Site Relocation Checklist
Key Decisions/Authority

· Estimated time to be out of HQ 
· Who has the authority to relocate

Building Requirements
· Agency requirements for the building 
· Identify all agency sites and determine if any or some of these can be used as a back-up.

· Identify other agencies that are willing to share space.  It may be best to start with agencies that provide similar services because their building may meet some of the agency’s requirements, such as with space, equipment, and supplies.  Establish MOUs with partnering agencies.

· Relocation sites should be identified outside of a hurricane surge area (see OEM website).

· Name of building and location

· How long the building is available

· MOUs or agreements with other agencies that the alternate site may also have

· Points of contact at the building 
· Geographic location – how will staff/clients/others be able to access the building

· Transportation options to get to building

· What equipment/supplies will be needed? How will these be transported from HQ, purchased, or borrowed?

· What IT requirements will need to be put in place at alternate site?

Financial Considerations

· Financial feasibility

Service Delivery

· How quickly to services need to resume in the alternate site

· What services will be delivered

· Maintaining client confidentiality

· Will services be suspended; will another agency help to deliver services

· Any regulatory issues that arise when changing location

Staffing

· How will staff be accommodated; what types of staffing patterns will be implemented; what options are available for alternative working locations (e.g., working from home, or another program site)

· It may not be possible to move all staff and clients to the same location; determine the best way to split up clients/staff.
· Consider identification and credentialing needs for staff for access to alternate site
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