	How to Use the Continuity-of-Service Plan Template. 

The Continuity-of-Service Plan File is a Word Document template that will automatically fill in the school’s information to create the proper document format. Use this document template to create a separate form for every person that is critical to the site’s operation. Store the completed documents by the employee’s name or title. When the employee is absent, it will provide a list of those critical functions that need to be done the staff designated to do these critical functions.. To use the template, follow these steps:
1. Open the Word Document: Continuity-of-Service Plan Template.doc
2. Enter your school/site name.

3. Enter the name and title of the first employee. Example: Bob Jones – Plant Manager. All the rest of the critical functions listed on this page will be for this employee. 
4. Under the first Critical Function, enter that specific task or activity. Example: Open school by 6:30 am. It may be helpful to enter the critical functions onto the form in chronological order. 

5. Under Back-up #1, enter the name of the person who has been designated and trained to cover that task.
6. Enter the Contact number for Back-up#1.

7. Under Back-up#2, enter the name of a second person who has been designated and trained to cover that specific task.
8. Enter the Contact number for Back-up#2.

9. Enter the keys that any Back-up would need to complete that task successfully.
10. Under Special Instructions, enter any and all important facts or standards for the successful completion of the task. Enter as much information as necessary; the form will expand to your needs. Schools are encouraged to include the name of any off-campus supervisor and their contact number so that substitutes can call for support and guidance.

11. Complete the same process for the other Critical Functions performed by that employee.
12. Save the document using either the name of the employee or their title. The file should be available in the event the person is absent for a prolonged period. Include any schedules for when specific tasks must be completed and any documentations or pictures that would be of assistance to the substitute.
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School Site Continuity-of-Service Plan

Back-Up For Critical Functions

EXAMPLE
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	School Site:
	Disaster High School

	School Site Employee: 
	Robert Jones -  Plant Manager

	Critical Function
	Backup #1
	Contact Number
	Backup #2
	Contact Number
	Keys Needed

	Open School at 6:30 am
	George Martinez
	213-555-1212
	Fred Powers
	323-555-1212
	"A" Key, 187, 131 and "C"

	Special Instructions
	Enter through East Door, turn off alarm system, call School Police at 213-625-6631, turn on all hallway lights, check for heat/AC, open restrooms, inspect building for unsafe conditions.

	Critical Function
	Backup #1
	Contact Number
	Backup #2
	Contact Number
	Keys Needed

	Make Cafeteria ready to serve breakfast
	George Martinez
	213-555-1212
	Fred Powers
	323-555-1212
	168

	Special Instructions
	Make sure table and chairs are set up in the Cafeteria, lights are on and trash cans are empty


	Critical Function
	Backup #1
	Contact Number
	Backup #2
	Contact Number
	Keys Needed

	Check Restrooms - ensure that they are clean and have supplies
	Juan Fernandez
	818-555-1212
	Gloria Smith
	310-555-1212
	161

	Special Instructions
	Supplies are in the hopper rooms on each floor. When they run out more supplies are in the store room behind the P.M.'s office.


	Critical Function
	Backup #1
	Contact Number
	Backup #2
	Contact Number
	Keys Needed

	Check hallways after passing periods
	Fred Powers
	323-555-1212
	Gloria Smith
	310-555-1212
	131,155, "B"

	Special Instructions
	Make sure that there are is no trash, spills or hazards in the hallways.

	Critical Function
	Backup #1
	Contact Number
	Backup #2
	Contact Number
	Keys Needed
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