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WDT SIMULATION CENTER								August 17, 2016
MEMORANDUM FOR Whom It May Concern
SUBJECT:  Continuity of Operations Plan

1. In accordance with the WDT Simulation Center’s 2016-17 unit plan, the Simulation Center Director is responsible for developing a continuity of operations plan.  The goal is to mitigate interruptions in simulation operations during staff prolonged absences.  This plan also directly supports the 2016-21 WDT Strategic Plan and Institutional Effectiveness benchmarks.  

2. The WDT Simulation Center staff common tasks are listed below:

a. Weekly
i. Ensure employee time cards are approved in Skyward NLT each Tuesday at noon.
ii. Meet with the WDT Vice President of Institutional Effectiveness and Advancement every Wednesday at 10 AM.
iii. Review the Sim Maintenance Log spreadsheet.  Reference:  I:\Simulation Center\Sim Maintenance Log
iv. Review the Sim Center Procurements spreadsheet for the current year.  Current Reference:  I:\Simulation Center\Procurements\2016
v. Check mailboxes for deliveries and/or mail.
vi. Update the current month’s Monthly Activity Report.  Current Reference:  I:\Simulation Center\MAR\2016
vii. Review Simulation Center Outlook calendar for next week.
viii. Update SPOL as needed.  Reference:  https://wdt.strategicplanningonline.com/SPOLNET/default.aspx 
ix. Delete unneeded simulation recordings per Simulation Center policy.
b. Monthly
i. Calculate Sim Center Metrics and forward report to WDT Vice President of Institutional Effectiveness and Advancement.  Reference:  I:\Simulation Center\Performance Metrics
ii. Check supply quantities and reorder as needed.
iii. Perform safety walk-around of all assigned areas.
iv. Perform database backup of WASP inventory software.  The WASP software is loaded on the WASP computer in the Sim Center.  Instructions on completing a backup are inside the jacket cover of the installation disk jewel case.
v. Complete the Sim Center Communications Report and forward to the WDT Vice President of Institutional Effectiveness and Advancement.  Reference:  I:\Simulation Center\Communications Report

c. Quarterly
i. Draft the Simulation Today quarterly newsletter and forward to the WDT Marketing Coordinator for printing.
ii. Draft an article for the South Dakota Department of Health’s Healthcare Workforce newsletter and e-mail to josie.petersen@state.sd.us 
iii. Tabulate quarterly expenditures and update the Quarterly Review tab on the current year’s procurement spreadsheet.  Current Reference:  I:\Simulation Center\Procurements\2016 
iv. While still under grant funding, draft and submit grant time and effort reports to the WDT Grants Manager.  Current Reference:  I:\Simulation Center\Grant Time and Effort Logs\2016

d. Semester
i. Send out simulation survey to faculty and students.  Utilize WDT surveymonkey.com account for the hyperlinks.
ii. Assess student success measures as required in the various unit plan goals in SPOL.
iii. Advise program directors/faculty of any new capabilities and/or limitations.
iv. Provide orientation training to new faculty and staff.  Reference:  I:\Simulation Center\Faculty Orientation

e. Semi-Annually
i. Complete performance review or evaluation of staff.
ii. Check oil quantity in each of the mobile headwall compressors.  Replenish the oil as needed.  Oil is kept in the Sim Center storage.
iii. Check simulator warranty status.  Work with the manufacturer and WDT Finance office to secure payment.  Reference:  I:\Simulation Center\Sim Warranty Dates
iv. Complete Sim Center inventory.  Use WASP database report for a list of items.  Update quantities as needed.  While under grant funding, provide a status report to the WDT Grants Manager.  Reference:  I:\Simulation Center\WASP Inventory Backup


LLOYD F. McNETT
WDT Simulation Center Director
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