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Introduction
Please read through this document carefully before deciding what to add and what to take away.

This template is intended to be used as a starting point when producing an Incident Management / Business Continuity Plan for any office building. The layout, tables, actions etc. can be added to or amended as suitable for a particular place of work. Any <brackets> found should be removed and the correct information inserted. This introduction can be removed when the document is changed from a template to a specific building plan. Any wording in italics is there as a prompt to help you decide what to put in the plan.
You may find it useful to have a printed copy of this document available to grab and take out should an evacuation occur. A copy of the building plan with the location of the service cut off points (electric, water etc) may also be useful especially to the fire service.
Please advise the Business Continuity Manager once this has been completed so it can be added to the list of  buildings that have an Incident Plan. 
Make sure all teams in the building are aware of the plan and the content.

Purpose
The purpose of this document is to assist management in the control of an incident and the recovery and protection of critical services and activities at <building name> in the event of a major disruption to the functionality of the building.
How to Use This Plan

Should an incident occur that makes it fully or partially impossible to use the office it will become necessary to look at alternative accommodation for staff who carry out critical activities.  The options are:

· Budge up in any workspace still useable.
· Move to an alternative office in the area (asking them to budge up as well or using their Wi-Fi facility).
· Work from home (if appropriate).
Appendix 1 shows the teams by Directorate that are located in <building> and how much alternative accommodation they require (i.e. the number of critical staff). 
Appendix 2 lists other office buildings within the area that it may be sources of alternative accommodation. 
(Both lists will need completing for each office that uses this template)
A Tactical Management Team should be formed to manage the incident and aid recovery decision making. On smaller premises the senior manager on site should take charge initially and form a team as appropriate according to the incident. 
The following should also be contacted (see page 4):
·  The Business Continuity Manager.

·  Property Services.

·  Directorate Business Continuity Representative 
Note – If the incident calls for evacuation of a building then normal established evacuation procedures should be followed. This plan contains actions for managing an incident post evacuation.
Invocation
The most senior manager in the building and the Tactical Management Team will take the lead. 

If the incident does not require immediate evacuation, (i.e., localised damage, potential flooding etc,) the team can agree a meeting place within the building.

If evacuation has taken place, the team should meet at the prearranged muster point, (normally the fire muster point).

In consultation with the Building Custodian or Facilities Management Team, the TMT will do a quick assessment of the extent of damage and likely duration of any accommodation loss. 
According to this information a decision will be made on whether to invoke this Business Continuity Plan (BCP). 
 Tactical Management Team
	Name
	Contact
	Deputy
	Contact

	Put names and contact numbers in here 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	The team members below are not based at <building name> and will need contacting as soon as possible.

	
	
	
	

	
	
	
	

	Directorate Business Continuity Representative
	Listed in Appendix 4

	IT Help Desk if required
	
	
	

	


Summary of Responsibilities

Got to here
Note – There are further and more detailed actions contained within this document which are designed for help and guidance in the decision-making process following an incident. However, they are not exhaustive and common sense should always be applied. Regardless of the size of the office, the Business Continuity Manager, Directorate BC Rep’ and Property Services should always be contacted as soon as possible if the building is wholly or partly unusable following the incident or if the attention of the press has been gained.
 In all evacuation events, follow established evacuation procedures.
Tactical Management Team (TMT)
For a small office, the senior manager may co-opt people into this team on the day. For a larger office, it may be more useful to define the team beforehand. However, the team is formed, staff in the office should be made aware of this plan and their roles and responsibilities during and after an incident.
The Tactical Management Team should have representatives from each team that works in the building.
The Tactical Management Team will be responsible for:
· Managing the incident.
· Carrying out the actions set out in this Business Continuity Plan.

· Any other actions required to maintain critical services.

· Liasing with Property Services for damage assessment.
· Liasing with external partners, contractors and suppliers.

· Communication with clients and customers affected by a change to services.

· Liaising with other key service providers.

· Informing the public of any change to service provision.

· Internal communications, staff safety and welfare. 

· Public safety whilst on premises.

· Meeting statutory and contractual obligations.
· Keeping an incident log.
Action Plan On invoking this plan the Tactical Management Team will carry out the following actions. 
	Ref
	Task

	1
	On evacuation, gather at the muster point following established evacuation procedures.

	2
	Respond as appropriate to the initial incident.

	3
	Communicate with evacuated people at once to:

· Give reassurance and establish command.

· Establish injuries (if any) are being attended to and the emergency services have been called.

· Assess for problems arising from evacuation (no coats, bags etc.).

	4
	Be aware of staff/visitor welfare at muster point, consider:

· Time of year (heat, cold).

· Length of time at muster point.

· Impact of incident on people (i.e., may be traumatised).

· Respond to staff issues.

Liaise with Building Custodian or FM Team to move to an inside location as soon as possible or send people home. The most likely location in your case is <location>.

	5
	Appoint a team to lead the incident if not already established and any other roles as appropriate. 

	6
	Contact senior managers to advise of incident and agree reporting method and frequency.

	7
	Set up an incident log (Appendix 3) and appoint a scribe and admin support. Record decisions, actions and information.

	8
	As soon as possible obtain initial damage report and recovery status report from appropriate officer (Fire & Rescue Service, Building Custodian, FM Team, building inspection team). Use this to assess what communications may be necessary and with whom.

	9
	If the building cannot be re-occupied consider redeployment to alternative accommodation and/or sending people home, making sure they have reporting information in place for the following day.

	
	For redeployment, using Appendices 1 & 2 to decide:

· how many people need relocating?
· where to relocate to (plus their contact details), 

· how many people can work from home?
· Use Appendix 5 to record who is relocated where.

	10
	Contact each alternative site (from Appendix 2) to inform them of the incident and confirm the space available. Remind them that they should send their non - critical staff home to create space for your critical staff.

	11
	Match the confirmed need with the confirmed space available at alternative sites. If necessary…

·  Check needs for log-ons, equipment, visitor reception, storage, paper files, stationery etc.

·  Provide suitable accommodation or facilities for staff with special needs.
·  Check with IT that systems and networks are suitable.

	12
	If the space available is not sufficient, then look for offices further afield by contacting either the Business Continuity Manager or Property Services.

	13
	Provide transport to alternative sites when and if needed (see contacts in Appendix 4).

	14
	Contact other staff at other locations to advise them of the new temporary arrangements.

	15
	Agree method of contacting members of the public of any changes that may impact them. 

	16
	Confirm with FM that post and switchboard are redirected correctly and site is secure.
Contact IT  for phone number redirection.

	17
	Monitor on-going situation, check service levels are adequate and work with Business Continuity Manager or Directorate BC Rep’ to prepare longer term strategy if needed.

	18
	Make sure you have recorded your decisions, expenditure and additional actions in the log.


Appendix 1. Accommodation Requirements.
Add in here the teams that work in this building. Use it to assess what the alternative accommodation needs are.

The RTO (Recovery Time objective) is the time (in hours, days, weeks) that the team needs to be back up and running by before the level of service is seriously impacted. (Some teams are more critical than others and will be found accommodate first. There may not be space to accommodate everyone in another office so some people will have to stand down for a while) 
	Teams based in this building 
	RTO 


	Manager
	No. of critical staff 
	No. who can Work from Home
	No. to stand down

	Notes
(e.g., special needs)

	
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Appendix 2.  Alternative Office Accommodation 
(where you can send people to. Remember to record where you have sent them)
	Building Name & Address 
	Number of staff they can accommodate 
	Contact Name and number
	Comment 
(Please note additional information that might help with decision making. For instance, things that make this a good or  not so good choice)

	 

	 
	 
	 

	 

	 
	 
	 

	 

	 
	 
	 

	 

	 
	 
	 

	 

	 
	 
	 

	 

	 
	 
	 

	 

	 
	 
	 

	 

	 
	 
	 


Appendix 3. Incident Log (Record of Events & Actions)
	INCIDENT
	
	Date
	

	INCIDENT MANAGER
	


	Entry

No.
	Date
	Time
	Information / Message
	From
	Contact Details
	Action / Decision Taken
	Contact Details
	Time
	Initials

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Role
	Name
	Office/Building
	Desk/Mobile no.

	Key Holder
	
	
	

	<Staff>
	
	
	

	Utilities etc.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 4: Other Contact Details
Appendix 5. Staff Location details

Fill this in to keep a track of where you have sent staff

	Staff

No.
	Name
	Building
	Floor and desk location
	Telephone number
	Special requirements
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