


Business Continuity Plan Template with guide-notes

	
Your Company Logo here







	Company Name
	


	Company Address
	


	Date of Plan
	


	Date for Review
	


	Signed off by RI
(date)
	
	Signature
	





Responsible Individual: The Responsible Individual (RI) has legal duties in relation to their service as set out in law.  In the event of business contingency / emergency, there may be reasons why the RI cannot physically attend a service, however, they must be satisfied that they are discharging their responsibilities and that Care Inspectorate Wales and Commissioners are aware of and are in agreement with any delegation of these legal duties and responsibilities.  
	
[bookmark: _Toc65053786]Preface
Business Continuity Planning, (BCP) is an essential part of any organisation.  The ability to respond to potential situations and maintain the continuity of your business will help you to overcome some of the most difficult situations you may face.  Good BCP should be created by a team of people (or group of stakeholders including managers, staff and may include people supported and their family / carers) who know your organisation and its operations well.  Some points to consider when creating your BCP have been listed below:
· When completing the template, ensure you set the review date, (See appendix H)  The plans should be reviewed at least annually and following any incident / occasion when you have had to test your business continuity (amending your arrangements based on your ‘lessons learned’).  
· Communicate the BCP to your staff team, they need to be familiar with the document and know where it can be found. 
· Share the BCP with your commissioning teams, they should have sight of the document.  You may also wish to discuss this with any regulatory inspectors (care inspectorate, health and safety, fire safety and / or environmental health officers). 
· Have a designated place to keep your BCP and any relevant documents.  Communicate this with the team so that in the event of an emergency, they are able to easily locate the policy or Business continuity file.  
The tool kit within this document will give you examples within each section.  It is designed to allow you to alter it to fit your organisation.  You will find a blank copy of the BCP tool for you to complete in Appendix J.  
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[bookmark: _Toc65053787]Section A – Business Critical Functions
[bookmark: _Toc64018928][bookmark: _Toc65053788][bookmark: _Toc62455620][bookmark: _Toc62488947][bookmark: _Toc63342987][bookmark: _Toc62216612][bookmark: _Toc62216801]Think about and list below the critical functions of your business.  These functions are what keeps your business running smoothly.  
[bookmark: _Toc64018929][bookmark: _Toc65053789]You should review this alongside RISCA regulations, your statement of purpose and any contractual requirements[footnoteRef:2]. [2:  Regulation and Inspection of Social Care (Wales) Act 2016, Regulation 6: The service provider must ensure that the service is provided with sufficient care, competence, and skill, having regard to the statement of purpose.] 

[bookmark: _Toc62455621][bookmark: _Toc62488948][bookmark: _Toc63342988][bookmark: _Toc64018930][bookmark: _Toc65053790]The list below are some potential critical functions, but you should add to alter or remove so that these are right for your business.  
[bookmark: _Toc62455622][bookmark: _Toc62488949][bookmark: _Toc63342989][bookmark: _Toc64018931][bookmark: _Toc65053791]The RAG status column will help you to prioritise the functions.  Examples are shared below as a guide.
	Function
	Guide-note
	Who is responsible (suggested)
	RAG status (suggested)
(See Appendix F for example descriptors)

	Sufficient Staffing levels to deliver critical functions of your service e.g. 
· Care staff
· Cleaning / domestic 
· Cooks & laundry
· Admin & rota co-ordinators
	Need to know how many staff you need to safely run your service at any given time. You should also know how to cover these staff should sickness or absence occur.  You should consider how to respond to various scenarios such as a loss of  e.g. 25%, 50%  and 80% of rostered staff. 
	· Responsible Individual
· Registered Manager
· Care Coordinator / Office Manager
· On call officer
	

	Care and support delivery 



	In the event of deploying temporary staff , how would they know what care and support is required, e.g. is there easy access to individual support plans, manual handling plans, key dietary and health requirements (including medication plans and allergies). 
	· Responsible Individual
· Registered Manager
· Care staff

	

	Management & Leadership

	Need to ensure that suitably trained and experienced management are available to provide cover in the absence of the Registered Manager.  If the Registered Manager is absent for more that 28 days, the Service provider, and regulator must be informed.  You must also notify your commissioning team of the managers absence. 
	· Responsible Individual
· Registered Manager / Deputy Manager
	

	Accommodation (where applicable) including registered office. 
	What plans do you need in place in the event of damage or loss of building or premises?   Are staff / managers responsible for emergency plans aware of where keys are kept and 
	· Service Provider
· Responsible Individual

	

	Cash / finance
	The service needs to ensure that it has sufficient cash flow to be able to operate effectively. For example - to pay staff wages, suppliers and utilities.
	· Service Provider
· Responsible Individual
· Finance Manager / Accountant
	

	
	
	· 
	

	Function
	Guide-note
	Who is responsible (suggested)
	RAG status (suggested)

	Key systems & utilities:
Sanitation, clinical waste & sluice
Heating & hot water 
Fire safe system
Gas, oil, electricity, water
· impacting on light, fire-safe system, refrigeration, phone, computers / IT.
	Are there clear and accessible instructions for emergency response? Do all staff (including temporary staff) know:
· how to accessing and turning off utilities in an emergency?
· the fire evacuation procedures
What would be the impact on your service delivery if you lost any of your utilities or other services / suppliers or if a heating system broke down? Could you maintain the health and safety of customers, staff and visitors, continue to provide personal care, maintain security systems, run fridges for medication & food., in the event of a fire and loss of power, could you operate lifts or need alternative arrangements to evacuate people. If you lost power would your phone system work? 
	· Service Provider
· Responsible Individual
· Registered Manager
· Office Manager/ Caretaker
	

	
	Lifts and lift contingencies should be considered – in the event of hoists and / or lifts being inaccessible (due to fire or power failure), what plans need to be made to ensure safe evacuation of both service users and staff?
	· 
	

	Catering / food supplies
	What arrangements need to be made to cater for specialist and ordinary diets in short and medium to long term in the event of Ioss of kitchen or catering staff.

	· Responsible Individual
· Registered Manager
	

	Data and IT systems
	 In the event of an IT failure (service provider, software, hardware or internet access) , the service needs to continue to operate safely and must have a contingency to support this e.g. access to records, lone worker safety and general day to day running of the service. In the event of an electrical failure, please ensure that your phone systems will work without power.  You may wish to have an emergency analogue phone as a backup. 
	· Responsible Individual
· Registered Manager
· IT service provider
	

	Visiting / access to service or office by members of the public 

	
	
	

	
	
	
	

	

	
	
	

	

	
	
	



[bookmark: _Toc65053792]
Section B – Risks to business continuity (emergency and on emergency) - Look at what risks may potentially affect your business, how to mitigate them and who will be responsible for doing so. 
The list below details some risks, but you should add to alter or remove so that these are right for your business.  A RAG status or risk score may help you to prioritise the functions.  Examples are shared below as a guide.
	Risk
	Likelihood of occurring:
	Impact on service risk to business continuity if this occurs:

	Who is responsible for planning response and managing risk
	RAG status 
or risk score
See Appendix  G for scoring system

	
	Detail
	Score
	Detail
	Score
	
	

	High levels of staff absence / unavailability.
Scenarios such as loss of 50% of workforce should be considered.
	Known recruitment & retention issues in sector and recent pandemic
	B: Very likely
	· Unsafe service (Safeguarding / regulatory & contract compliance)
· Adverse impact on remaining staff
· Reduced capacity
· Impact on financial viability
· Reduced quality of service
	2: High Impact
	· Manager
· Care Coordinator / Office manager
· On Call staff

	



	Absence of Registered Manager or Responsible Individual
	
	
	· Lack of management & direction
· Regulatory & contract compliance
· Impact on staff morale and wellbeing
	3: Medium - high impact
	· Responsible Individual

	


	Significant Incident

	
	
	Adverse impact on staff wellbeing and or business reputation may affect absence levels and / or retention and recruitment of staff.
	
	

	

	Loss of or damage to building
	
	
	
	
	
	

	Loss of utility

	
	
	
	
	
	

	Loss of IT / phone system

	
	
	
	
	
	




[bookmark: _Toc65053793]Section C – Planned Responses 
[bookmark: _Toc62216804][bookmark: _Toc62455625][bookmark: _Toc62488952][bookmark: _Toc63342992][bookmark: _Toc64018934][bookmark: _Toc65053794]For each emergency risk identified in section B, you should create a response plan to manage any potential risks or disruptions to your service provision.  The table below will help you look at each risk individually to ensure that you have planned sufficiently in the case of each potential emergency.  
	[bookmark: _Hlk63088285]Risk
	How can we manage the risk (mitigate / minimise) 
	Who will manage the risk / carry out contingency plans?
	Timescales 
(see Appendix F)

	Guide notes – Consider regulatory and contractual requirements for reporting / escalating any business contingencies – who will do this and when 

	Staffing shortage
	· Use of bank staff (engage local micro-carers and / or Direct Payment Assistants
· Overtime 
· Changing shift patterns
· Cancel Leave
· Redeployment
· RAG rated priority service delivery plan
· Agency staff 
· Mutual aid 
	· Responsible Individual
· Registered Manager
· Service Provider

	

	RAG rating care & support delivered – RAG rating your service provision to individuals may help plan to overcome staffing shortages or issues with providing the service due to travel Keep up to date records of the contact numbers/e-mail addresses of all staff (permanent and agency). Making alternative staffing arrangements can be time consuming - you will need to factor this into your contingency planning e.g. consider dedicated admin responsibility. 
Changing shift patterns / cancelling leave – When changing shift patterns or asking staff to cancel leave, there are several factors you need to consider.  You should consider contracts of employment and staff policies and may wish to keep a copy with your BCP file.  See Appendix A for a checklist to help with this. 
Related Colleagues. If you have related / co-habiting staff members in a service you will need to assess this risk and try to mitigate against any impact should several of your team members be unavailable to work because they are from the same household.  
Redeployment – When redeploying staff from one part of a service to provide cover, you need to be aware of many factors which could influence this. See Appendix B for checklist. 
disruption.  Please see Appendix C for the template
Agency Staff – You may need a contract with an agency in place prior to needing the additional staffing., you may wish to consider having a scheme of delegation giving Managers the authority to spend  and / or  include the  name and contact details for the authorising person in contacts. NB When staffing shortages affect a number of providers in the area, agency supply will be limited. 
Mutual Aid – Commissioners and / or providers sharing staff and resources to support one another during times need.  This can come in the form of support from other providers, Local Authority and Health Board support.  You will need to consider due diligence factors.
Please see Appendix D for draft agreement and due diligence checklist.
Micro Carers / Direct payments – It may be beneficial to contact organisations such as these and have a working relationship with them.  They may be able to help with supplying additional staff  and personal assistants at short notice.  
Volunteers - If you are aware of individuals who would be willing to help in a crisis, you will need to ensure that you have an up to date process for necessary checks and basic care awareness training. 
Commissioning bodies – Local Authorities / Health Boards – If the situation around staffing or any issue becomes so critical that you feel the situation renders you unable to continue providing the service, you should contact your commissioning bodies.  These teams will be able to guide and assist you in the best way forward to manage this critical incident and ensure the safety and ongoing care and support of the people in your care. 

	Risk
	How can we manage the risk (mitigate / minimise) 
	Who will manage the risk / carry out contingency plans?
	Timescales 
(see Appendix F)

	Guide notes – Consider regulatory and contractual requirements for reporting / escalating any business contingencies – who will do this and when 

	Loss of premises / building, (accommodation based service / registered offices)
	· Alternative planned accommodation that meets regulatory contractual requirements and enables continuation of statement of purpose
· LA rest centre (emergency plan)
· For nursing services, may require assistance from your local Health Board
	
	

	Consider what arrangements need to be in place for remote working for managers / staff. In response to pandemic / infectious disease, can you make arrangements to isolate some senior staff / managers to reduce transmission? 
Local Authority rest centres – It would be advantageous to contact your local authority as part of you BCP Planning to ask about emergency planning.  Having details around what support is available from your Local Authority and how to access this would be essential.  
Local Health Board Support – In cases where nursing support is required, gaining details of the support available in an emergency situation via your Local Health Board would again be essential.

	Significant incident impacting on business continuity
	· Emergency plans – eg fire, flood, loss of premises, loss of data / data breach
· Employee assistance programme
	
	

	Emergency Plans – These plans could be kept with the BCP for ease of access in an emergency.  These could include:
· Fire Risk Assessment
· Flood Risk Assessment
· Infectious Disease outbreak process
· Full evacuation plan
· Adverse Weather policy / plan
Employee Assistance Programme – This can be a wide range of support services for staff which would vary depending on the size of your organisation.  Resources could include:
· In house Counselling & Support services
· Nationwide support services such as Samaritans, Cruse etc, (see Appendix E for details)
· Regular Supervision and support for all staff with follow up / signposting for any areas where more support is needed
· Group supervision / debrief
· Informal support sessions between manager and staff

	
	
	
	

	

	
	
	
	

	


[bookmark: _Toc65053795]Section D – Key Contacts and details
[bookmark: _Toc62216806][bookmark: _Toc62455627][bookmark: _Toc62488954][bookmark: _Toc63342994][bookmark: _Toc64018936][bookmark: _Toc65053796]In the event of an incident / emergency, person responsible for managing the response should have a readily accessible list of useful contacts. Having these contacts listed within your BCP may save valuable time in managing any situation.  Again, these are suggestions, and you will need to add to, alter or remove so that this is appropriate for your organisation.  By numbering these contacts, you can link them to the risks you have identified in Section C
	Contact
	Contact Name
	Contact details (phone number / email address)
	What support they can provide.  


	Service Provider / Responsible Individual
	
	
	

	Registered Manager / On call Manager
	
	
	

	Landlord
	
	
	

	CIW
	
	
	

	Commissioner / Local authority
	
	
	

	Commissioning Health Board
	
	
	

	Local Safeguarding team
	
	
	

	Local Authority out of hours team
	
	
	

	Staffing agency / mutual aid partner(s)
	
	
	

	Emergency accommodation supplier
	
	
	

	Emergency food / catering supplier
	
	
	

	Gas safety / emergency maintenance call out (plumber, electrician, glazier, locksmith)
	
	
	

	Waste disposal / clinical waste
	
	
	

	IT support (general maintenance and support / software failure)
	
	
	

	Data Protection Officer (GDPR article 39)
	
	
	

	Fire system provider
	
	
	

	Key contacts / NOK for each person you support
	
	
	



[bookmark: _Toc65053797]Section E – Version control
Version Control is the management of multiple versions of the same document. Version control enables us to tell one version of a document from another. 
Why is Version Control Important? Version control is important when documents are being created, and for any records that undergo a lot of revision and redrafting. It helps us to track changes and identify when key decisions were made along the way. It is particularly important for electronic documents that are being reviewed by a number of different users. Knowing which version of a document you are looking at is important if you are trying to find out which version of a policy is currently in force, or which version of a policy was in use at a particular time.
	Version 
	Example

	A minor change to draft document is reflected by increasing the decimal figure incrementally. 
This may include the file name ‘Draft’ 
	Draft_v0.1 (first version of draft) 
Draft_v0.2 (second version of draft) 

	A major change to a document, such as when it is approved, is reflected by increasing the whole number by 1. 
This may include the file name ‘final’ if preferred. You may also wish to add the date
	Final BCP 1.0 (first approved version)
Final BCP 1.0 15.01.21

	A minor change to an approved document (i.e. a change that do not require the document to be re-approved) is reflected by increasing the decimal number consecutively. 
	Final BCP v1.1 06.02.21 (minor amendment of first approved version) 




	Version number
	Date
	Author – Signature and designation
	Approval / authorisation – Signature and designation
	Description of changes (which section / detail of change )

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	






[bookmark: _Appendices][bookmark: _Toc65053798]Appendix A – Rota management (changing shift patterns checklist) 
	Task
	Date completed

	Completed by
	Notes / actions

	Consult with staff team 
	
	
	

	Check shift swap policy
	
	
	

	Check any leave booked
	
	
	

	Check working time hours directive is met
	
	
	

	Gain written agreement from staff 
	
	
	

	Ensure ongoing rota is adjusted accordingly
	
	
	

	Update rota / rostering system
	
	
	

	Communicate with all staff involved
	
	
	






[bookmark: _Toc65053799]Appendix B – Re-deployment policy checklist 
	Task
	Date Completed
	Completed by

	Discuss with staff and document discussion
	
	

	Check normal working hours
	
	

	Check training levels and dates
	
	

	Check any prebooked annual leave
	
	

	Check if additional documentation is needed (i.e. driving licence)
	
	

	Induction (if staff moving into new role)
	
	

	Rapid training via Social Care Wales Training modules and courses for care workers | Social Care Wales
	
	

	Shadowing period
	
	

	Check staff have all required information and contact details
	
	

	Organise regular support sessions / calls for any newly redeployed staff
	
	






[bookmark: _Toc65053800]Appendix C - Prioritising care and support principles
When prioritising care and support principles, the list below will give an indication of the details you need to consider.  The list is not exhaustive and can be added to or amended to suit your organisation.
When thinking about the individual using the service, use the list below to gage their priority for care:
· Do they need two to one support for their care or manual handling tasks?
· Do they need one to one support or care?
· Do they need assistance with medication (including time sensitive medication)?
· Do they need moving & positioning and / or pressure area care?
· Do they need assistance with food preparation / feeding (any time sensitive meal-times)?
· Do they need assistance with drinks preparation or prompting?
· Do they need assistance with continence or toileting?
· Do they need assistance with personal hygiene tasks?


[bookmark: _Toc65053801]Appendix D – Checklist for utilising Mutual Aid 
It is highly recommended that these checks are undertaken at the forward planning stage as there may not be time to do so when you are in a business contingency position) . Advice for emergency staffing situations – mutual aid | Social Care Wales
· Due diligence process to assess suitability of partnership arrangement (e.g. review inspection / regulation reports, confirm liabilities are indemnified and insurance covers non-employed personnel working in your service, are there any contractual issues to be remedied. 
· Ensure suitable staff training & competency levels / registration with SCW – to meet your statement of purpose.
· Benchmark basic policies & procedures held by all parties (safeguarding, infection control, medications, manual handling, confidentiality etc).
· Have set of ground rules / key expectations for all deployed staff to follow and ensure that they know who to report any concerns / issues to
· Confirm arrangements for paying staff (and other terms and conditions) - have set parameters around finances and how they are worked out, (pay, invoices, leave, etc) 
· Agree how work is communicated – (shift patterns in res care, calls / rostering system in dom care). Establish secure way of communicating with staff such as WhatsApp.  Also have agreed rules to follow for instances of sickness etc – need to have a simple way to report to ensure safe and adequate cover if needed.  
· Agree how to ensure identification of workers and arrangements for uniforms, access to PPE etc.
· Central point of contact for queries such as on call.  Perhaps a dedicated “mutual aid” contact in each team?
· Confirm arrangements for testing (e.g. Covid, hepatitis B etc) / vaccinations.
· Notify inspectorate, social care Wales and commissioning bodies as required.
· Prioritise staff deployment / need e.g. consider RAG rating of all service users and ensuring all delivery plans, risk assessments are up to date and easy to use
· Ensuring all contact details are current and correct for both service users and staff (including next of kin)
[bookmark: _Toc65053802]
Appendix E – Employee assistance / support Services
Health and well-being resources to help wellbeing be improved | Social Care Wales – This is a sector specific support network for those working in Social Care.  The site provides advice and support on many different situations and issues.  
Mental health charities and organisations - NHS (www.nhs.uk) – This link provides a range of free support and advisory services that staff could access if needed.  The services provide an excellent range of help to support individuals through many different situations.
Samaritans | Every life lost to suicide is a tragedy | Here to listen – General help and support for people via this charitable organisation.  
[bookmark: _Appendix_F_–][bookmark: _Toc65053803]
Appendix F – Example rating mechanism: Red Amber Green, (RAG) Rating

	Priority
	Critical function / service area
	Definition

	Red
	Information…
	Critical service / function needing to be restored within 0-1 hour.

	Amber
	Information…
	Essential service / function needing to be restored within 1-12 hours.

	Yellow
	Information…
	Significant service / function needing to be restored within 12-24 hours.

	Green
	Information…
	Routine service / function needing to be restored within 3 - 5 working days.

	Black
	Information…
	A service / function which can be restored progressively after 5 working days.



[bookmark: _Appendix_G_–][bookmark: _Toc65053804]
Appendix G – Example risk scoring mechanism.

	LIKELIHOOD
	Event is almost certain to occur in most circumstances
	

>70%
	
Almost Certain
	

A
	
	
	
	
	

	
	
Event likely to occur in most circumstances
	

30-70%
	

Likely
	

B
	
	
	
	
	

	
	
Event will possibly occur at some time
	

10-30%
	

Possible
	

C
	
	
	
	
	

	
	
Event unlikely and may occur at some time
	

1-10%
	

Unlikely
	

D
	
	
	
	
	

	
	Event rare and may occur only in exceptional circumstances
	

<1%
	

Rare
	

E
	
	
	
	
	

	
	5
	4
	3
	2
	1

	
	Very Low
	Low
	Medium
	High
	Very High

	
	

Service Performance
	
Minor errors or disruption
	
Some disruption to activities / customers
	
Disruption to core activities / customers
	
Significant disruption to core activities. Key targets missed
	
Unable to deliver core activities. Strategic aims compromised. Severe risk of business failure.

	
	

Reputation
	
Reputation / trust recoverable with little effort or cost
	
Trust recoverable at modest cost with resource allocation within budgets
	
Trust recovery demands cost authorisation beyond existing budgets
	
Trust recoverable at considerable cost and management attention
	
Trust severely damaged and full recovery questionable and costly

	
	
Financial Cost (£)
	
<£50k
	
£50k - £250k
	
£250k - £1m
	
£1m - £5 m
	
>£5m

	
	IMPACT




Minor	Risk easily managed locally – no need to involve Responsible Individual / Service Provider

Moderate	Risk containable at service level – Responsible Individual may need to be kept informed.

Major	Intervention by Responsible Individual / Service Provider and both commissioning teams and regulatory bodies


Critical		Significant intervention and support needed from Service Provider, Responsible Individual, Registered Manager and both     commissioning teams and regulatory bodies. 
	
[bookmark: _Appendix_H_–][bookmark: _Toc65053805]Appendix H – BCP Audit tool
This Tool has been designed for RI’s, quality assurance managers and / or commissioners to audit the Business Continuity Plans of services they are commissioning.  It is a simple check list that can be adapted to meet the service being audited, (i.e. nursing, residential, supported living, domiciliary settings).  It also allows for monitoring of any areas of development and sets timescales for these to be completed.  


[bookmark: _Toc65053806]

Appendix I – Covid-19 related advice and support

General Covid advice and support
Coronavirus (COVID-19) - Public Health Wales (nhs.wales)
Coronavirus (COVID-19): guidance and support - GOV.UK (www.gov.uk)
Information for Health and Social Care - Public Health Wales (nhs.wales)
Childcare: coronavirus | Sub-topic | GOV.WALES

Infection Prevention & Control and Personal Protective Equipment advice and support
COVID-19: personal protective equipment use for non-aerosol generating procedures - GOV.UK (www.gov.uk)
PHW Advisory Note - Use of Personal Protective Equipment (PPE) in Social Care Settings (Care Homes and Domiciliary Care) - Public Health Wales (nhs.wales)

Specific Covid –19 advice and support
Visits to care homes: guidance for providers [HTML] | GOV.WALES
Care home testing guidance | GOV.WALES
COVID-19 community testing framework | GOV.WALES
Using the coronavirus home testing kit | GOV.WALES
Coronavirus (COVID-19): Frequently Asked Questions (FAQs) | Care Inspectorate Wales

[bookmark: _Appendix_J_–][bookmark: _Toc65053807]

Appendix J – Blank BCP document
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BCP Audit tool


BCP Audit tool
Business Continuity Plan Audit tool

This Tool has been designed for commissioners to audit the Business Continuity Plans of services they are commissioning.  It is a simple check list that can be adapted to meet the service being audited, (ie nursing, residential, supported living, domiciliary settings).  It also allows for monitoring of any areas of development and sets timescales for these to be completed.  

		Name of Organisation 

		





		Manager Responsible within organisation

		





		Audit Manager



		



		Date of Audit

		









Section A

		Date of Plan

		





		Date Plan reviewed

		





		Frequency Plan reviewed

		





		Sufficient risks identified for organisation

		





		Sufficient mitigating factors

		





		Sufficient Plan to manage risks

		





		Correct information and contact details for individuals necessary to help manage BCP

		









Section B

		Q1.  Are there any areas of the BCP that need to be updated or improved?  (if no, please move to section C)

		Yes

		No



		Please list areas of the BCP that need to be addressed (You may wish to RAG Rate these in order of importance)

		Area to be addressed

		How 

		By when





		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		2nd visit date (if applicable)

		









Section C

		Audit Manager Sign & Date

		





		Manager of Organisation Sign & Date

		





		Next BCP Audit date
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Blank BCP tool  document


Blank BCP tool document






Business Continuity Plan Template 



		

Your Company Logo here















		Company Name

		





		Company Address

		





		Date of Plan

		





		Date for Review

		





		Signed off by RI

(date)

		

		Signature

		











Responsible Individual: The Responsible Individual (RI) has legal duties in relation to their service as set out in law.  In the event of business contingency / emergency, there may be reasons why the RI cannot physically attend a service, however, they must be satisfied that they are discharging their responsibilities and that Care Inspectorate Wales and Commissioners are aware of and are in agreement with any delegation of these legal duties and responsibilities.  

	

[bookmark: _Toc64905682]Preface

Business Continuity Planning, (BCP) is an essential part of any organisation.  The ability to respond to potential situations and maintain the continuity of your business will help you to overcome some of the most difficult situations you may face.  Good BCP should be created by a team of people (or group of stakeholders including managers, staff and may include people supported and their family / carers) who know your organisation and its operations well.  Some points to consider when creating your BCP have been listed below:

· When completing the template, ensure you set the review date, (See appendix H)  The plans should be reviewed at least annually and following any incident / occasion when you have had to test your business continuity (amending your arrangements based on your ‘lessons learned’).  

· Communicate the BCP to your staff team, they need to be familiar with the document and know where it can be found. 

· Share the BCP with your commissioning teams, they should have sight of the document.  You may also wish to discuss this with any regulatory inspectors (care inspectorate, health and safety, fire safety and / or environmental health officers). 

· Have a designated place to keep your BCP and any relevant documents.  Communicate this with the team so that in the event of an emergency, they are able to easily locate the policy or Business continuity file.  
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[bookmark: _Toc64018928][bookmark: _Toc64905684][bookmark: _Toc62455620][bookmark: _Toc62488947][bookmark: _Toc63342987][bookmark: _Toc62216612][bookmark: _Toc62216801]Think about and list below the critical functions of your business.  These functions are what keeps your business running smoothly.  

[bookmark: _Toc64018929][bookmark: _Toc64905685]You should review this alongside RISCA regulations, your statement of purpose and any contractual requirements[footnoteRef:2]. [2: ] 


[bookmark: _Toc62455621][bookmark: _Toc62488948][bookmark: _Toc63342988][bookmark: _Toc64018930][bookmark: _Toc64905686]The list below are some potential critical functions, but you should add to alter or remove so that these are right for your business.  

[bookmark: _Toc62455622][bookmark: _Toc62488949][bookmark: _Toc63342989][bookmark: _Toc64018931][bookmark: _Toc64905687]The RAG status column will help you to prioritise the functions.  Examples are shared below as a guide.

		Function

		Guide-note

		Who is responsible (suggested)

		RAG status (suggested)

(See Appendix F for example descriptors)



		

		

		

		



		





		

		

		



		

		





		

		



		

		

		

		



		

		

		





		



		

		

		



		





[bookmark: _Toc64905688]
Section B – Risks to business continuity (emergency and on emergency) – 

Look at what risks may potentially affect your business, how to mitigate them and who will be responsible for doing so. 

The list below details some risks, but you should add to alter or remove so that these are right for your business. 

 A RAG status or risk score may help you to prioritise the functions.  Examples are shared below as a guide.



		Risk

		Likelihood of occurring:

		Impact on service risk to business continuity if this occurs:



		Who is responsible for planning response and managing risk

		RAG status 

or risk score

See Appendix  G for scoring system



		

		Detail

		Score

		Detail

		Score

		

		



		

		

		

		

		

		

		





		

		

		

		

		

		

		





		

		

		

		

		

		



		



		



		

		

		

		

		

		



		



		

		

		

		

		

		



		



		

		

		

		

		

		








[bookmark: _Toc64905689]Section C – Planned Responses 

[bookmark: _Toc62216804][bookmark: _Toc62455625][bookmark: _Toc62488952][bookmark: _Toc63342992][bookmark: _Toc64018934][bookmark: _Toc64905690]For each emergency risk identified in section B, you should create a response plan to manage any potential risks or disruptions to your service provision.  The table below will help you look at each risk individually to ensure that you have planned sufficiently in the case of each potential emergency.  

		Risk

		How can we manage the risk (mitigate / minimise) 

		Who will manage the risk / carry out contingency plans?

		Timescales 

(see Appendix F)



		Guide notes – Consider regulatory and contractual requirements for reporting / escalating any business contingencies – who will do this and when 



		

		

		

		



		



		

		

		

		



		





		

		

		

		



		



		

		

		

		



		



		

		



		

		

		



		



		

		

		

		



		



		

		

		

		





[bookmark: _Toc64905691]




Section D – Key Contacts and details

[bookmark: _Toc62216806][bookmark: _Toc62455627][bookmark: _Toc62488954][bookmark: _Toc63342994][bookmark: _Toc64018936][bookmark: _Toc64905692]In the event of an incident / emergency, person responsible for managing the response should have a readily accessible list of useful contacts. Having these contacts listed within your BCP may save valuable time in managing any situation.  Again, these are suggestions, and you will need to add to, alter or remove so that this is appropriate for your organisation.  By numbering these contacts, you can link them to the risks you have identified in Section C

		Contact

		Contact Name

		Contact details (phone number / email address)

		What support they can provide.  





		Service Provider / Responsible Individual

		

		

		



		Registered Manager / On call Manager

		

		

		



		Landlord

		

		

		



		CIW

		

		

		



		Commissioner / Local authority

		

		

		



		Commissioning Health Board

		

		

		



		Local Safeguarding team

		

		

		



		Local Authority out of hours team

		

		

		



		Staffing agency / mutual aid partner(s)

		

		

		



		Emergency accommodation supplier

		

		

		



		Emergency food / catering supplier

		

		

		



		Gas safety / emergency maintenance call out (plumber, electrician, glazier, locksmith)

		

		

		



		Waste disposal / clinical waste

		

		

		



		IT support (general maintenance and support / software failure)

		

		

		



		Data Protection Officer (GDPR article 39)

		

		

		



		Fire system provider

		

		

		



		Key contacts / NOK for each person you support

		

		

		







[bookmark: _Toc64905693]Section E – Version control

Version Control is the management of multiple versions of the same document. Version control enables us to tell one version of a document from another. 

Why is Version Control Important? Version control is important when documents are being created, and for any records that undergo a lot of revision and redrafting. It helps us to track changes and identify when key decisions were made along the way. It is particularly important for electronic documents that are being reviewed by a number of different users. Knowing which version of a document you are looking at is important if you are trying to find out which version of a policy is currently in force, or which version of a policy was in use at a particular time.

		Version 

		Example



		A minor change to draft document is reflected by increasing the decimal figure incrementally. 

This may include the file name ‘Draft’ 

		Draft_v0.1 (first version of draft) 

Draft_v0.2 (second version of draft) 



		A major change to a document, such as when it is approved, is reflected by increasing the whole number by 1. 

This may include the file name ‘final’ if preferred. You may also wish to add the date

		Final BCP 1.0 (first approved version)

Final BCP 1.0 15.01.21



		A minor change to an approved document (ie a change that do not require the document to be re-approved) is reflected by increasing the decimal number consecutively. 

		Final BCP v1.1 06.02.21 (minor amendment of first approved version) 









		Version number

		Date

		Author – Signature and designation

		Approval / authorisation – Signature and designation

		Description of changes (which section / detail of change )



		



		

		

		

		



		



		

		

		

		



		



		

		

		

		



		



		

		

		

		







[bookmark: _Appendices][bookmark: _Toc64905694]


Appendix A – Rota management (changing shift patterns checklist) 



		Task

		Date completed



		Completed by

		Notes / actions



		Consult with staff team 

		

		

		



		Check shift swap policy

		

		

		



		Check any leave booked

		

		

		



		Check working time hours directive is met

		

		

		



		Gain written agreement from staff 

		

		

		



		Ensure ongoing rota is adjusted accordingly

		

		

		



		Update rota / rostering system

		

		

		



		Communicate with all staff involved

		

		

		









[bookmark: _Toc64905695]


Appendix B – Re-deployment policy checklist 



		Task

		Date Completed

		Completed by



		Discuss with staff and document discussion

		

		



		Check normal working hours

		

		



		Check training levels and dates

		

		



		Check any prebooked annual leave

		

		



		Check if additional documentation is needed (i.e. driving licence)

		

		



		Induction (if staff moving into new role)

		

		



		Rapid training via Social Care Wales Training modules and courses for care workers | Social Care Wales

		

		



		Shadowing period

		

		



		Check staff have all required information and contact details

		

		



		Organise regular support sessions / calls for any newly redeployed staff

		

		











[bookmark: _Toc64905696]Appendix C - Prioritising care and support principles



When prioritising care and support principles, the list below will give an indication of the details you need to consider.  The list is not exhaustive and can be added to or amended to suit your organisation.

When thinking about the individual using the service, use the list below to gage their priority for care:

· Do they need two to one support for their care or manual handling tasks?

· Do they need one to one support or care?

· Do they need assistance with medication (including time sensitive medication)?

· Do they need moving & positioning and / or pressure area care?

· Do they need assistance with food preparation / feeding (any time sensitive meal-times)?

· Do they need assistance with drinks preparation or prompting?

· Do they need assistance with continence or toileting?

· Do they need assistance with personal hygiene tasks?




[bookmark: _Toc64905697]Appendix D – Checklist for utilising Mutual Aid 

It is highly recommended that these checks are undertaken at the forward planning stage as there may not be time to do so when you are in a business contingency position) . See also forthcoming Social Care Wales guidance and templates

· Due diligence process to assess suitability of partnership arrangement (e.g. review inspection / regulation reports, confirm liabilities are indemnified and insurance covers non-employed personnel working in your service, are there any contractual issues to be remedied. 

· Ensure suitable staff training & competency levels / registration with SCW – to meet your statement of purpose.

· Benchmark basic policies & procedures held by all parties (safeguarding, infection control, medications, manual handling, confidentiality etc).

· Have set of ground rules / key expectations for all deployed staff to follow and ensure that they know who to report any concerns / issues to

· Confirm arrangements for paying staff (and other terms and conditions) - have set parameters around finances and how they are worked out, (pay, invoices, leave, etc) 

· Agree how work is communicated – (shift patterns in res care, calls / rostering system in dom care). Establish secure way of communicating with staff such as WhatsApp.  Also have agreed rules to follow for instances of sickness etc – need to have a simple way to report to ensure safe and adequate cover if needed.  

· Agree how to ensure identification of workers and arrangements for uniforms, access to PPE etc.

· Central point of contact for queries such as on call.  Perhaps a dedicated “mutual aid” contact in each team?

· Confirm arrangements for testing (e.g. Covid, hepatitis B etc) / vaccinations.

· Notify inspectorate, social care Wales and commissioning bodies as required.

· Prioritise staff deployment / need e.g. consider RAG rating of all service users and ensuring all delivery plans, risk assessments are up to date and easy to use

· Ensuring all contact details are current and correct for both service users and staff (including next of kin)

[bookmark: _Toc64905698]
Appendix E – Employee assistance / support Services



Health and well-being resources to help wellbeing be improved | Social Care Wales – This is a sector specific support network for those working in Social Care.  The site provides advice and support on many different situations and issues.  

Mental health charities and organisations - NHS (www.nhs.uk) – This link provides a range of free support and advisory services that staff could access if needed.  The services provide an excellent range of help to support individuals through many different situations.

Samaritans | Every life lost to suicide is a tragedy | Here to listen – General help and support for people via this charitable organisation.  

[bookmark: _Appendix_F_–][bookmark: _Toc64905699]
Appendix F – Example rating mechanism: Red Amber Green, (RAG) Rating



		Priority

		Critical function / service area

		Definition



		Red

		Information…

		Critical service / function needing to be restored within 0-1 hour.



		Amber

		Information…

		Essential service / function needing to be restored within 1-12 hours.



		Yellow

		Information…

		Significant service / function needing to be restored within 12-24 hours.



		Green

		Information…

		Routine service / function needing to be restored within 3 - 5 working days.



		Black

		Information…

		A service / function which can be restored progressively after 5 working days.







[bookmark: _Appendix_G_–][bookmark: _Toc64905700]
Appendix G – Example risk scoring mechanism.



		LIKELIHOOD

		Event is almost certain to occur in most circumstances

		



>70%

		

Almost Certain

		



A

		

		

		

		

		



		

		

Event likely to occur in most circumstances

		



30-70%

		



Likely

		



B

		

		

		

		

		



		

		

Event will possibly occur at some time

		



10-30%

		



Possible

		



C

		

		

		

		

		



		

		

Event unlikely and may occur at some time

		



1-10%

		



Unlikely

		



D

		

		

		

		

		



		

		Event rare and may occur only in exceptional circumstances

		



<1%

		



Rare

		



E

		

		

		

		

		



		

		5

		4

		3

		2

		1



		

		Very Low

		Low

		Medium

		High

		Very High



		

		



Service Performance

		

Minor errors or disruption

		

Some disruption to activities / customers

		

Disruption to core activities / customers

		

Significant disruption to core activities. Key targets missed

		

Unable to deliver core activities. Strategic aims compromised. Severe risk of business failure.



		

		



Reputation

		

Reputation / trust recoverable with little effort or cost

		

Trust recoverable at modest cost with resource allocation within budgets

		

Trust recovery demands cost authorisation beyond existing budgets

		

Trust recoverable at considerable cost and management attention

		

Trust severely damaged and full recovery questionable and costly



		

		

Financial Cost (£)

		

<£50k

		

£50k - £250k

		

£250k - £1m

		

£1m - £5 m

		

>£5m



		

		IMPACT









Minor	Risk easily managed locally – no need to involve Responsible Individual / Service Provider



Moderate	Risk containable at service level – Responsible Individual may need to be kept informed.



Major	Intervention by Responsible Individual / Service Provider and both commissioning teams and regulatory bodies





Critical		Significant intervention and support needed from Service Provider, Responsible Individual, Registered Manager and both     commissioning teams and regulatory bodies. 

	

[bookmark: _Appendix_H_–]

[bookmark: _Toc64905701]Appendix H – BCP Audit tool







[bookmark: _Toc64905702]Appendix I – Covid-19 related advice and support



General Covid advice and support

Coronavirus (COVID-19) - Public Health Wales (nhs.wales)

Coronavirus (COVID-19): guidance and support - GOV.UK (www.gov.uk)

Information for Health and Social Care - Public Health Wales (nhs.wales)

Childcare: coronavirus | Sub-topic | GOV.WALES



Infection Prevention & Control and Personal Protective Equipment advice and support

COVID-19: personal protective equipment use for non-aerosol generating procedures - GOV.UK (www.gov.uk)

PHW Advisory Note - Use of Personal Protective Equipment (PPE) in Social Care Settings (Care Homes and Domiciliary Care) - Public Health Wales (nhs.wales)



Specific Covid –19 advice and support

Visits to care homes: guidance for providers [HTML] | GOV.WALES

Care home testing guidance | GOV.WALES

COVID-19 community testing framework | GOV.WALES

Using the coronavirus home testing kit | GOV.WALES

Coronavirus (COVID-19): Frequently Asked Questions (FAQs) | Care Inspectorate Wales
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BCP Audit tool




BCP Audit tool

Business Continuity Plan Audit tool


This Tool has been designed for commissioners to audit the Business Continuity Plans of services they are commissioning.  It is a simple check list that can be adapted to meet the service being audited, (ie nursing, residential, supported living, domiciliary settings).  It also allows for monitoring of any areas of development and sets timescales for these to be completed.  


			Name of Organisation 


			








			Manager Responsible within organisation


			








			Audit Manager





			





			Date of Audit


			














Section A


			Date of Plan


			








			Date Plan reviewed


			








			Frequency Plan reviewed


			








			Sufficient risks identified for organisation


			








			Sufficient mitigating factors


			








			Sufficient Plan to manage risks


			








			Correct information and contact details for individuals necessary to help manage BCP


			














Section B


			Q1.  Are there any areas of the BCP that need to be updated or improved?  (if no, please move to section C)


			Yes


			No





			Please list areas of the BCP that need to be addressed (You may wish to RAG Rate these in order of importance)


			Area to be addressed


			How 


			By when








			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			2nd visit date (if applicable)


			














Section C


			Audit Manager Sign & Date


			








			Manager of Organisation Sign & Date


			








			Next BCP Audit date


			

















