the following processing place in order to perform function
	
	Upon what functions and processes is this business process dependent?
	Point of contact and Contact information
	Recovery Time Objective for the dependency

	1. 
	One computer system with data base access 

Server?  Chicago back up
	Each Director:  Office or alternate site       
	Within one week

	2. 
	Printer for license


	Each Director:  Office or alternate site
	Within one week

	3. 
	Web site access
	Each Director
	Within one or two weeks

	4. 
	Mail to send checks to Treasury and bank
	Each Director
	Within one week

	5. 
	Accounting function on data base
	Each Director
	


Notes:  what exactly is needed to do recovery off site – Stationary, seal, licensee look-up access, license forms, stationary… Who else can help in case of need:  national association, another state licensure, another HRLB here etc?

 Vital Records:  those required for this business function

	Description
	Where 
	Contact

	Application forms
	Director’s office, word document which can be sent by e-mail; on web site
	For Directors See Appendix A

For word documents:  
_____________________

Primary Contact Person: ______

Normal Contact Information:

Emergency Contact Information:

Secondary Contact Person:

Normal Contact Information:

Emergency Contact Information:

Special arrangements in case of emergency :>

	Verifications of other

 licenses


	
	


Equipment/Office Supplies:
	Description
	Where 
	Contact

	Computer and data base for each director or shared if in alternative site or office Explanation:  A description of the piece of equipment or office supply required in this step. If a purchase is required by a team member, method of payment should be specified.>
	Office or alternate site< Explanation:  A description of the location where this item can be found or acquired. Address and directions if applicable.>
	< Explanation:  Any applicable contact name(s), title/company, list of contact numbers as per team member contact info.>

	Board stationary, agency seal, envelopes; licenses.  
	
	Desk manual



Facilities: 
	Description
	Where 
	Contact

	Access to computer, printer, data base at any location.
	State Office Building if available; alternative site with access to e-mail, phone, data base; fax
	Each Director:  See Appendix A

	
	
	


Staff:  Only Team members and one or two staff
	Description
	Function
	Contact

	Each director for the Board.  Some have one or two staff members
	Receiving applications, issuing licenses and verifying licenses; director of each agency.  Sometimes staff can process these.  
	Each director:  See Appendix A

	
	
	


Suppliers/Vendors:  Do we need this; if we keep supply of licenses, stationary and envelopes, state seal, licenses in stock…
regular suppliers/VENDORS

	NAME OF SUPPLIER/ VENDOR
	KEY GOODS OR SERVICES PROVIDED
	NORMAL CONTACT DETAILS
	EMERGENCY CONTACT DETAILS

	Paper, stationary

	
	See desk manual
	

	State seal

	
	
	

	Licenses
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This document and the accompanying educational seminar are intended to provide guidance and direction. 
The information contained in this document is not intended as legal advice. 
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