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 TO:
Cabinet Secretaries, Agency Heads, Secretariat & Agency Human Resources Directors
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FROM:
Paul Dietl, Chief Human Resources Officer  
DATE:
September 2, 2008
RE:
HRD COOP/COG Policy Guide
In late 2006, the Human Resources Division convened an interagency task force to define and finalize policies related to HR and Continuity of Operations/Continuation of Government (COOP/COG) in the event of a declared emergency.  The task of this committee was to consolidate existing and new HR policies into a document that would be applicable to Executive Branch agencies during such an emergency.  We have completed our task and enclosed is the HRD COOP/COG Policy Guide.
The final document (entitled the HRD COOP/COG Policy Guide) consists of two parts—policies and procedures and an HR toolkit.  It is a compilation of new and existing human resource policies and procedures that agencies may reference to ensure the continuous performance of their organization’s essential functions during a COOP/COG emergency.  These policies and procedures have been drafted to protect the safety and productivity of employees and to mitigate disruptions to operations.  
Other policies and procedures that are not found in this guide may also be relevant to a COOP/COG emergency.  Agencies should reference these already existing polices in the same manner as they normally would in the course of conducting business operations. 

The HR COOP/COG Toolkit incorporated with this guide includes useful web links, forms, management tools and strategies that are designed to assist managers in the event of a COOP/COG emergency. 

This guide will assist agencies of the Commonwealth in their efforts to achieve a timely and orderly recovery from a COOP/COG emergency and to resume full service to their customers.

Each agency will need to designate a Human Resources point of contact for COOP/COG.  These HR liaisons should be familiar with, and trained on, both this document and their agency’s COOP plan.  In addition, please be aware that this document will be included in the COOP/COG training in which your agency will be asked to participate by the Massachusetts Emergency Management Agency.
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