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Eagle Ready Business Continuity Plan Instructions

1.0 Introduction

Executive order 1014 requires that campus departments that have essential university functions
develop, update and review at least annually a business continuity plan. Cal State LA’s system for
these continuity plans is called Eagle Ready.

2.0 Accessing Eagle Ready and Logging In
In order to access Eagle Ready, an Administrator or Plan manager must add you to the system. You

will then receive an email that you click on the link to set up your password. At this time the campus
single sign on is not enabled for this but possibly will be in the future.

\T.a Eag\e Ready 2 Karen Melick
Activate Your
Dashboard
Plans Account
Admin
T Please verify your name and email address
: and add a password.
Help
* First name
Karen
* Last name
Melick
* Email

kmelick@cslanet.calstatela.edu

* Password

* Password confirmation

Activate Your Account

Already have an account? Sign In

Need more help? Contact Us.
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The Eagle Ready cloud based system is accessed at the following web location: calstatela.kuali.co.
Going to this web page brings up the Sign In page:

@Eagle Ready

California State
University, Los
Angeles

Welcome to California State University, Los Angeles. Please sign
in or create an account.

Sign In

kmelick@cslanet.calstatela.edu

Password

# Remember me

Sign In
Forgot your password?
Don't have an account? Request access.

Need more help? Contact Us.

3.0 Roles

The system has the following three user roles:
e Plan Managers can add other plan mangers, editors and viewers along with editing the plan
e Plan Editors can edit and view the plan
¢ Plan Viewer can view but not edit the plan


https://calstatela.kuali.co/ready/admin/dashboard
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4.0 Dashboard

Once you sign in, the home page is the Dashboard page where the plans that you have access to are
listed. You can return to the Dashboard page by using the “back to dashboard“ navigation at the top left
of the pages.

5.0 Edit Plans

From the Dashboard screen, select the pencil icon next to “edit” link to the plan to open a plan to edit it.

‘Ta Eagle Ready & Karen Melick ~

5 Dashboard

@ Help

My Plans

Plan Name Status Created Last Updated

VPAF - Training Business Continuity Plan In Progress Apr 01,2020 Apr 01,2020 @ view

My Action Items

Critical

Action Item Plan Status Function Due Date
Unassigned Action Items
Action Item Plan Status Critical Due Date
Function
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In order to enter edit mode, click on “Edit Page” on the right to begin editing or adding plan information.

‘?‘EJ Training Business Continuity Plan | In Progress F3

< Back to Dashboard

Department
Information

Action ltems Summary

Department Documents

Plan Details Comacts Critical Functions

Department Information

Department Name
Training Business Continuity Plan

Department Description
This is a plan for a fictional department for training and education purposes

Major Division Acronym
Administration and Finance VPAF
Head of Unit

Karen Melick

Faculty and Other Residents/Fellows

Academic Appointees

Staff (Full-Time)

Student Staff Volunteers Guests
Department Type(s)
Building(s) Occupied

Building Name Identifier ownership

Evacuation Plans For All Buildings Cost Center

No

Comments

Key Resources

Information Technology

Staff (Part-Time,
Excluding Students)

Other

Comments

Instruction

Cecoeace )

1= Print PDF

@ Guidance v

The definition of scademic
appointes varies from campus 1o
campus. Your HR office knowa
‘who these are. Some typical
examples are

+ professor
lecrurer
librarian
curator
teaching asaistant
graduate student instructor

graduate student researcher

Student-staff refers to work-study
students and other employed
undergraduates. Da not count
unpaid student interns.

If building ownership is listed 22
Special Status. use the Help link 10
access the Contacts screen and
contact the Ready Administrator.
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6.0 Plan Navigation

The plan sections of “Plan Details”, “Contacts”, “Critical Functions”, “Key Resources”, “Information
Technology” and “Instruction” are across the top. Details screens for the plan sections are listed in the

left menu. Guidance for each page is on the right beneath the action selections.

Training Business Continuity Plan | In Progress

<€ Back o Dashboard l Plan Details Contacts Critical Functions Key Resources, Informatian Technology

Department Information

Department
Information

* Department name

Training Business Continuity Plan

Action Items Summary

Department description

Department Documents

This is a plan for a fictional department for training and education purposes

P
* Major division Acronym
Administration and Finance < WPAF e
Head of unit
Select a user Selected Unit Head
+

Karen Melick - kmelick@calstatela.edu

Clear Unit Head
Number of personnel (approximately)

Faculty and other academic appointees

Staff (part-time, excluding students) Guests
Residents/Fellows Student Staff Other
Staff (full-time) Volunteers

Department Type (check all that apply)
Administrative

Academic
ITS
Location(s) occupied

Click on a building to add it to your list. Please indicate all space used, including storage space. If a building does not appear on the list, use the Help link to access the
Contacts screen and contact the Ready Administrator to add it to the list

Configure the order that buildings are presented.

Add a building
Order alphabetically v

Evacuation Plans: Do all your buildings have evacuation plans?

Cost center or department number: What cost center(s) or department number(s) does this plan cover? Leave blank if not applicable.

New Action
Item

© View Page

= Print PDF

@ Guidance )

= The defintion of academic
appontes varies from campus o
campus. Your HR offics knaws
who these are. Some typical
examples are:

professor

= libracian
* curator

seaching sszztant
gredusate student instructor

‘Special Status, use the Help ink to

access the Contacts screen and
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7.0 Plan Details/Department Information

It is important to enter the Department name, department description, select the division that the
department reports to, the head of the unit, and the department type. The department type will
customize some of the entry screens. If only Administrative is checked, then the Instruction section
isn’t applicable. The rest of the fields on this page is optional information.

You must click the “Save” button at the upper right to save any input or changes before you navigate off
the page to save any changes.

€ Back to Dashboard

Department
Information

Training Business Continuity Plan | In Progress

Plan Details Contacts Critical Functions Key Resources Information Technology

Department Information

* Department name

Training Business Continuity Plan

Department Doc

Action Items Sum

uments

mary

Depariment description

This is a plan for a fictional department for training and education purposes

*Major division Acronym
Administration and Finance - VPAF

Head of unit
Select a user Selected Unit Head
i Karen Melick - kmelick@calstatela.edu
Clear Unit Head
Number of personnel (approximately)
Facully and other academic appointees Staff (part-time, excluding students) Guests
Residents/Fellows Student Staff Other

Staff (full-time) Volunteers

Department Type (check all that apply)
Administrative

Academic

ITS

Location(s) occupied
Click on a building to add it to your list. Please indicate all space used, including storage space. If a building does not appear on the list, use the Help link to access the
Contacts screen and contact the Ready Administrator to add it to the list.

Configure the order that buildings are presented. Add a building

Order alphabetically

Evacuation Plans: Do all your buildings have evacuation plans?

Cost center or department number: What cost center(s) or department number(s) does this plan cover? Leave blank if not applicable

Instruction

—

New Action
Itern
© View Page

= Print PDF

® Guidance v
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8.0 Contacts Section

The Contacts section has three pages, one for department contacts which should be filled out with the
department leaders and lines of succession and delegation of emergency authorities. This page is for
the department leadership, the Resources section is where the staff information goes. The save button
on these pages is on the bottom of the page.

The pages for Key Institution Contact and Key External Contacts are optional. Use the Key External
Contacts page for Key Vendor or supporting government agencies information.

l&j Training Business Continuity Plan | In Progress 2
£ Back 1o Dashboard Plan Details Critical Functions Key Resources Information Technology Instruction
Contacts: Department Contacts l + Add Department Contact ]
Department Contacts 4 New Action
Key Institution Contacts Item
Key External Contacts © View Page
#=h Print PDF

Contacts: New Department Contact

First name Special skill

Guidance

Last name

= ltis important to list all
department staff who wil have =
role during a recovery effort

. 3 Successorship = Smaller departments can add all

Title or Function| @ Not a successor e s ke v

larger departments 2 current

@ First leadership successor department staff listing with al

«contact information should be

@ Second leadership successor attached as a document at the

plan level. Alternatively, ensure

@ Third leadership succesor that all key staff members have =

list, which ia always current, or

O Holds formal delegation(s) of have a current group listing set up

in their cell phones. 1 an

Alternate Phone authority (describe below) mwnc,i:w Gy

Additional comment need to be comtacted, whether or

not they have a role during

recavery, to determine the state of

office Email their wellbeing. [fthey are nt =t
A the ste of the emergency. they wil
need o be informad of the

'emergency and given direction on
next stepe.

Alternate Email » Alsadership successoris =
person who would be an
appropriate substitute if the head
of the unit is unavailable. In most
cases, this will not be an officially-

designated position. However,
during an emergeney, and if
designated, this person will have
the same decision-making
authorities 2= the head of unit,
including procurement and
‘document-signing or approval
activities.

* Mote: If the Leadership Successar
jposition is an officially-designated

position, a written confirmation by
the di leade: b
X Cancel + Save 4 Save and New Ll
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5 Financial Services | In Progress 2

< Back to Dashboard Plan Details Contacts

Critical Functions Key Resources Information Technology Instruction

Contacts: Key External Contacts

Department Contacts There are no items to view.

Key Institution Contacts

External Contacts

Contacts: New Key External Contact

Company or Organization

First Name

Last Name

Address

Comment

*® Cancel

+ Save

& Add Key External Contact |

== New Action
ltem

© \iew Page

#= Print PDF

Work Phone

Mobile Phone

Thisis a

Please select...

Products/services supplied (if vendor)

Alternate vendors: (If vendor, name one or two
alternates)

== Save and New

10
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9.0 Critical Functions Section

Critical functions are the functions that your department provide for the campus that need to be
continued in the event of an emergency. The levels of criticality are:

Level 1 - Emergency response functions or high impact on health and safety (0-24 hours)
Level 2 - Moderate impact on health and safety or critical campus operations (1-3 days)
Level 3 - Critical campus operations that must resume in 4 to 21 days

Level 4 - Low impact, recovery in 3 weeks or longer (not needed to be included in plan)

To add a critical function click on “Add Critical Function”

EJ Training Business Continuity Plan | In Progress 2
& Backto Dashboard Plan Details Contacts Key Resources Information Technology Instruction
Critical Functions [+ Add Critical Function ]
Function Level of Criticality 4 New Action
= Make High - High Impact qn Public Health and Safety ) _ e
vments (up to 24 hours) / High Impact on department #edit @ delele
pay Critical Operations (up to 72 hours) © View Page
= Print PDF

Enter the function name and select the level of criticality/time needed for recovery for the functions
provided by your department.

New Critical Function

* Function * Level of Criticality

Critical - Emergency Respon: ~

Critical - Emergency Response Function/High Impact on Public Health or Safety (0-24 hours)
High - Moderate Impact on Public Health and Safety/Critical Campus Operations (1-3 days))
Moderate - Critical Campus Operations (4 to 21 days)

Low - Low impact (3 weeks or longer)

some typical examples:

= research

= nen-elective surgery

* purchasing

* paying employees

= inpatient care

= facifities rapair

= providing meals for residents of
university housing

» phamnacy services

= grant accounting

Levels of Criticality following disaster

= Critical - Emergency Response
Function/High Impact on Public
Health or Safety (0-24 hours):
Must be continued at nomal or
increased service load.

= High - Moderate Impact on Public
Health and Safety/Critical
Campus Operations (1-3 days)):
Must be continued if at 2l
possible, perhaps in reduced
mode

* Moderate - Critical Campus
Operations (4 to 21 days): May
pause if forced to do so but must
resume in 21 days or sooner.
(Examples: instruction, research,
payroll, student advising)

+ Low- Lowimpact (3 weeks or

+ Save and New longer): Resume when condiions
permit.

11
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Enter the information related to the critical functions. There are seven pages related to each critical
function that are listed on the left. The most important information is the “Description” and “How to
Cope” The information fields circled below should be completed. The rest is optional.

ﬂ Training Business Continuity Plan | In Progress L
& Back to Dashboard Plan Details Contacts Critical Functions Key Resources Information Technology Instruction
Purchase goods and services: Descripti...
| * Critical Function Name * Level of Criticality
Peak Periods Purchase goods and services High - High Impact on Public Healtt -

R New Action
Documents Brief Description of This Function ltem
Dependencies © View Page
Consequences 4 = Print PDF
How to Cope Mame of Section or Unit That Performs This Function (if applicable)

Action ltems
@ Guidance v
4

Remember to use the Save button after
entering or editing information on this

Responsible People (give names unless this is a generic group)
page.

12



\Ta

4 Backto Dashooand

Descripticn
Peak Periods
Documents
Dependencies
Conzequences

Action ltems

Eagle Ready Business Continuity Plan Instructions

Training Business Continuity Flan | In Progress

Plan Datalls Contiacts Critieal Functions ¥y Rescurcas Infarmaticn Technaiogy

Purchase goods and services: How to Cope

[ Space

How would you carry out this critical function if your usuzl space is not available?

Instruction

+ New Action
Item
\
4 & \fiew Page
rStaff 8 Print FDF
How would you carmy out this critical function if, for couple of manths, your average absence rate of faculty & staff were 30%7 This could easily be the case in a flu pandemic.
@ Guidance hd
\. e ;
. . R cmeton e szrduzea gk
Disruption of phone services? RN
fellzudog £ Sacster Voo mer ke
If your primary phone, i.e., office phone system, is unavailable what alternate method of communication will you use? riaaing cartis ke ez, auch ex
P

( Unique Skills

Does the successful performance of this critical function require the skills or knowledge of any one particular staff member (or her files)? If s, how will you dezl with her absence?
Cross4rain a co-worker in advance? Outsource? Some other strategy?

[T

ond geirty, rot

\. . el
=ontirue (or regidhy noer] cur
. eching ek, pee
( Working at Home e

Visualize an environment of contagious illness. Suppose the campus requested that as many faculty & staff as possible work from home for a month or two (stay away from cam
to minimize contagion). Can you perfomn this critical function with some {or 2ll) staff working from home? What eguipment, supplies, and armrangements would be needed?

\
s
Network Access
How would you carry out this critical function if the data netwaork is not available?
\ 4
Show Stoppers
Is there any resource that is so important or irreplaceable that you CANMNOT perform this function without it?
P
Risk
'Will any of your above suggestions exposs the institution to risk? If so, can you suggest how to mitigete/control this risk?
A
Policy Exceptions
‘What policy exceptions might be needed to camy out your above suggestions? Who woul d have the autharity to grant them?
P

Additional Vulnerabilities

nametar whet e cordtira,
2m brtedl it s rnded
st ¢ amperee demmeet end
tiplod Hom the Cocormanta
#1mir 2ggeaticra g e g
dinmrtar praperetions, theta frm
ctar s | b cakoud = ety
mich Aton Hama!

e pler g dor e g =

thar fezimea whan s fuas
s Weud ke pmaskats
omperamte wih smporery heig?
Warw vl oo gui tha=? Wil dhay
rand et

= Tha ek frae Lz s |
3k whe emong your fesuly erd
rff cme o compusteg from
horma. Conider whether your urit
‘i hea tmaes thet cenbe doneet
horma WITHDUT & competar.

13
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10.0 Key Resources Section

This section is for recording information regarding the department’s staff and faculty. The critical need
is to have a plan for contacting the department during an emergency.

Staff Basic information is related to having an emergency contact list for the department.

E\J Training Business Continuity Plan | In Progress 2

¢ Plan Details Contacts Critical Functions Information Technology Instruction

Key Resources: Staff Basics

i Does your unit have a (printed) emergency contact list for faculty & staff?
Cotatpasion ] e vt v emen v
Please select... v
Work From + New Action
Home " " "
fho holds copies of the emergency contact list? (Be specific) ltem
Teams .
© View Page
Skills
\ £ & Print PDF
Staffing fwho updates the emergency contact list?
Requirements
Documents \ y @ Guidance v
Equipment & Who knows how to check messages on your department’s main phone line? Every uniit is asked to keep its own list
. of home contact information for faculty
Su ppl 1es & staff. Your list should be
Facilities & « inaformat of your choosing

. = heldby h l= to by
Transportation eld by encugh pecple tobe

useful

Who knows how to record a greeting on your department's main phone line? « treated as confidential

= kept securely at home and at work
= updated at least twice a year

Who can post messages on your department's web site (i.e., do the actual mechanics)?

Do your staff use any shared passwords that should be kept available?

Comment

14
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The Staffing Requirements page is for defining the minimum number of resources to support the critical
function.

I Financial Services | In Progress b3
€ Back to Dashboard Plan Details Contacts Critical Functions Key Resources Information Technology Instruction
Key Resources: Staffing Requirements New Requirement
Staff Basics FTE <+ New Action
re%mred
Work From Home under
normal FTE who may [tem
conditions be available .
Teams use FTE for @ \View Page
I = rtial Eequired reassignment
i Critica Sta Es-eg uring auto- i
Skills Function category Shift 3.5) crisis calculated) 8} Print PDF
l Staffing Requimmentsll Printing Da
checks Staff : 0.50 0.50 0.00 # edit i delete
Documents Shift )
) ® Guidance v
Equipment & Supplies — — - o The extreme demands that we may
- face during fima of crisis - including the
Facilities & need to ramp up certain services - may
. require temporary realignments of
Transport ation staff. These questions attempt 1o

Key Resources: New Requirement

* Critical Function FTE required under normal conditions

use partial FTEs - eg 3.5
Please select... (usep B

® Guidance v

Staff category

FTE required during crisis (see The extrame demands that we may
Please select... Guidance on right) face during time of crisis - including the
need 1o ramp up certain services - may

- require temporary realignments of
[shlft i :

q attemptto
‘adress that need by asking you how
many and what types of staffin your
department might be available to
assist elsewhers.

Please select...

IMPORTANT:
When estimating FTEs needed during
crisis, please consider the functions
criticality level -

= Critical 1: must continue (iife,
health, security)

« Critical - must continue, perhaps
in reduced mode
Critical 3 pause if forced, but
must resume in 30 days or sooner
Deferrable: resume when
conditions permit

*® Cancel + Save < Save and New

See expanded definitions

15
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The Equipment and Supplies page is to enter the office equipment required to do the critical
department functions. The central and distributed IT applications required are not entered here but in
the Information Technology section.

Ej Financial Services | In Progress 1

€ Backto Dashecand i Datala Contacts Griticsl Fanctions Ky Rasources fomaticn Techneicgy Instructicn

Key Resources: Equipment & Supplies

Staff Basics Office Equipmem q?-—l

Work From Home + New Action

_ Item  Minimum Required Comment
2amz —
Skills Workstation (includes desktop computer, network connection, € \igw Page
table, chair)
Staffing Requirements i = Frint FOF
Documents
Equipment & Supplies Laptop Camputer (car charger advised)

- el g - @ Guidance v
Facilities & £ — .
Transpartation

T {hard-wired)
I
Frinter
/%
Fax
A
Copier
e
Scanner
4
Server
o
Other Equipment
List equipment of any type, major items only. DO NOT list consumables. Explain if necessary. If you prefer, upload lists on the Documents screen.
o
Supplies
‘What supplies {consumabbes) must your unit absolutely have in order to function? If you prefer, upload lists on the Documents scraen.
e
In & sEvers pandem s may slow or cease fo f months due to employee absences at every level of the supply chain. Might your unit face a supply crisis? Do
you need to adjust youw entory practices, or to stockpi ecific items?
A

16
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11.0 Information Technology Section
This section is for specifying the central and departmental applications that are required to perform the

critical functions of the department. If the central application isn’t in the drop-down list, enter it in the
Custom Application field.

@ Training Business Continuity Plan | In Progress 3

< Elan Details Contacts Critical Functions Key Resources Instruction
Central Applications l + Add Central Application l

Central 4 New Action
Applications
ltem

Department

P © View Page
Applications

#=h Print PDF

Servers
Workstations
How to Restart @ Guidance hd

Add Central Application

Select an existing application from the list or add a custom one.

Central Application Custom Application

Guidance v

List the applications owned by the

central IT department. For each, please

indicate how critical the availability of

Level of Criticality that zpplication would be for your

department while you are recovering

i from an adverse event. The levels of

oriticality are similar to the levels that

you used to classify your critical

{ . . . N functions. See the Guidance below for
How quickly will you need this Comment expanded definitions.

application recovered?

= Functional Owner: the unit that
L Please select... v authorizes zny modifications

i » Technical Owner: the unit that has
system administrator or

programming access and

To enter critical department applications go to the Department Applications page and add an

application.

i Business Continuity Training Plan | In Progress L =
& Back to Dashboard Flan Details Contacts Critical Functions Key Resources Information Technology Instruction
Department Applications l =+ Add Application |
Central Applications 4+ New Action
Department temn
Applications © View Page
Servers
= Print PDF
Workstations

17
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New Department Application

* Application name

Functional owner

\,

7
Technical owner

\

Application type

Please select...

Backup frequency

Please select...

Backup media

Please select...

Is backup auto or manual?

Please select...

Is this a database application?
Please select...

Does this application move data to-

or-from any core campus systems?

Please select... -

If 50, what campus systems? Explain

s

Departments impacted by failure of
this application

Technical expert(s) for this
application

Person(s) responsible for recovery

Location of onsite storage (if any)

Location of offsite storage (if any)

Frequency of offsite storage
Please select...

Locations of installation disks &
documentation

Has a successful recovery been
done?

Please select...

Explanation or comment for any of
the above

How quickly will you need this
application recovered?

Please select...

@ Guidance v

The Information Technology Section
should be completed by someane

familiar with the IT applications and
equipment used in your department.

In the: Criticall Functions of this
questionnaire, the following were
identified as critical functions:

WNe Critical Functions are defined for
this plan.

Pleass enter here the [T appications or
systems that support these critical
functions. You, as IT person. may want
to consult with the functional
mangagers to identify these
applications.

DO HOT include applications whose
technical ownes is the central IT
department. These are listed on the
previous screen (Cemtrally-Owned
Applications), are under central
stewardship, and are not your concerm.
Also do not list servers - they will be
treated lates.

The appdications tolist here ane those
whose technical owner is your
department or anather department (but
nat central IT). Then go to the Detail
Screens.

= Tothe IT person: Practically no
research is needed or expectsd.
Wou will be eble to answer most of
the questions on the following
=creens easily.
A functional owner is the unit that
authorizes any modifications.
A technical owner is the unit that
has system administrator or
programiming access and
implements any modifications.

18
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12.0 Instruction Section

This section is only applicable for the academic units. The Academic Department type on the Plan
Details/Department Information page must be checked to access these pages.

@ Business Continuity Training Plan | In Progress I
& Back to Dashboard Plan Details Comacts Critical Functions Key Resources Information Te G
Instruction l-l- Add Department ]

This unit does not provide instruction. (If you check this box please hit Save then move 4 New Action
forward.)
ltem
O No
Save © View Page
instruction
= Print PDF

New Instructional Department

If your department does provide instruction, please pick your department from this

list. If necessary, select more than one.

Instructional department
Please select your departmel

Please select your department...

Child and Family Studies

Civil Engineering

Applied and Advanced Studies in Education
Curriculum and Instruction

Modern Languages and Literatures
Special Education and Counseling
Academic Programs

Accounting

Anthropology

Applied Gerontology

Asian and Asian American Studies
Biological Sciences

Cal State Teach

Chemistry and Biochemistry
Chicano Studies

Communication Disorders
Communication Studies

Computer Science

=+ Save and New

@ Guidance v

This section is for academic
departments that provide instruction —
either undergraduate or graduate.

= The Instruction Critical Function
Section addresses a core
question: what can faculty and
department chairs do to increase
the Ekelihood that instruction will
continue during and after a major
disaster?

= It may be appropriate to select
mere than cne department on this
screen — e.g., if this continuity
plan is being written for a “cluster”
of departments, or for some ather
unit that encompasses more than
one academic department.

19
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Once a department is chosen, click on the edit button to enter information

@ Business Continuity Training Plan | In Progress I

Plan Details Contacts Critical Functions

€ Back to Dashboard
Instruction

Name

Civil Engineering

Key Resources Information T

< Add Department

Chose High Priority Courses from the left menu to add high priority courses.

@ Training Business Continuity Plan | In Progress

Plan Details Contacts Critical Functions

£ Back to Dashboard

High Priority Courses
High Priority Courses
All Courses
Department Practices

Special Teaching lssues

Add High Priority Course

*Course
Number

* Course Title

© Course recording is available
© Course recording is available, but may be ocutdated
@ Course recording is not available, but course is suitable for recording
= All current sections have LMS sites
There is another instructor who can teach this course, if necessary

Comments

== New Action
Key Resources Information Technology Instruction
= Add Course
+ New Action
Item
@ View Page
= Print PDF

@ Guidance

On this screen we give special
attention to High Priority courses: the
courses whose internsption would
most threaten the progress of our
students and the integrity of the
curriculum.

A course is considered High Priority if it
meets these three criteria: it is an
undergraduate course, it is a lange-
enrollment course, and it is & pre-
requisite for a major or part of a
sequence. Graduatebevel courses in
professional schools (e.g. law.
business, health sciences) that meat
the 2nd and 3rd criteria will also be

20




Eagle Ready Business Continuity Plan Instructions

The All Courses page is for the following information.

4. the same or similar courses, common textbooks and
other course materials are used.

Comment

@ Business Continuity Training Plan | In Progress K3
£ Back to Dashboard Plan Details Contacts Critical Functions Key Rescurces Information Technology Instruction
All Courses
H‘gh Priority o e i canthis
Esumate i pracu%idb?
All Courses | epartment's expan in
i current usage your =4 New Action
D ; ¢ Pract Recommended practice of this pra department?
epartment Practices ltem
. ) . . Please sel - Please sel -
Special Teaching Issues 1. Canvas Sites: Every course has a Canvas site © View Page
Action ltems 4 Print PDF
Comment
P
@ Guidance hd
Grades Current: The following disasterreadiness
Grades are kept current at all times, using the Please sel Please sel - pracrices for inasructore wil facl e
2. the continuity of the curriculum under
Canvas gradebook tool. adverse circumstances.
= Please estimate your department
“s current usage of the practices
an this screen; 100% accuracy is
not necessary. We are reguesting
Comment this information to promate
P discussion and to encourage
adoption, not for audit purposes,
* Teaching Assistants = Graduate
Good Communication Ameng Teaching Assistantss: Studert Instructor
Consistency is achieved across discussion & lab * Feevent documents can be
' . ’ uploaded on the Documents
. sessions by fostering communication among Please sel = Please sel - screen
' Teaching Assistantss. (Possible methods: regular
meetings, a dedicated Canvas site for Teaching
Assistantss, etc.)
Comment
4
Common Course Materials: When instructors teach
Please sel -~ Please sel -
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The Department Practices page is for the following information.

i:ﬂ Business Continuity Training Plan | In Progress

€ Back to Dashboard Plan Details Contacts Critical Functions Key Resources

Department Practices

Information Technology Instruction

communicate rapidly with faculty, staff & students if

Special Teaching lssues disaster strikes.

Action ltems

Backup Plan for Academic Personnel: The department
has a plan for instructor substitution if necessary. The Please sele +
groundwork is laid by practices such as team-teaching,

rotating instructors, or substituting "topics in" courses

High Pricrity Courses - Is this currently
| Recommended practice being done? Comment
All Courses ) -
Strategy for Disaster Communications: The
Department Practices . department has a plan that details how it will Please sele -

Faculty Leaves: When faculty leaves are approved,
3. faculty members are informed of the possibility of
recall.

Please sele =

Innovative Pedagogy: Faculty are actively encouraged
4. to experiment with teaching tools before disaster
strikes and to share experiences with colleagues.

Please sele ~

== New Action

ltem

© \iew Page

= Print PDF

® Guidance v

The fallowing disaster-eadiness
practices for departments will facilitate
continuity of the curriculum under
adverse circumstances.

= We are requesting this information
o promote discussion endto
encourage adoption. not for audit
purposes.
Strategies for identifying
substitute instructors may vary by
discipline and by course type. Your
“Backup plan for academic
personnel” need not be a formal
document: however, it is important
o discuss this topic and take
appropriate action.

Redevant documents can be
uploaded on the Documents
screen.
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The Special Teaching Issues page is for entering information for specialized resources such as science
and computer labs, studios, field work/internships and animal quarters. Either choose from the drop
down for Existing Issues or enter a Custom Issue Name

E Business Continuity Training Plan | In Progress L
& Back i Dashboard Plan Details Contacts Critical Functions Key Resources Information Technology Instruction
Civil Engineering : Special Teaching Issues [ + Add Teaching Issue ]
High Priority Courses + New Action
All Courses e
Department Practices @ \View Page
Special Teaching i Print PDF
Issues
Action ltems

Add Special Teaching Issue

Select an issue from the list or add a custom one,

': Existing Issue

Issue Name .
@ Guidance v

Many courses require specilized
resources and lagistics. for example:

Science labs Alternatives
Computer labs

Studios (design or performance)

Field work / internships / experiential learning
Specialized instructional software

Access to collections (library, museum, etc)

* Lsborztories

= Design or performance studios
Field work / intemships /
experiential leaming

# *  Specialized instructional software
Access 1o collections (ibrary,
museum ete.)

These may pase particular challanges
to the continuation of instruction
during and after & major disaster. If
your department teaches courses that
have such specialized requirements,
please identify them here. Be brief.

*  Many courses have special
formats or require special
resources This screen asks youto
identify teaching situations that
may pase particular challenges
following 2 disaster, so we.can
sxplors possibla solutions.

* The availability of aitemative
strategies for special format
courses may vary. In some casss,
viabie atematives may not exist. If
you da have specific solutions that
wouid enable instruction to
continue, please say sol

* Relevant documents can be
® Cancel " Save + Save and New ﬂ:ad on the Documents

23



Eagle Ready Business Continuity Plan Instructions

13.0 Print Plans

From within a plan (in edit or view mode) select the Print PDF icon from the Action Menu to view an on-
screen presentation of the plan that you can print using your browser functions.

d Training Business Continuity Plan | In Progress 2

& Back to Dashboard Plan Details Contacts Critical Functions Key Resources Information Technology Instruction

Contacts: Department Contacts Add Department Contact
Department Contacts First name Last name Title or Function MNew Action
Key Institution Contacts Karen Melick Director #edit Wl delete )
Key External Contacts © View Page

= Print PDF

14.0 Plan Manager Functions

Manage Plan Access

Plan managers will the option in the left menu on the Plan Details section to “Manage Plan Access”.
Use the “Select a user” field to add new people to have manager, editor or view access to the plan.
Choose the edit function to the right of a person’s name to edit or delete a person’s access.

U Business Continuity Training Plan | In Progress j

& Back to Dashboard Plan Details Contacts Critical Functions Key Resources Information Technology Instruction

Manage Plan Access

=partme - ion| [Select A .
Department Informatic elect a user . coe— New Action
Action ltems Summary Flan editor . ltem
Department Documents i © View Page

First Last .
[ Manage Plan Access name name Email Phone Access {= Print PDF
) ) P Plan i
Update Plan Status Karen Melick kmelick@calstatela.edu T # edit

A Caidanan -
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< Back to Dashboard

Department Information
Action ltems Summary

Department Documents

Manage Plan Access

Update Plan Status

Update Plan Status

Eagle Ready Business Continuity Plan Instructions

Manage Plan Status

Plan Details

Business Continuity Training Plan | In Progress

Comtacts

Manage Plan Status

Name

Karen Melick

* Name

* Date

2020-04-14

Comment

® Cancel

Role

v Save

Critical Functions Key Resources Information Technology Instruction

Date
2020-03-30

[-|- Update Plan Status l

Status Comment =+ New Action
In Progress Hem
© \iew Page
=) Print PDF

@ Guidance v

Status

Complete

Complete

In Review
Current

Due for Review

LUse this screen to update the status of
aplan

= In Progress: A planthatis
cumenty being written or edited.
This is the default status for all
new plans.

= Complete: A new plan that has
been finished.

= Due for Review: An existing plan
that needs to be reviewed as part
of a regular review cycle.

= In Review: An existing plan that is
being reviewed.

= Cument: An existing plan that has
been reviewed and iz up-to-date.

The Comment field allows institutions
to be fiexible with procedures for
status updates. Check with your Ready
Admin for recommended or required

+ Save and New procedures for status updates and

review policies.

All plans begin with the status of In Progress. When the plan is complete, the person responsible for the
plan should update the plan status to mark it Complete. Once it's marked Complete, a plan can be
changed to In Review status any time it is being reviewed. When the plan is done being reviewed, the
reviewer can change it to Current status. The most recent Plan Status is listed at the top of the Plan
Navigation. The Update Plan Status screen keeps a record of each update. Updates can be deleted up
to seven days after they were entered. After that the record becomes permanent.

1
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