Organization Name
Emergency Backup Critical Role Overview
This document provides an overview of the designated appointees as first and second backups of the Executive Director, Staff, and Critical Volunteer Roles of the ABC Coalition.  

Name, Coordinator (Name of employee and Position)
1st Backup(s): 	Name of Employee or Volunteer and current position.  For example, Alex Clark, Board Chair
2nd Backup(s):		Name of Employee or Volunteer and current position

Name, Executive Director (Name of Employee and Position)
1st Backup(s): 	Name of Employee or Volunteer and current position.  For example, Alex Clark, Board Chair
2nd Backup(s):		Name of Employee or Volunteer and current position

Name, Board Chair (Name of Employee and Position)
1st Backup(s): 	Name of Employee or Volunteer and current position.  For example, Mary Burkes, Healthcare Sector Representative
2nd Backup(s):		Name of Employee or Volunteer and current position
*Continue in the same manner for all other critical roles.
Approval and Annual Update: Responsibility of the appropriate Critical Role and the Executive Director.
Approved by:

____________________________________		_________________
Executive Director					Date












Name:  Mike Smith, Executive Director (Name of Employee or Other Critical Role and Title)
1st Backup(s): 	Name of Employee or Volunteer and current position.  For example, Alex Clark, Board Chair
2nd Backup(s):		Name of Employee or Volunteer and current position

Short-Term Staffing of Key Functions

A short-term absence is three months or less.

	Key Functions
	Short Term Staffing Strategies

	Public Spokesperson
	Name and Current Role
Example: Catherine Keys, Prevention Coordinator

	Organizational Operations such as payroll, board relationships and communications
	Name and Current Role
Example: Catherine Keys, Prevention Coordinator- Board Relationships
Mark Bay, Board Chair - Payroll

	Funders
	Name and Current Role
Example: Mark Bay, Board Chair

	Coalition Meeting
	Name and Current Role
Example: Catherine Keys, Prevention Coordinator



Cross-Training Plan

	Training Area
	Trainee
	Trainer(s)
	Training

	Grant Reporting
	Name
	Name
	Drug Free Communities Grant Reporting, State Reporting

	Coalition Meeting Planning and Implementation
	Name
	Name
	Agenda, Coalition Member Communication, Facilitation

	Grant Invoicing
	Name
	Name
	Financial Oversight, Federal Grant Invoicing, State Invoicing

	*Continue with other critical tasks 
	
	
	



Monthly Calendar of Events

	Month
	Key Events/Milestones
	Key Activities/Responsibilities

	January
	Monthly review of payroll and time off,
Staff meeting,
Coalition meeting,
Board meeting,
Grant reporting,
Health Council meeting
	Confirm and approve payroll
Draft Agendas
Board and Coalition Communication
Meeting Facilitation
Logic Model and Action Plan Update

	February
	
	

	March
	
	

	April
	
	

	May
	
	

	June
	
	

	July
	
	

	August
	
	

	September
	
	

	October
	
	

	November
	
	

	December
	
	



