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PREVENT AND PREPARE FOR PANDEMICS

BUSINESS CONTINUITY PLANNING
Guidelines for small and medium-sized enterprises

Increasing resilience and mitigating risk to enhance preparedness for crisis recovery



BUSINESS CONTINUITY PLANNING
FOR SMALL AND MEDIUM ENTERPRISES

Foreword

With workers, employers and communities facingghssibility of a catastrophic pandemic, three
years ago the ILO launched efforts to combat thecef of influenza outbreaks on livelihoods and
health and safety in the workplace. Its uniqueattipe structure places it in an extremely
favourable position to address the concerns of gonents, employers and workers regarding the
threats posed by the disease. ILO’s goals are tdiofiost, to grapple with the current effects of
the most recent influenza strains (avian and swimeéhe workplace, promoting good practices
that can limit their spread, and second, to engmipgeparedness in case of a pandemic.

The ILO started being actively involved on influangsues when it hosted a technical workshop,
“Avian Flu and the Workplace: Preparedness and &esy, on 27 September 2006. This
conference concluded that ILO’s response shouldsfam: protection of livelihoods, respect for
international health regulations, information shgriand the promotion of sound preventive
behaviour. Since then, through three different gutg, the ILO and its Constituents promoted
practical preventive actions for Avian Influenzaddfandemic Human Influenza at the workplace.
Countries in Asia, in particular Thailand and Indseia, are already sharing good practices
developed through these recent initiatives. Moreotee ILO is continuing to support and
strengthen coordinated efforts to effectively proenaorkplace preparedness plans in the face of
an influenza pandemic.
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ILO’s most recent project for livelihoods suppomnidgpandemic influenza (in Thailand, Indonesia,
Vietnam, Laos, Cambodia, Malaysia) assists smallraedium enterprises (SMES) in their effort
to develop contingency plans to protect their woskieom future Pandemic Human Influenza.
This manual should be used as a practical tool ridsvthis objective. Better work conditions can
result in higher productivity and improve the qtyabf work. Even the simplest measures, such as
regular cleaning of equipments and proper stordgeaierials, can considerably reduce work
hazards and upgrade efficiency.

This compilation of good preparedness practiceadens the series of publications already started
with the two action manuals for SMEs published bg tLO Sub Regional Office in Bangkok.
Ideally, these guidelines for business continulnping will be constantly updated and improved
with the contribution of the readers and, amongnthespresentatives of SMEs, workers’ and
employers’ organizations. Such a participatory apph will enrich and complete ILO’s effort.

The manual, employing a user-friendly approacipag of the work plan of the ILO Task Force
on Influenza Prevention and Preparedness coordinbie Donato Kiniger-Passigli, Senior
Specialist, Strategic Partnerships and Crisis RespdCoordination, assisted by Elisa Selva,
Influenza Focal Point. Special thanks go to all raera of the task force and ILO staff, who have
provided valuable comments.

Alfredo Lazarte-Hoyle
Director
ILO/CRISIS
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Preface

This model business continuity plan has been etbdron the basis of ILO’s recent research and
field work for livelihoods support and pandemicy@stion.

Through the UN Central Fund for Influenza Actioe #hO developed three consecutive projects

in the Asian region to prepare workers and empbyeithe face of a possible influenza outbreak
and, in the worst case scenario, of a pandemic.

ILO efforts are aimed at reducing risks of infentiamong workers and at inducing behavioural
change, equally targeting formal and informal ecoi®s. Among the most important
achievements obtained so far, the following agésitan be enlisted:

- collective good practices were promoted;

- workers in rural and urban areas were advised ors weaimprove safety and health standards;
- training materials on prevention and preparedness weveloped and disseminated,;

- awareness raising and advocacy programmes wereicieadat enterprise level.

Moreover, a network of actors involved in influenaad pandemic prevention was created
globally, and interministerial cooperation was li#&ied in selected countries.

! Avian Influenza and the Workplace (Thailand), stdrin October 2007 and ended in January 2009;mAvifluenza
and the Workplace (Indonesia), started in April 2@hd ends in June 2009; Livelihood Support foradwinfluenza
Prevention and Pandemic Human Influenza Preparsditdbe Workplace, started in February 2009 amdiiigently
ongoing in Thailand, Indonesia, Vietham, Laos, Cadid and Malaysia.

5
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Notwithstanding the encouraging preparedness messiiready put in place, one area of interest
to workers and employers was not adequately cowsedbusiness continuity planning This is

the objective of the present manual. The developnaércompany contingency/preparedness
plans, as a participatory process, will help idgrttie risks that might affect a specific business
organization in times of crisis and devise straedb reduce their impact. Lessons learned from
various sudden onset crises recommend that wosgketemployers consider, ahead of time, how
best to organize their work in the face of possiiEastrous scenarios, in order to reduce their
devastating impact and prepare for immediate basinecovery. When a disaster strikes, the scale
of its impact is, in part, determined by the spaad effectiveness of the response of all actors —
communities and members of the society alike. &exness is a key prerequisite to effective
response.

With the ultimate objective of supporting and a&ses livelihoods in the event of a pandemic

outbreak, the ILO has now compiled a standard lessircontinuity plan comparing different

instruments of various specialized institutions and privatenpanies. This model could stand as a
general reference for those small and medium emdéegomost at risk of being seriously affected
by a pandemic outbreak, and could be adopted asdalme to increase resilience and mitigate
risk, thus enhancing preparedness for fast recovery

A business continuity plan provides opportunities only to cope with adverse events, but also to
develop a stronger strategical approach that wilprove overall business operations and
processes.

2 In particular, the “Pandemic Influenza Workbool/the Australian Government was taken as main eefzs.

6
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The reality of workers and employers is not theyanie that can be addressed through this tool:
business continuity planning has also a positimuwued on local communities, both in terms of
preparedness and of recovery. ILO’s current livadidls support programme in East Asia will help
by adopting similar guidelines at the local leVettcan be transferable to different regions, ab th
companies and communities can be better preparesiflden crises.

The seven-step process which the manual recomnsdraddd give the reader the opportunity to
reflect over the essential elements of a businessimtity/emergency plan. All pages contain a
notebook space to write down personal consideration suggestions. Each and every step has a
dedicated annex at the end, in the form of a tet@plahich is intended to help consolidate the
company plan.

This manual should help companies, organizationd emmmunities to specifically prepare
themselves for a possible pandemic. However, itishioe applicable to different contexts in times
of crisis. ldeas, thoughts and reflections showddvalidated with individual practical experience
and are subject to further refinement. We are @uhate our readers for any suggestions which
may help us to improve the first version of thiokiet.

Donato Kiniger-Passigli

(Coordinator ILO Task Force on Influenza and Pariddtmeparedness)
Senior Specialist

Strategic Partnerships and Crisis Response Codi@ina

ILO/CRISIS
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STEP 1 - Know your business priorities

1.1 Key business products/services

Identify key business products/services and raakitin order of importance.
Keep in mind that the ranking could change in thrse of time.

Which is the product/service that most contributes to your revenues?

Is your most profitable product/service seasonal or subject to fashion?

Which external factors could impact on your product/service delivery?

Notebook

4 .
iA You might need
- to update your
= o ranking
periodically.
- 2
,f‘\ -
= = = L -]
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1.2 Critical activities

Identify activities which are critical in order keep your business going.
Isthere a non-essential activity that could be temporarily stopped without affecting the final output?
Isthere an essential but troublesome activity that could be easily outsourced?

Could things be done differently without altering your productivity?

IMPROVE YOUR BUSINESS BASICS

Effectiveness is about doing the right things.

Efficiency is about doing things right.

And productivity is about doing the right things right. It is not about
working harder, but about working smarter.

Notebook
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1.3 Support to critical activities

Identify key individuals in charge of critical adgties.

Who are the heads of department supervising critical activities?
How are responsibilities distributed?

|s knowledge shared among the member s of the department?
Could workersin a team easily interchange to replace each other in case of sickness?

Identify contingencies/essential components reladextitical activities.

What do critical activities need in order to continue functioning?

Under which circumstances would you be requested to increase/decr ease/adapt
such critical components?

Notebook

How long could you continue to keep your business going with a given amount of resources?

10
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1.3 Support to critical activities (continued)

Not only stocks of
raw materials are
critical, but also
equipment, IT,

transports...

Notebook

Please check your notebook and consolidate your answers

using Step 1 template in Annex I at page 41

11
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STEP 2 - Analyze the risks of a pandemic

2.1 Impact on your community

Analyze the impact of a pandemic on your community.

To what extent will it affect normal life?

What different scenarios could arise?

Restriction of
movement, quarantining,
mandatory closures will
affect the normal Llife
of your community.

12

Notebook
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2.2 Impact on your business

Analyse the impact of a pandemic on your business.

Which are the most probable consequences a pandemic outbreak will have on your business?®
- reduced availability of personnel

- high levels of uncertainty and anxiety

- changesin demand

- prolonged duration of the impact

- diminished resources

Which areas of your business will be affected first?

How will the pandemic affect your suppliers, customers, stakeholders, and community?

In return how will this affect your business?

% See Box 3 in Annex I, at the end of this manaoalhow to deal with quarantine.

13
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2.2 Impact on your business (continued)

Personal/family illness,
quarantine, government,
school, business, public
transportation closures
are elements that require
your consideration.

N
g S =
L | /
1 .
/,_/ | X
=
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2.3 Risks rating

Rank your risks in order of priority, taking intoaunt their likelihood to occur

and their impact on your business:

Notebook

High — Medium —  Low

Highly Llikely,
high impact risks
need to be dealt
with first.

Please check your notebook and consolidate your answers
using Step 2 template in Annex I at page 42

15
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STEP 3 - Reduce the impact of the risks

3.1 Knowledge management

Ensure the protection and transmission of compaoyiedge.

Is critical information captured and managed?
I's knowledge shared among the members of a team?

Provide Standard Operating Procedures: clear ictgtins will ensure the continuity of
critical processes and will avoid loss of effectigss.

BEFORE THE EVENT!

Notebook

Consider establishing “emergency” hierarchy lingsi might want to provide more staff with | oo

the appropriate authority to take action and mad@sibns when other staff may be sick.

Create theemergency/Pandemic Outbreak Teamwhich will be tasked with the development of | cvoeveeri

a pandemic operating regime and related contingplacy

IMPROVE YOUR BUSINESS BASICS

Ensure that all workers in the business together (including you)
become a team, with everyone being part of that team.

Teamwork improves coordination and interaction between
workers, thus increasing productivity. In a team with a good team
spirit, all will feel responsible for the success of the business.

16
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3.1 Knowledge management (continued)

Back-up
critical

information and
provide off-
site storage.

Organize cross-
skilling and

cross-training for
key employees.

Notebook
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3.2 Flexible work practices

Plan flexible work practices. Make a diagram of wakflow or list the operations in the
order they are performed, and consider how theybeamproved.

Identify staff who can work remotely, either frorarhe
or from other locatiof.

If you cannot develop a
flexible approach to your
business, you might consider
scaling down operations /
closing / supporting other
companies for a period of time.

Notebook

* In the face of a pandemic, employers have to kegred to change usual practice and work with ieahexperts and their workers to achieve a reasieraalance of

safety versus obligation to work.
18
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3.3 Supply Chain

Identify your main suppliers and ensure they halbesiness continuity plan in place.
Assess your competitors’ bargaining power and ositourself.
How much will you need to stockpile?

Will you need to contract multiple suppliers?
Isthere any substitute for your critical inputs?

IMPROVE YOUR BUSINESS BASICS

Efficient material storage and handling ensure that work flows
smoothly and help protect supplies from being damaged or
getting old and obsolete.

3.4 Communication

Establish &Communication Company Teamthat during the emergency will be authorized
to communicate with staff, key stakeholder, and imed

Arrange for a hotline that will be activated duritng outbreak for quick reporting and counselling

Notebook

Ensure all contact lists are up to date and maiathi

19
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3.5 Policy, insurance and security measures

Re-examine your insurance policy.

Isyour business covered for all cases, including voluntary and mandatory closure?

Isyour company covered for loss of income?
Isyour company insured for sick personnel?

Review your personnel policies and make sure ympl@yees know their entitlements
during a pandemic.

Ensure hygiene conditions are respected and A/ ptad washrooms are well maintairfed.

Appoint a security officer and register him/herlwgolice and emergency services.

IMPROVE YOUR BUSINESS BASICS

Make your workers feel safe and secure in their job.

In a safe and efficient workplace workers will be motivated to do
their job, to do it right, and with a minimum of loss in time, raw
materials and quality.

A safe and productive workplace is good for workers and

Notebook

appreciated by customers.

® Implement the preventive measures illustratethénrhanual « Protecting your employees and businesspandemic human influenza »,

http://www.ilo.org/wecmsp5/groups/public/---asiafe-bangkok/documents/publication/wcms_101422.pdf

See also Box 1.1, 1.2 and 2 in Annex Il, at the @nithis manual, on protective practices and PetsBrotective Equipment (PPE).

20
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3.5 Policy, insurance and security measures (continued)

Special attention should be
devoted to the most
vulnerable among your
employees. For example,
migrant workers, who are
far from their home and
family, will particularly
appreciate your support.

HR policies concerning
travelling, sick leave and
compensation for temporary
restriction of economic

activities should exist and
suit different types of

risk

Targeted measures should be
considered to assist women, which
in addition to working are usually
burdened with housekeeping and
family care. Most probably, in the
case of a pandemic outbreak they
will be the ones who care for the
sick in the family, and will be
grateful for your attentiveness

/ _
& towards them.
Np ey
.,’f p—
A4 [l ff
=y
% s
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3.5 Policy, insurance and security measures (continued)

Source: adapted from ILO working paper “SARS adfcal and administrative response to an infestidisease in the workplace”.

In preparing workplace policy,
employers are advised to consult ILO standards and guidelines and national guidelines,
in consultation with the workers and workers’ representatives in their organizations.

Please check your notebook and consolidate your answers
using Step 3 template in Annex I at page 43

22
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STEP 4 - Identify response actions

DURING THE EVENT!

4.1 Personnel

Make sure hygiene and social distancing good mestre respected and ensure supplies of
tissues, gloves, masks etc. Ensure that staffudfieisntly trained in infection prevention and d¢ooi
and know how to use personal protective equipnfRE] to be ready for an outbrefk.

Secure provision of essential staples.

Consider planning for the security of personnellsttat the office, as well as whilst working at hai

Elicit your staff views at all time and be operstggestions.

You could contract a
bus company, or
establish a car pool

Notebook

—
: system, to ensure your
= “ personnel travel
1{”,;-H safely.
.-"’
|

® Follow the instructions at sections Ill and IVtbé manual « Protecting your employees and businesspandemic human influenza »

http://www.ilo.org/wecmsp5/groups/public/---asiafe-bangkok/documents/publication/wecms_101422.pdf
23
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4.1 Personnel (continued)

Provide safe transportation for company personnel.

Consider that, in case of severe pandemic, dritedf might be required to stay in the company
premises to keep the business running. Secureswowf essential staples such as canned food,

water, toiletries, sleeping bags and mattresses.

5 -. - I-TI-_'_ -
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4.2 Customers

Maintain communication with your customers ancklisto their needs.
Review your customer database and assess youy legainal, global marketing opportunities.
Review options to reduce delivery costs and movémipeople.

Review possibilities to diversify your productiamarder to spread the risk among different
categories of products.

4.3 Communication

Deliver contingency messages through@enmunication Company Team share information
with your customers and local community, supplieesks, neighbouring companies and othe
business partners, to avoid scaremongering and.pani

Have you devel oped a communication strategy/plan for times of emergency?

Stay current. Monitor the media for advice.

Notebook

Please check your notebook and consolidate your answers
using Step 4 template in Annex I at page 44

25
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STEP 5 - Design and implement your Business Continuity Plan

5.1 Design your plan

Consolidate all the information gathered throughpghevious steps.

Start preparing your plan with tlienergency/Pandemic Outbreak Team

Prepare your response for different scenarios:
- moderate pandemic
- severe pandemic

Taking into account the different levels of sewetitat the pandemic could reach, your plan wi
have to foresee various operatsahemesfrom ordinary business to special/emergency mods

to the suspension of activities for safety reasons.

Outline actions required to prepare for, responant recover from the emergency.

Involving heads and
workers of critical
departments will ensure

that you address the right
issues as well as promote
ownership of the plan.

26
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The template of your plan will contain:

5.2 Organization details

List company contacts and details and keep theto date.

5.3 Key response team — Contacts and roles

Identify who in the company will be in thiemergency/Pandemic Outbreak Team
Roles and responsibilities must be clearly statetié plan, as well as possible replacements.

5.4 External contact details

Prepare a directory of all external contacts/stalddrs your organization deals with.
This list needs to be maintained and updated rdgula

5.5 Team procedures

For any possible event, identify actions requiredponsibilities involved and
supporting documents and resources.

Notebook

Involvement of union representatives is highly recommended

at any step of the planning process.

Please check your notebook and consolidate your answers
using Step 6 templates in Annex I at pages 45-48

27
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5.3 Key response team — Contacts and roles (continued)

litie:

Source: adapted from ILO working paper “SARS — Rcatand administrative response to an infectidissase in the workplace”.

28
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STEP 6 - Communicate your plan

Inform your staff, suppliers, customers, stakeha@@md the media about the existence of a plan.
At different levels of detail, share with them whiesponse actions you are going to implement
and which policies will be supporting your action.

When would you communicate the details of the plan to staff and others who would benefit?

Which tools would be most effective to communicate to each particular audience?

Address internal and external stakeholders’ difiespecific needs.

Ensure all communication about
pandemic preparedness is
appropriate for your
employees/clients/stakeholders
so they can understand the
arrangements.

Communicate with
a single voice
through your
Communication
Company Team.
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6.2 Internal communication

Provide information on how to deal with infectedf§twhen to quarantine, as well as counselling.

Inform about amended HR policies concerning trawvgllsick leave and compensation for temporal
restriction of economic activities.

Review IT and telecom networks, consider videocanfee and other alternatives.

Consult and provide feedback regularly to addregscancerns of your staff.

IMPROVE YOUR BUSINESS BASICS

Prepare a code of conduct explaining the rules of the workplace to welcome
employees to your business.

Hold staff meetings and training/information events on sensitive subjects to
support troubled employees.

Be accessible: promote open dialogue with your employees and make sure

they feel free to discuss issues with you. This will allow you some level of
control on troubled situations.
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6.2 Internal communication (continued)
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easily accessed by the
people that need to
use it. This will
ensure your plan will
not be forgotten.
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6.3 External communication

Prepare clear contingency messages accuratelydadrgeyour audience to avoid

scaremongering and panic.

Collaborate with other organizations and shareles$earned from other pandemic

continuity plans.

Consider assigning a point of contact with local/anstate and territory emergency,
health and insurance institutions to maximise ustdading and communication about

other plans and what can be provided during a paitde

Notebook

Please check your notebook and consolidate your answers
using Step 6 template in Annex I at page 49
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IMPROVE YOUR BUSINESS BASICS

Customer relations
Maintaining good relations with customers is essential. Satisfied customers come back. Dissatisfied
customers will spread rumors and could ruin your business.

Relations with suppliers
Keeping good relations with suppliers helps maintain a steady supply of good quality materials

and prices. Moreover, suppliers are a good source of information about business trends: your
company will benefit from the connection.

Your family
A good and constructive relationship with your family is important both for the material and the

moral support that you will need to start and improve your business.

Your neighbours and the community
A business that cares about the impact it has on the neighbourhood will enjoy the support of its

community.

Competitors
Competition is healthier when it is done through cooperation. Both you and your competitors will

benefit from sharing relevant information and good practices.

Government agencies, tfrade unions, business associations, and other institutions
Government agencies and trade unions can help your business comply with existing regulations.

Constant dialogue with representatives of these and other organizations will help you gain the
support of your workers and community, and will often give you good ideas to improve your
business.
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STEP 7 — Test your plan

7.1 Arrange, review, amend

Put arrangements in place and test them.

Review the plan frequently in order to make sue¢ groblems and solutions you identified
remain relevant.
Amend outdated procedures and practices and updatact lists.

|s there anything you have over|looked?
Isyour plan practical ?

Areyour staff aware of their roles?
It is up to the individual enterprise to decide hoften to review the plan.

How much are the key activities or the environment of the organization likely to change?

Which are the potential new and emerging risks? Does the plan reflect them?
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7.1 Arrange, review, amend (continued)
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Try to involve the same
committee that prepared o
the plan to review it on a ~
regular basis. This = { |
familiarity will make the e
review process quicker and £ = =
more efficient. /
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7.2 Periodically review

Consider going through this seven step planningoese periodically and start again from step 1.

Notebook

Please check your notebook and consolidate your answers
using Step 7 template in Annex I at pages 50-51
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IMPROVE YOUR BUSINESS BASICS

Plan to prevent accidents
Maintain equipment and make sure workers use it regularly.

Organize your workers to work safely and train them.

Carry out regular safety inspections
Identify all hazards and unsafe working practices and get

information from your workers.

Correct problems immediately
Once danger is recognized, immediately find a solution to reduce

the risk of accidents.

Have a plan for when accidents occur
Make sure that a quick response can be put in place in case of

emergency.
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KEY STEPS IN PLANNING

Step 1

KNOW YOUR BUSINESS
PRIORITIES

1

Step 2

ANALYZE THE RISKS
OF A PANDEMIC

1

Step 3

REDUCE THE IMPACT
OF THE RISKS

1

Step 4

IDENTIFY RESPONSE
ACTIONS

37

Step 7

TEST YOUR PLAN

7

Step 6

COMMUNICATE YOUR
PLAN

7

Step 5

DESIGN AND
IMPLEMENT YOUR
[ BUSINESS CONTINUITY
PLAN

Involvement of union representatives
is highly recommended
at any step of the planning process.
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Business Continuity during an avian flu pandemi¢Continuity Central, 2005
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The designations employed in ILO publications, which are in conformity with United Nations practice, and the presentation of material therein do not imply the expression of any opinion whatsoever on
the part of the International Labour Office concerning the legal status of any country, area or territory or of its authorities, or concerning the delimitation of its frontiers.

The responsibility for opinions expressed in signed articles, studies and other contributions rests solely with their authors, and publication does not constitute an endorsement by the International
Labour Office of the opinions expressed in them.

Reference to names of firms and commercial products and processes does not imply their endorsement by the International Labour Office, and any failure to mention a particular firm, commercial
product or processisnot a sign of disapproval.
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ANNEX I

Templates for Business Continuity Planning adapted from

the “Pandemic Influenza Workbook” by the Australian Government
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STEP 1 — Know your business priorities TEMPLATE

. . Critical Internal or . .
Key business products/services I External Identify what support your key products/services depend on
List your key business products/services and [In the event of influenza Is the product/ What do you depend on, so that you can deliver the

rank them in order of importance

pandemic is the product/service
critical?

service an internal
function or external
deliverable?

product/service (e.g. IT, information, people, facilities etc)?
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STEP 2 - Analyze the risks of a pandemic TEMPLATE

Identify risks Impact on business Likelihood of occurrence Rate (the risks) in order of priority
In the event of an influenza pandemic, [ Describe the possible impact of the risk (if it [High, medium or low? Identify your top five risks. Remember the rating can
identify the risks that may impede were to occur), including any Remember the likelihood of occurrence can change over time.
your company’s ability to meet its key |interdependencies that may be affected. change over time.

business productsyservices (e.g.
absenteeism of staff, loss of IT etc).
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STEP 3 - Reduce the impact of the risks TEMPLATE
BEFORE THE EVENT!

Identified Risk Action When EaEbULLE Who’s Responsible
Documents/Resources
List the prioritised risks identified Outline the action you could take Detail when you would Identify your key documents and Include delegation of authority,
in Step 2. before the event occurs, to reduce  |activate/complete the action. resources (that will be used as part of |[escalation processes and key contacts.
the impact of the risk. your action plan), how they can be

accessed and where they are retained.

INVOLVE UNION REPRESENTATIVES IN YOUR PLANNING PROCESS!
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STEP 4 - Identify response actions TEMPLATE
DURING THE EVENT!

Identified Risk Action When Supporting Documents/Resources ‘Who’s Responsible
List the prioritised risks identified |Outline the action you |Detail when you Identify your key documents and resources Include delegation of authority, escalation
in Step 2. would take during the [would activate/ (that will be used as part of your action plan), how processes, key contacts and any possible changes to
event, to manage complete the they can be accessed and where they are stored. accountability.

the impact of the risk. |action (e.g.
immediately, within
one week, within the
first month etc.)

INVOLVE UNION REPRESENTATIVES IN YOUR PLANNING PROCESS!
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STEP 5 - Design and implement your Business Continuity Plan TEMPLATE

ACTION PLAN

Company Details

Company Name

Address

Location (Street Directory Reference)

Telephone Number

Facsimile Number

E-mail Address
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STEP 5 - Design and implement your Business Continuity Plan TEMPLATE (continued)

ACTION PLAN

Emergency/Pandemic Outbreak Team - Contacts and Roles

Name

Work Number

After hours Number /
Mobile

Role in the emergency

Back-up
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STEP 5 - Design and implement your Business Continuity Plan TEMPLATE (continued)

External Contact Details

After hours .
Name Work Number Number / Mobile Role in the emergency

Police

Fire

Ambulance

Insurance Company

Contractors

Suppliers

Key Staff

Workers' Organizations

Employers' Organizations
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STEP 5 - Design and implement your Business Continuity Plan TEMPLATE (continued)

Team Procedures

Team:

Manager:

Back-up Manager:

Procedures

Action Required

Before the Event -
Preparation Phase

Person Responsible

Supporting Documents/Resources

i = P R ibl Time El d (h d .
During the Event o Mol ime Elapsed (hours / days) Supporting Documents/Resources
Immediate Phase
- P R ibl Time El d (d th .
After the Event €rson Responsible ime Elapsed (days/months) Supporting Documents/Resources
Recovery Phase

INVOLVE UNION REPRESENTATIVES IN YOUR PLANNING PROCESS!
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STEP 6 - Communicate your plan TEMPLATE

Objectives Target Group Key Messages Communication tool Dotes
Outline the objectives you need to Specifically identify who needs to Detail the information you need to  |Identify the tools you have available |Identify when, who and how the
achieve as part of your receive the information/message provide at various stages of the event [to distribute information (e.g. message will be communicated,
communicating the business (e.g. your employees, union (to ensure your objective is manager’s kit, fact sheets, posters in |including how you can check the
continuity plan. representatives, customers, achieved). the workplace, planning meetings). |objective has been achieved. Speak
suppliers, business partners). with a single voice through the

Communication Company Team.

MAINTAIN COMMUNICATION WITH UNION REPRESENTATIVES!
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STEP 7 — Test your plan TEMPLATE

BUSINESS CONTINUITY PLANNING CHECKLIST

Question

Yes

Do you know what the most critical products and services of your organisation are?
If yes, have they been documented?

Do you know what impact a pandemic might have on your company and business?
If yes, have these impacts been documented?

Do you know who the key people are in your company and their roles?
If yes, have they been documented?

Do you know what key skills are required to continue the delivery of your key products/services?
If yes, have they been documented?

Do you know how long you can continue to operate with limited staff and limited resources?
If yes, has this been documented?

Do you know what specialist information technology and/or equipment is required for your critical operations?
If yes, has this been listed?

Do you know which suppliers are necessary for you to continue to operate?
If yes, are there alternative options available?
Have you seen their plans to ensure they will still be able to provide products/services to you?

Do your employees know what to do in a pandemic?
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STEP 7 - Test your plan TEMPLATE (continued)

BUSINESS CONTINUITY PLANNING CHECKLIST

Question Yes No

Have you developed social distancing policies? Are staff aware of pandemic hygiene and social distancing practices?

Have you rehearsed measures that support social distancing i.e. testing technology for employees to work from home, establishing teleconferencing
facilities etc?

Do you have the contact details for your employees, suppliers, insurers, union representatives if you need them in an emergency?
Is this information stored in more than one place?

Does your location or neighbouring company increase your risk (e.g. do you have a reception desk that is open to the public)?

Do you have supplies of masks, gloves, detergents, alcohol wipes etc?

Do you have cash reserves?

Would staff be able to assume different roles to ensure the delivery of services if required (e.g. have staff been cross trained)?

Do staff members share in key information or is it accessible (e.g. can several people access keys, passes, safe combinations) if access is required in an
emergency?

Have you discussed possible response measures with union representatives?

If you answered “"No"” to any of these questions, you should consider developing or expanding plans that can assist you to manage an
unscheduled event.

If you answered “Yes"” to any of these questions, you should still remember to review and update these plans.
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ANNEX I1

Thematic boxes adapted from ILO working paper
“SARS — Practical and administrative response

to an infectious disease in the workplace”
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Box 1.1

53



BUSINESS CONTINUITY PLANNING
FOR SMALL AND MEDIUM ENTERPRISES

Box 1.2
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Box 3
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