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Continuity of Operations Plan (COOP): University of Hawai'i Maui 

College (UHMC) 

Record of Changes 

The University of Hawaiʻi Maui College (UHMC) Vice Chancellor of Administrative Affairs or designee 
is responsible for the UHMC COOP and is authorized to make changes. All maintenance to the UHMC 
COOP will be tracked and recorded in the following table to ensure the most recent version is 
disseminated and implemented. The UHMC COOP will be maintained on an annual basis. 
 

Change 

Number 
Date of Change Section Changed Description of Change 

0 7/1/2026 N/A Initial Plan Implementation 

    

    

    

    

    

    

    

    

 

This record verifies that all mandated departments have acknowledged receipt and acceptance of 
their continuity responsibilities. 
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Chancellor  

Vice Chancellor of Academic Affairs  

Vice Chancellor of Student Affairs  

Vice Chancellor of Administrative Affairs  

 

--------------------------------------------------------------------------------  
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1. Introduction 

The University of Hawaiʻi Maui College (UHMC) Continuity of Operations (COOP) Plan was 

developed in accordance with the guidance provided by the State of Hawaiʻi Administrative 

Directive No. 23-02 & 15-01, the Federal Emergency Management Agency (FEMA), and 

industry-academic best practices.   

The plan falls under the guidance of the UH Board of Regents Executive Policy 2.203, 

Emergency Management.  The purpose of this policy is to ensure that each campus develops 

and maintains a multi-hazard emergency management program utilizing emergency mitigation, 

preparedness, response, and recovery.  This policy shall be implemented in concert with 

individual campus security programs, policies, and procedures. 

As such, this UH Maui COOP Plan serves as a multi-hazard emergency management program 

utilizing emergency mitigation, preparedness, response, and recovery.   

a. Mission and Purpose, Applicability, and Scope 

i.   Mission 

The primary mission of UHMC is to provide high-quality education and environments 

where faculty, staff, and students can discover, preserve, and transmit knowledge to ensure 

the survival and improved quality of life for present and future generations.  

ii.  Purpose 

This plan ensures the continued performance of UHMC’s Primary Mission Essential 

Functions (PMEFs) before, during, and after any incident. It aims to reduce loss of life, 

minimize property damage, and ensure successful succession and devolution of authority. 

iii. Applicability and Scope 

This plan applies to all UHMC students, faculty, and staff. It covers the Kahului campus and 

its outreach centers in Hana, Moloka'i, and Lana'i. 

b. Situation and Assumptions 

i.    Situation 

UHMC (Kahului campus) encompasses 78 acres in an urban area centrally located in 

Kahului, Maui. As of Fall 2025, the campus serves approximately 2,997 students with over 

400 faculty and staff.  

ii.  Assumptions 

• Incidents may occur with or without warning at any time.  
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• Disasters (meteorological, geological, or human-caused) may disrupt normal 

operations and require relocation to alternate facilities.  

• Personnel and resources outside the affected area may be available to report to 

alternate facilities or work remotely.  

• UHMC must be prepared to resume essential functions within a 12-hour window 

and sustain them for up to 30 days.  

c. Continuity Objectives 

In accordance with Federal Continuity Directive 1, UHMC is mandated to: 

1. Sustain Primary Mission Essential Functions (PMEFs). 

2. Reduce loss of life and minimize property damage. 

3. Execute a successful order of succession with legal authority. 

4. Mitigate disruptions to institutional operations. 

5. Maintain viable, geographically separated continuity facilities. 

6. Protect vital records, equipment, and assets. 

7. Achieve orderly recovery and reconstitution. 

8. Validate readiness through a dynamic Test, Training, and Exercise (TT&E) program. 

These parameters provide the framework for the four-phase operational response. 

--------------------------------------------------------------------------------  
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2. Essential Functions, Processes, and Positions 

a. Essential Functions and Processes 

Essential functions are those functions that enable UHMC to perform its statutory duties 

as outlined in Regent’s Policy 4.201. Essential processes are the tasks and procedures that 

support essential functions.  Listed below are UHMC’s essential functions.  When the 

UHMC COOP Plan is activated, functions and processes are to be continued and preserved 

(and if disrupted, recovered) as prioritized below. 

Priority Essential Function Essential Processes 

1. 
Provide quality education and training 
at the undergraduate, certificate, and 
continuing education (non-credit) 

Academic processes, including curriculum 
development and delivery, student admissions 
and registration, academic advising, and degree 
conferral 

2. 
Create knowledge through research 
and scholarship 

Research and Training Activities, including 
conducting basic and applied research, securing 
research funding, and disseminating research 
findings 
 

3. 
Provide service through extension, 
technical assistance, and training 

Administrative and operational processes, 
including financial management, human 
resources, facilities management, information 
technology services, legal and regulatory 
compliance, and student support services. 

4. 

The university is committed to social, 
cultural, environmental, and economic 
sustainability in operations; education, 
research and service; planning, 
administration, and engagement; and 
cultural and community connections 

Public Service and outreach, including community 
engagement and extension services 
 

 

In the event of a disaster, UHMC identifies PMEFs through Business Process Analysis (BPA). 

These include:  

• Direct support of National Essential Functions (NEFs).  

• Academic continuity and student record preservation.  

• Management of vital records, including digital access keys and recovery vendor lists. 

b. Essential Continuity Positions 

There are select UHMC key staff and academic, administrative and support departments 

that are critical to essential University of Hawai'i (UH) operations.  In the event the COOP 

Plan is implemented, key leadership and support personnel may be activated to perform 

https://hawaii.edu/policy/?action=viewPolicy&policySection=rp&policyChapter=4&policyNumber=201
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the critical tasks supporting UH's essential functions and processes.  Select key UHMC staff 

shall be trained on the skills necessary to complete essential position tasks. 

Due to the changing nature of personnel, this document focuses on essential continuity 

positions rather than essential staff.  A list of the personnel that fills essential positions is 

maintained as a separate document internal to UH.  

Upon COOP Plan implementation, UHMC will ensure the applicable following positions are 

filled.  The positions listed represent general essential continuity positions regardless of 

hazard.  UHMC leadership will determine the staff necessary to complete essential incident 

functions. 

 

 

c. Emergency Relocation Group (ERG) 

Key personnel designated as the Emergency Relocation Group (ERG) are responsible for 

continuity implementation. The Campus Crisis Management Team (CCMT) make up the ERG 

and includes: 

• Incident Commander: Chancellor or Vice Chancellor of Administrative Affairs 

• Public Information Officer (PIO): Vice Chancellor of Student Affairs  

• Security and Safety Officer: Security Chief 



Continuity of Operations Plan (COOP) 

University of Hawai'i Maui College (UHMC) 

P a g e  8 | 17 

 

• Liaison Officer (LNO): Information Technology Director 

• Operations Section Chief: Physical Plant Manager 

• Planning Section Chief: Vice Chancellor of Academic Affairs 

• Logistics Section Chief: Director of Extended Learning & Workforce Development 

• Finance/Administration Section Chief: Fiscal Manager 

• Public Health Section Chief: Health Center Director 

--------------------------------------------------------------------------------  
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3. Concept of Operations: The Four-Phase Response 
The concept of operations for the UHMC COOP Plan consists of four phases: 

Phase Name Location Duration Personnel 

0 
Readiness and 
Preparedness 

UHMC  
Continuous until 
COOP incident 

All staff 

1 
Activation and 
Relocation 

UHMC As warranted Select key staff 

2 
Alternate Facility 
Operations 

UHMC Alternate Site  
 

As warranted Select key staff 

3 Reconstitution As appropriate As warranted Select key staff 

 

Phase 0: Readiness and Preparedness 

Institutional readiness is an active state and includes ongoing activities: plan review, annual 

updates, and staff training. Continuity personnel must maintain a posture of constant 

preparedness. COOP Activities during this phase include: 

a. Communication 

1. Campus-wide coordination, including establishing a central COOP management team 

with representatives from essential departments. 

2. Development of campus-wide communication protocols to provide timely and accurate 

information to stakeholders during emergencies. 

3. Conduct regular COOP training, orientation, and coordination activities with state, 

county, and private partners. 

4. Test effectiveness exercises of the COOP and evaluate results and make necessary plan 

revisions. 

b. Logistics 

5. Maintain an inventory of critical resources, including equipment and data. 

6. Implement a comprehensive data backup and recovery plan to protect critical data, and 

ensure off-site data storage and regular testing of recovery procedures. 

7. Identify alternate resources and suppliers. 

8. Establish agreements with vendors for essential supplies and services and maintain 

stockpiles of critical supplies. 

9. Ensure access to emergency funds to support recovery efforts, and establish procedures 

for tracking and managing emergency expenditures. 

10. Plan for the continued support of the student body, including continued access to 

mental health services, and financial aid support. 
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c. Operations 

11. Regular and emergency operations, situation response, recovery, monitoring, and 

forecasting. 

d. Policies and Procedures 

12. UHMC’s detailed COOP is tailored to its unique risks and resources, and is owned by 

the UHMC Chancellor or designee, responsible for COOP development and 

maintenance. 

13. This plan is annually updated for regular maintenance, review, and revision of COOP 

campus-level plans and documentation. 

14. This plan incorporates all relevant federal, state, and local regulations, data privacy 

laws and cybersecurity requirements. 

15. This plan shall incorporate an IT disaster recovery plan to restore critical IT systems and 

applications. 

e. Risk Assessments 

16. Identify hazards by assessing potential threats, including natural disasters, 

technological failures, and human-caused incidents. 

17. Evaluate the potential impact of each threat on essential functions, facilities and 

personnel, and prioritize critical functions which must be maintained during an 

emergency. 

f. Roles and Responsibilities 

18. Defining clear roles and responsibilities for COOP activities. 

19. Establish clear lines of succession for key leadership and operational roles. 

20. Identify essential academic, administrative and support functions that must continue 

during a disruption, and establish recovery time objectives for each. 

Key Staff Responsibilities 

Position Responsibilities 

Chancellor, or designee 
Strategic leadership; COOP implementation; update successions; 
ensure emergency funding. 

Security Chief Execution of alert/notification tests and TT&E exercises. 

Director of Information 
Technology   

Monthly contact roster updates.  

Human Resources 
Manager  

Systematic review and maintenance of vital files, records, and 
databases; maintain telework agreements. 

Continuity Personnel Maintain readiness; participate in TT&E; maintain current contact. 
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Phase I: Activation and Relocation 

Activation is a scenario-driven process initiated by the Chancellor or designated successor.  

Event Type Duty Hours Non-Duty Hours 

With Warning 
Evaluate threat; determine if safe 
to remain. 

Notify staff; determine safety of returning 
next day. 

Without 
Warning 

Verify evacuation; follow first 
responders. 

Assess campus damage; determine 
operational timeline. 

a. Alert and Notification 

Upon activation, the Chancellor or designated successor will notify the Campus Crisis 

Management Team (CCMT), the University of Hawai'i President’s office and make contact 

with the Maui County Emergency Management Agency (MEMA) via 

https://www.mauicounty.gov/2921/Emergency-Management-Agency or by telephone at 

808-270-7285.  

Students and employees will be notified via the UH RAVE system and through internal 

communication trees. 

b. Academic Continuity 

In the event that the Kahului campus or its outreach centers are deemed uninhabitable, all 

student learning and instructional activities will immediately transition to online 

coursework to ensure minimal disruption to the academic calendar. 

c. Employee Relocation 

Essential continuity employees, designated as the Emergency Relocation Group (ERG), will 

be directed to relocate to pre-identified alternate sites to maintain Primary Mission 

Essential Functions (PMEFs). Should conditions prevent an ERG employee from reaching 

the alternate site(s), the employee will remain in constant communications with the ERG 

group as infrastructure allows.  Each ERG employee will designate an alternate employee to 

fill their role should their availability or communications become limited. 

d. Alternate Facilities 

Relocation sites may include, but are not limited to, Maui County facilities, regional 

outreach centers in Hana, Moloka'i, or Lana'i, or other designated State of Hawai'i facilities 

as coordinated with the Maui Emergency Management Agency (MEMA). Relocation may 

also allow for remote leadership coordination via a Virtual Emergency Operations Center 

(VEOC) allowing ERG members to communicate and access critical data. 

https://www.mauicounty.gov/2921/Emergency-Management-Agency
https://hawaii.edu/alert/
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e. Operational Readiness 

ERG members must establish operational capability at these alternate sites within 12 hours 

of activation and must be prepared to sustain operations for up to 30 days. 

f. Orders of Succession and Delegation of Authority 

Successors are pre-identified and formally promulgated to ensure legal and operational 

continuity. This ensures that the institution’s authority remains undisputed even if primary 

leadership is unavailable, providing the necessary conduit for disaster intelligence. 

g. Devolution of Control 

Devolution is the transfer of authority when the primary ERG is incapacitated. 

• Trigger: Total loss of the Kahului campus leadership or primary campus viability. 

• Requirements: A viable devolution plan requires prioritized functions, rosters of trained 

personnel, and a formal process to restore authorities to pre-event status. 

• Devolution Office: If UHMC ERG is unable to function or staff members are incapable of 

performing essential functions due to destruction of the primary and alternate facility 

sites, and personnel have been incapacitated, the UH President’s office, as well as local 

first responder agencies, will be notified by whatever means available. Upon 

notification, the UH President may devolve UHMC authority until UHMC is able to 

resume its essential functions. 
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Phase II: Continuity Operations 

The strategic priority is 100% personnel accountability. Immediate action items upon Activation 

include: 

• Action Item 1: Power, IT infrastructure, and HVAC if applicable, are verified. 

• Action Item 2: ERG members check in for accountability and assignments. 

• Action Item 3: Staff resume essential functions within the 12-hour window. 

Information management provides the situational awareness required to manage an Activation: 

Information 
Element 

Specific 
Requirement 

Responsible Element Frequency 

Personnel 
Accountability 

Status of all ERG 
and non-ERG staff 

Human Resources Manager 
Hourly post-
activation 

Operational 
Status 

PMEF capability 

 

IT system status 

Chancellor, Vice Chancellor of 
Administrative Affairs 

Director of Information 
Technology 

Hourly (starting 
NLT 6 hours post) 

Hazard 
Information 

Threats specific to 
continuity site 

Chancellor requests updates from 
Maui County Emergency 
Management 

Twice daily 

 

a. Continuity Communications 

UHMC maintains redundant IT systems. As a subset of the ERG, an IT communications 

system must be operational within 2 hours of Activation and include specific equipment for 

employees with disabilities and hearing impairments, ensuring inclusive institutional 

continuity.   

• Primary: UH RAVE Alert System (text/email).  

• Secondary: UHMC telephone Hotline, emergency website banner, and emergency 

voicemail.  

b. Vital Records Management 

Vital records include the information systems and documents needed to support PMEFs. 

The UHMC vital files, records and databases may include but are not limited to the 

following: 
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• Contact and distribution lists 

• UHMC CCMT Staff Roster 

• UHMC Phone Directory List 

• UHMC Emergency Response Plan 

• UHMC COOP 

• Emergency Checklists 

• Procedural Guidelines 

• Inventories 

• Access codes 

• Recovery vendor lists 

• Governor’s Admin Directive 23-02, 15-01 

• HRS Chapter 304A and Chapter 76-11 

Electronic vs. Hardcopy: UHMC recognizes the logistical challenge of island-based 

hardware recovery. Consequently, vital records must contain redundant digital access keys 

and a list of off-island recovery vendors if local hardware is compromised. 

c. Budgeting and Acquisition 

UHMC allocates funding for 30 days of emergency operations. Linking the budget to a 

multiyear strategy ensures the COOP is not an unfunded mandate. Without this fiscal link, 

the continuity program becomes a "paper plan" that will fail during a multi-week 

relocation. 
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Phase III: Reconstitution Operations 

Reconstitution involves the orderly transition back to normal operations. 

• Safety Assessments: Facility managers must conduct health and security assessments 

before reoccupation. 

• After Action Review (AAR): An AAR is mandated to feed findings into the Corrective Action 

Program (CAP), ensuring the circular nature of the response phases improves future 

resilience. 

--------------------------------------------------------------------------------   
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4. COOP Plan Maintenance 

a.  Maintenance Schedule 

The UHMC COOP is reviewed annually to reflect organizational changes and ensure the 

plan's continued viability. This includes testing, training, and exercises (TT&E) to achieve 

hazard readiness and attain operational capability.  

Activity Task Frequency 

Plan update Review the entire plan for accuracy 
Incorporate lessons learned and changes in policy and philosophy 
Manage distribution of plan updates 

Annually  

Maintain and update 
Orders of Succession 

Obtain names of current supervisors and designated successors 
Update delegation of authorities 

Annually 

Checklists Update and revise checklists 
Ensure annual update/validation 

Annually 

Contact lists Obtain, maintain, and update appropriate contact lists Annually 

Update all positions Confirm/update information on members of the recall roster  Annually 

 

b.  Authorities and References 

i.    Authorities 

(a) Homeland Security Presidential Directive 5 

(b) Hawai`i Revised Statutes Chapter 127-A 

(c) Hawaiʻi Revised Statutes (HRS) 304A 

(d) Hawaiʻi Administrative Rules (HAR) Title 20 

(e) Governor’s Administrative Directives 23-02, 15-01 

(f) University of Hawaiʻi Board of Regents Executive Policy 2.203 

ii.   References 

(g) FEMA Continuity of Operations Plan Template and Instructions 

(h) FEMA IS-1300: Introduction to Continuity of Operations 

(i) 2024 State of Hawai`i Emergency Operations Plan 

(j) 2023 State of Hawai’i Hazard Mitigation Plan 

iii. Agency Executive Policy 

(k)  UH Executive Policy E2.203 

-------------------------------------------------------------------------------- 

  

https://www.hawaii.edu/policy/?action=viewPolicy&policySection=ep&policyChapter=2&policyNumber=203
https://www.hawaii.edu/policy/?action=viewPolicy&policySection=ep&policyChapter=2&policyNumber=203
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5. Appendix 

a.  Order of Succession 

In the event the Chancellor is unavailable, the following order of authority applies: 

1. Vice Chancellor of Administrative Affairs 

2. Vice Chancellor of Academic Affairs 

3. Vice Chancellor of Student Affairs 

4. Physical Plant Manager 

5. Chief of Security 

6. Director of Office of Extended Learning and Workforce Development 

7. Director of Information Technology 

-------------------------------------------------------------------------------- 
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