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SOUTHERN WORKFORCE BOARD
DISASTER RECOVERY/CONTINUITY OF OPERATIONS PLAN (COOP)

PURPOSE:

The purpose of this policy is to establish the Southern Workforce Board’s (SWB) Disaster Recovery and
Continuity of Operations requirements to ensure compliance with the Workforce Innovation and
Opportunity Act (WIOA), and Uniform Guidance (2 CFR 200). The policy ensures that SWB and its
partners can maintain essential operations, data protection, and service delivery during and after an
emergency.

POLICY:

SWB will have a comprehensive Disaster Recovery and Continuity of Operations Plan (COOP) to
safeguard staff, participants, records, and funds. The plan shall define procedures to restore operations
within 72 hours after a disaster event, protect federal assets, and ensure program continuity.

PLAN OBJECTIVES:

Protect the health, safety, and welfare of staff, participants, and partners.

Maintain continuity of critical WIOA Title | operations (Adult, Dislocated Worker, Youth).
Ensure access to participant data, case management systems, and fiscal records.
Resume services within 72 hours following a disaster whenever possible.

Preserve compliance with federal and state reporting, monitoring, and audit standards.
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RISK ASSESSMENT:
SWB identifies and monitors potential risks that could interrupt workforce services:
e Natural Disasters: Tornadoes, floods, winter storms, wildfires — Off-site backups, alternate
worksites, emergency communications
e Technological: System outages, ransomware, data breaches — Cloud-based systems, encrypted
backups,
e Operational: Physical damage to building and access loss, Utility outage (e.g., electrical power or
water outage) — Mobile equipment, alternate AJC sites, portable generators
e Public Health: Pandemic, infectious disease — Remote work procedures, health protocols

ESSENTIAL FUNCTIONS:

WIOA Title | eligibility and enrollment services

Payroll, financial management, and contract payments

Case management and participant tracking (Oklahoma Works/EmployOklahoma)
Communication with OESC, partners, and local elected officials

Monitoring and compliance reporting
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CHAIN OF COMMAND:
A succession plan ensures continuity of leadership and decision-making. Example:
Executive Director - Deputy Director - Projects Manager - Fiscal Officer

COMMUNICATION PLAN:




SWB will maintain an emergency contact list, a mass notification system, and designated media
spokespersons. The Board Chair and Executive Director must be notified immediately of any disruption
impacting service delivery.
e Mass text/email notification system for employees and partners.
e  Public updates through website and social media if operations are disrupted.
e  Contact State Administrative Entity within 48 hours of any major interruption affecting program
delivery or data integrity.

DATA PROTECTION AND RECOVERY:
e Cloud backup of financial and participant records.
e Secure off-site storage for paper files and archived materials.

ALTERNATE FACILITIES:

In the event of building damage or inaccessibility:
e Durant Board Office = Board Staff will work remotely.
e Hugo Office = Board staff will work remotely.

FISCAL CONTINUITY:
To comply with 2 CFR 200.302-303:
e Fiscal records backed up to secure cloud storage.
e Bank account access controlled via multi-signature authorization.
* Procurement documentation stored digitally and retrievable remotely.

REVIEW AND APPROVAL:
This plan is reviewed by the Southern Workforce Board and updated as required by guidance or changes
to WIOA and Uniform Guidance.

EQUAL OPPORTUNITY AND NONDISCRIMINATION STATEMENT:

All Recipients, and Sub recipients/Sub grantees must comply with WIOA’s Equal Opportunity and
Nondiscrimination provisions which prohibit discrimination based on race, color, religion, sex (including
pregnancy, childbirth, and related medical conditions, transgender status, and gender identity), national
origin (including limited English proficiency), age, disability, political affiliation or belief, or, for
beneficiaries, applicants, and participants only, based on citizenship status or participation in a WIOA
Title-l financially assisted program or activity.

REVISIONS:

The SWB Executive Director is authorized to make revisions and issue supplemental instructions,
guidance, approvals, and/or forms as necessary to implement, clarify, or maintain compliance with this
policy. This authority extends to making updates as required to align with federal or state regulations,
policy directives, or organizational needs.

Attachment:
None



