Selecting Alternate Facilities/Locations
The term alternate facility/location can include anything from a borrowed conference room for a few key people on a temporary basis, to a complete facility used to house the entire Department.  In most cases, it will probably be something in between depending on the circumstances of any given event and available resources.  It is recommended that each department should select at least two alternate sites.

The following criteria should be used to identify suitable alternate facilities/locations:
· Must not share the same natural hazard risk(s) as the primary location;

· Sufficient space and equipment to sustain the relocating department; 

· Availability of interoperable communications with all identified essential internal and external organizations, other departments, critical customers, and the public; 

· Reliable logistical support, services, and infrastructure systems, including water, electrical power, heating and air conditioning, etc.; 

· Ability to sustain operations for up to 30 days;

· Consideration for the health, safety, and emotional well-being of relocated employees; and

· Appropriate physical security and access controls (e.g., fencing, 24/7 security personnel, cipher locks, key cards secured entrance, etc.).
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	Generally, there are four common alternate facilities options each department must consider: existing department-controlled space; co-location with another department; shared alternate facility occupancy agreement; and acquiring space exclusively for an alternate facility.

Existing Department-Controlled Space

A department may have space that is currently utilized for other purposes (e.g., training facilities, conferencing facilities, etc.) which will be available for a reasonable length of time sufficient to designate it as their alternate facility.  This space should be set up to accommodate the emergency operation to allow for fast implementation of COOP activities.  This can be done by pre-wiring and staging of resources.

Co-location with Another Department
Departments may be able to make arrangements to move in with another department temporarily or to share otherwise available space with other departments.  The departments would need to establish a written agreement such as a Memorandum of Understanding/Memorandum of Agreement (MOU/MOA) (see Annex F for a sample MOU/MOA).  Under this agreement, the relocated department affected by the emergency could have a certain number of workstations or space within the unaffected department.  This space could be either open areas or it could be occupied space that could be made available during an emergency.  Any special requirements for security or other services should be addressed before the MOU is signed, so that both departments understand the potential impact on their operations.

Participating in a Shared Alternate Facility Agreement

Several departments may select to participate in an agreement, where departments share the cost of occupying a rental facility on the premise that one (or some), but not all may need it at a particular time.  Under this premise, if only one (or some) department needs to utilize the alternate facility, it would be able to get the necessary space.  If all participants should need to use the facility at the same time, each would have a minimum guaranteed space based on the percentage of funding contributed by each department.   

Acquiring Independent Space Exclusively for an Alternate Facility

Although this seems to be an expensive alternative, some departments may find it necessary due to their mission or other circumstances.  The new space would likely be only a small percentage of the currently occupied space.


Selecting Alternate Facilities/Locations Checklist
	Alternate Facility/Location:
	
	

	1.) Did you select a facility/location that does not share the same risk factors as your primary facility/location?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	2.) Did you consider using existing infrastructures, telecommuting centers, virtual environments, or joint or shared space?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	3.) Does the facility/location have the ability to be operational within 12 hours after activation?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	4.) Can the facility/location support sustained operations for 30 days or longer?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	5.) Do you have reliable logistical support, services and infrastructure system, including water, electric power, heating, and air conditioning, etc.?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	6.) Do you have access to essential resources, such as food, water, fuel, and medical facilities?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	7.) Have you identified backup power to the facility/location?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	8.) Do you have access to office and housekeeping supplies?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	9.) Have you thought about your transportation and parking requirements?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	10.) Does the facility/location meet your equipment and furniture requirements?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	11.) Do you have a requirement for secure storage containers?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	12.) Do you need security personnel to provide perimeter access control and internal security functions?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	13.) If you decide to co-locate with another agency did you establish a memorandum of agreement (MOA)/memorandum of understanding (MOU) with the owner? 
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	14.) Do you have the authority to procure your own space? 
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	15.) Will you require another agency to assist you in the selection and acquisition process? 
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No
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