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Business Continuity Plan 

 
1 Introduction 

 

1.1 The Tavistock and Portman NHS Foundation Trust’s (The Trust) corporate 

business continuity plan provides the framework within which the organisation 

can continue to deliver an appropriate level of service to our service users in the 

event of any disruption and can comply with the business continuity 

requirements of the Civil Contingencies Act 2004, by introducing a business 

continuity management system that aligns with BS22301. It is an overarching 

plan that will operate alongside specific disruption plans that the trust has set out 

including the Major Incident Plan, Pandemic Flu Plan, Severe Weather 

Response Plan and IT Failure Contingency Plan.   

1.2 Whilst it is acknowledged that the Trust is not a designated responder under the 

definitions of the Civil Contingences Act 2004, it has obligations to its service 

users and families to continue to deliver an appropriate and acceptable level of 

care during such times and a role to respond to any psychological consequences 

thereafter. 

1.3 Through Team and Service Specific Business Continuity Plans we have identified 

that there are no critical clinical (mental health) services at the Trust. In the case 

of a Major Incident it has been recognised that patients at risk could be supported 

with alternative arrangements and majority of services could be suspended for 

short period no longer than 3 days.  

1.4 Extra consideration of relocating for the Gender services because of the waiting 

times and rescheduling of appointments and so is regarded as one of the Trusts 

‘Critical Services’. 

1.5 This plan takes into account all aspects of the Trust’s business (i.e. 

processes, personnel, external contacts, infrastructure and technology), and 

prioritises them into phases within which recovery will be required.  The 

various natures of disruptions have been taken into account while doing this.  

Although it is not possible to accurately predict all incidents that may occur, the 

plan has identified the most probable causes of disruption (see Appendix 1).  By 

following this plan, and associated service specific plans, it is the Trust’s aim that 

a full recovery of the Trust’s services can be achieved, minimising the impact 

of the disruption on services to patients and students, and the Trust’s 

reputation.  



 

1.6 Surge Management. As an outpatient only, non-acute provider we do not have a 

surge management plan in response to winter or seasonal pressures including 

pandemic flu. In addition, other one-off emergencies, like industrial action or 

major incident, would not lead to a surge in demand but might require specific 

service responses and to initiating our business continuity plans. If necessary we 

would be in conversation with National and Local Commissioners for any of our 

specialist services i.e Gender Identity 

1.7 This plan contains checklists based on the pre-determined possible levels of 

disruption.  These checklists inform staff and stakeholders of the steps to be 

taken to ensure the continuance of its critical services and progress to the 

eventual restoration of normal services.  

1.8 To remain effective and fit for purpose, the plan will be regularly tested and 

updated in response to what is learned from these tests and actual events where 

the plan is activated. 

1.9   Updates in EPRR / BCP across the Trust to be monitored and reviewed by the 

Corporate Governance and Risk workstream reporting into the IGC; including 

the Trusts Commissioners. 

 

 

2 Purpose 

The aim of this plan is to ensure that the Trust can recover its services in a timely 

manner.  The objectives of the plan are:  

   To set out the way in which the Trust will manage threats to its business 

continuity by the identification of risks and setting out mitigations to those 

risks 

   To allow critical services to continue until the disruption is over;  

   To set achievable recovery aims to enable a phased, efficient and fast 

recovery to normal level of service. 

 

 

3 Scope 

This is a generic document which details the actions and processes required 

to maintain the operation of Trust’s critical services during times of disruption .  It 

indicates roles, responsibilities, accountabilities, actions, recovery time 

objectives and decision processes that should be followed and achieved when 

this plan is activated. 



 

This plan is intended for staff that have a role to play in a business continuity 

response to a disruption affecting normal service levels. 

 

4 Definitions 

 

Disruption Levels which determine response (identified in Local BCPs) 

Incident 

Level 
Description 

Low 

level 

Local Incident  

 

This level would consist of routine issues which and will not impact upon any critical 

activities/services. 

 

 

Moderate 

level 

Serious Incident 

 

Loss of non-critical activities/services due to a minor disruption or incident which 

is and will not impact on critical activities/services. 

 

 

Signif

icant 

level 

Major Incident 

 

Loss of critical activities/services due to a disruption or incident which has a potential 

to last more than acceptable he but will need the co-ordination of a senior manager. 

Extre

me 

level 

Disaster 

 

 

Loss of critical activities/services due to a disruption or incident which is expected to 

last more than 3 months and may cause risk to patient and staff safety 

 

 



 

 

5 Duties and responsibilities 

Chief Executive  

The CEO has ultimate responsibility for planning and management of the Trust’s 

business continuity arrangements; responsibility for planning has been delegated 

to the Deputy Chief Executive. 

Deputy Chief Executive 

The Deputy Chief Executive is the lead for business continuity within the Trust and 

will lead on the publication, review and development of this overarching plan and 

related corporate plan in line with best practice and the needs of the Trust, monitor 

standards and provide support and guidance to service managers. 

Medical Director as AEO  

In all cases where a recovery plan is required, the Chief Executive will appoint an 

Accountable Executive Officer (AEO) from the Executive team as a Board level 

representative responsible for the delivery of the plan.  

Directors 

Directors will ensure that their managers are identified and that Local Business 

Continuity Plans are in place and are reviewed at least annually. 

Managers 

Managers will lead on service disruption level 1 by following specific service recovery 

plans.  Managers will ensure local plan are reviewed for effectiveness after each use 

and update as required, (see definitions above, and detailed responsibility table below) 

Managers will follow the direction of Incident response team in the event of disruption 

at Level 2 or 3 described above, and will usually retain responsibility for local service 

recovery of their managed areas of service.  

All staff 

Must ensure that HR and their managers are provided with accurate contact details in 

the case of an emergency  

 



 

 

During a disruption the following roles and responsibilities apply   

Team/ person 
Responsibilities 

 

Managers 

  Co-ordination of the LBCP 

Notification upwards when LBCP is unable to be delivered 

Maintain communication with staff, Directors and service users 

Emergency 

Preparedness 

Steering Group 

Co-ordination of the response 

Agreeing with Commissioners where services are delayed, scaled 

down or suspended. 

Have the overview of staff welfare. 

Meet Biannually to review BCPs across the Trust, review incidents 

causing disruption to services.  

Director of 

Marketing and 

Communications 

Maintain communications links; 

Ensure service users and key stakeholders are informed: Maintain 

links with the media 

Deputy Chief 

Executive 

Deal with insurance claims: 

Ensure payments are still being made; 

Establish costs and attribute to cost centres; 

Ensure legal advice is taken and available 



 

Team/ person 
Responsibilities 

 

Deputy Finance 

Director 

Responding to additional cost pressures as a result of the incident 

Ensure payments are still being made; 

Ensure financial reports are being made to finance department 

Ensure procurement system is functioning 

Director of 

Information and 

Technology 

Ensuring that ICT services are available to support the recovery 

services; 

Ensure email is available; 

Ensure the intranet is available; 

Ensure that key systems and programmes are available; 

Ensure telecommunication links are maintained. 

Estates and 

Facilities Manager 

 

Ensuring that services have the necessary facilities support to 

enable the recovery of services  

General Maintenance; 

Cleaning; 

Switchboard/ reception 

 

HR 

Ensure points of contact are available for key advice and support. 

Ensure systems are available for effective co-ordination of staffing 

cover. 



 

Team/ person 
Responsibilities 

 

All staff 

In the event that this plan is activated, staff do not have any direct 

involvement in the management of the response, unless stated in 

the table above.  Those not directly involved should continue with 

their normal responsibilities as far as possible and wait for 

instructions in relation to service delivery from their manager or 

director.  

Staff must remain contactable throughout the disruption because 

they may be required to assist at any point. 

 

6 Procedures 

6.1 Local Business Continuity Plans 

Each service / team / site within the Trust is required to have its own Service Specific 

BCP.  These plans are the responsibility of the Service Managers.  The Service Manager is 

responsible for implementing the plan, and for informing the relevant Director of its activation, and 

for situations where the plan will not bring about the recovery of critical services. 

6 . 2  A c t i v a t i o n  o f  T r u s t  W i d e  P l a n  

The Trust overarching Business Continuity Plan will be activated in a Level 1 situation by 

the Service Manager(s) affected.  Directors will be advised, or if the disruption occurs out of 

hours, the Director on-call will be informed. 

 

If a Level 2 or level 3 disruptions occur or where the LBCP cannot deliver the recovery 

of a critical service, this plan will be activated and in addition, All Local Business Continuity 

Plans will be activated by the respective service manager where services are substantially 

inter-dependent. 

 

Specific procedures/considerations for the following will be found in Appendix 2 

 

  Alternative Buildings 

  Health and Safety issues 

 Human Resources / workforce issues 

  Staf f  Absenteeism 

  Staff  welfare and support  



 

  L o n e  w o r k i n g  

 Communications & Media Management 

 Utilities 

 Finance 

 Legal Advice  

 

6 . 3  S t a n d  D o w n  

Activation of the overarching plan and related corporate plans will be stood-down when 

services are able to function at normal levels.  Stand down will be the responsibility of 

the Chief Executive on advice from the Incident Manager. 

Each Service Manager will continually assess the situation and decide when it is 

appropriate for them to stand down any additional resources or staff deployed to ensure 

the functioning of critical activities during a disruption.  Decisions to stand-down will be 

cascaded to the relevant Director. 

 

7 Training and Testing  

The AEO will lead an annual table top exercise for Trust wide service disruption.  

Following training and exercising, this plan, associated Trust wide Local BCPs will be 

reviewed, updated and reissued in the light of the in light of lessons learnt. 

 

8 Reporting Requirements  

 

In the event that the Trust activates the BCP then it must notify the NHS England (London).  

Information uploaded will be at the direction of the Director on Call and will be uploaded by the 

Health and Safety Manager to relevant    

 

Alert NHS England (London) NHS01 on 0844 822 2888 to report a Major Incident ( see Major 

Incident Plan ) and that out Business Continuity Plans have been activated.  

 



 

9  Process for monitoring compliance with this policy 

 

The Medical Director as AEO will provide assurance annually to the Corporate Governance 

and Risk work stream meeting that a desk-top exercise has been undertaken within the 

previous 12 months (unless a real event has taken place, in which case an exercise would not 

be required).  This exercise, or real life event, shall confirm that this plan to be up to date and 

fit for purpose, or that a plan is in place to address any indications for action.  In the event that 

an action plan is agreed the work stream will note assurance of progress and completion.   

 

10 References and Associated documents 

    

Pandemic Flu Plan 

Major Incident Plan 

Emergency Planning Response and Recovery Policy 

Extreme Weather response Plan (2019) 

 

Directorate Risk Assessments and local BCPs; 

 

 Adult and Forensic Services   

 Children and Young  Adults Service   

 Gloucester House Day Unit 

 Gender Identity Clinic (Adult) 

 Gender Identity Development Service (Under 18s) London and Leeds 

 Directorate of Education and Training 

 Estates and Facilities 

 HR 

 Commercial  

 

Team / Site / Service Specific Business Continuity Plans  

(Kept on site and electronically on shared drives, copies with the H&S Manager) 

 

 



 

 

 

Appendix 1 : Identified risks to business continuity with note on mitigation (note this is not an exhaustive list) 

 

 

Risk Impact Mitigation 

Influenza Pandemic outbreak 

Patients at increased risk 

Disruption to national supply chains Disruption to 

national infrastructure Staff at increased risk – 

contact with symptomatic patients etc  

Loss of staff due to illness, caring responsibilities, 

bereavement  

 

Pan London and  Trust Pandemic Influenza Plan 

Infection control procedures  

Disruption to 

transport problems 
Disruption to service due to transport problems 

Local service plans for delivery with reduced staff 

Local decision re patient or student contact to rearrange 

/reschedule 

Severe Weather 

Loss of access to buildings 

Flood damage 

Harm to persons on site ( water, ice and snow) 

Heatwave concerns to vulnerable patients ( 

children, long term illness and older adults) 

Transport disruption  resulting in reduced staff on 

site 

Loss of utilities 

Loss of telecommunications and IT 

 

Local BCPs to be activated  

 

Local Service Area delivery plans  determine local decisions 

on patient by patient basis 

 

The Executive Management Team will determine whether 

the Trust to be closed to patients and/or students to reduce 

risk to them from travelling. 

 

Severe weather warnings circulated to raise staff awareness 

 

Advice to staff via email re risks and arrangements 

 

Senior manager contact via mobile devices  



 

Risk Impact Mitigation 

Loss of, or access 

to buildings 

Disruption to normal service 

delivery 

Fire evacuation plans 

Use of alternate sites for essential services 

Loss of national 

telecommunications systems 

Inability to communicate via 

telephone 

BT disaster recovery plan  

Satellite Phones to enable communications between key 

responders 

999 Failure Plan 

Loss of support 

services 
Disruption to normal services  Facilities – Service Specific Recovery Plan LBCP 

No access to Authorised 

signatories 
Disruption to finance system 

Ensure sufficient number of authorised signatories to cover 

for leave and unexpected absences 

No cash in bank Disruption to finance system 

Mandate schedules set up to ensure cash paid monthly on 

set date 

Cash flow forecast completed to ensure Trust remains 

solvent   
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Appendix 2; Special considerations to be made under the Plan 

 

Alternative Buildings 

Where the disruption results in the loss of building access, in the medium to long 

term, the Trust will make arrangements to relocate the services affected.  

The business continuity process has not identified buildings that are readily 

accessible for the immediate relocation of staff; Service Managers would consider 

relocation to other sites and home working for staff, where this is possible. 

Health and safety issues  

Staff remain responsible for their own health and safety.  Where staff or service 

users are injured, the Trust’s Policies in relation to health and safety and Serious 

Incidents apply. 

Human Resources / workforce issues 

NHS Employers and the Department of Health have published Human Resources 

Guidance that deals with the workforce and human resources issues that may arise 

from pandemic influenza.  Whilst this guidance looks specifically at the implications of 

pandemic influenza, the principles can be applied to the wider business continuity 

planning as it may be necessary to take pragmatic decisions to sustain services 

during a pandemic or any emergency that disrupts services.  (See Flu Pandemic 

Plan Section 5) 

All teams have their contact details on ‘telephone tree,’ held centrally and by their 

managers all the way up to the management team. 

Staff details are already held securely on the Electronic Staff Records system the 

Trust need to contact staff out-of-hours in an emergency situation. 

The Management Team will ensure that HR implications are considered and 

will take advice from the HR Team where appropriate. 

Staff Absenteeism 

In the event of substantial staff unavailability it may be necessary to move staff 

around to keep critical services going, or suspend some services and reallocate 

staff to tasks within their remit.  The workforce mapping information, held in HR, will 

help to inform this process; staff should not be moved into positions outside their 

competence. 

Services will only be delayed, curtailed or suspended after consideration of all the 

resources available at the time, and if an individual service is experiencing mass 

staff absenteeism, it may require skills that are held by members of other services.  

The workforce mapping information will help to inform these decisions. 

Staff welfare and support  

During the early stages of an incident, directors and managers must be aware of 

staffing levels and seek information regarding the length of time the incident may be 
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expected to last.  This may be difficult to assess and the worst case scenario 

should be planned for. 

Everyone has a responsibility for their own health and safety.  EPSG will co-

ordinate staff welfare, and ensure that there is long-term resourcing and will consider 

a number of measures, such as redeployment in order to sustain critical services.  In 

an emergency situation, it will be important to ensure that staff continue to 

receive appropriate rest breaks.  Until confirmed as not required, the Service 

Manager will identify and manage staffing levels and organise a rota or shift system 

where a response is required outside of normal working hours. 

During a prolonged incident, issues such as catering, rest periods, duty and 

travelling time and fatigue should be monitored.  Certain situations may be very 

demanding and stress levels will also need to be considered and Service Managers 

need to have an overview of the implications for staff welfare. 

L o n e  w o r k i n g  

Due to the nature of some services, some members of staff undertake lone 

working.  Due to the risks this poses to their personal safety they should always 

follow the Trust’s Lone Worker Procedures in place.  This is particularly 

important during times where this plan has been activated due to the potential 

disruptions to normal working being caused. 

Communications & Media Management 

Communications during the disruption should be clear, concise and constructive.  

The Trust will make the most of available technology to deliver communications and 

communications will be delivered in accordance with the Trust’s Communication 

Strategy and Action card.    

Information Technology and Telecommunications 

If there are any disruptions threatening the telephone or electronic 

communications of the Trust, then the IT Failure Contingency Plan should be 

activated and followed 

U t i l i t i e s  

Trust buildings may suffer from intermittent short-term loss of utilities from time to 

time.  There is little that the Trust can do other than rely on the speedy restoration of 

supplies by the utilities companies.  They will be informed of the disruption and 

asked for an estimation of when supplies will be recovered.  Managers will decide 

whether it is safe for service users and staff to remain in the building 

If there is a loss of water, alternative supplies should be sought.  If it 

cannot immediately be sourced a decision should be made, based on information 

available at the time, on the provision of services. 

Finance 

In the event of this plan being activated, the Deputy Director of Finance will be 

assigned the task of contacting any relevant bodies in relation to the financial impact, 

and possible costs incurred.  All Service Managers will keep a record of 
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expenditure incurred as a result of the disruption to services and will inform their 

management accountant. 

The Trust accesses legal advice via the T0rust solicitors.  Requests for legal advice 

should be directed through the Associate Director of Quality and Governance or, in 

her absence, through one of the Trust’s Executive Directors (in hours) or via the 

Director on call outside these hours.   

Legal Advice 

The Trust contributes to the NHS Litigation Authority’s Clinical Negligence, Property 

Expenses and Liability to Third Parties schemes.  These provide insurance against 

claims for clinical negligence, loss or damage to property and liability to third parties 

including employer liability.  The Associate Director of Quality and Governance is 

responsible for liaising with the NHS Litigation Authority, their local claims assessor 

and panel solicitors.  Claims against the Trust should be directed to the Chief 

Executive, Tavistock Centre, 120 Belsize Lane, NW3 5BA. 
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 KEY ACTIONS FOR A PROLONGED RESPONSE 

3-7 Days 7 Days Onwards 

Regularly review progress, identify and 

address problems with the response 

Regularly review progress, identify and 

address problems with the response. 

Review the temporary work areas to 

ensure they are still able to provide what is 

required, address any outcomes. 

LBCP should be well established at this point. 

Maintain contact with insurers. Work  with insurers on claims  

Review and address current staffing 

requirements. 

Begin a rebuilding project normal consultation 

procedures will apply here. 

Keep staff who may not be required at 

this stage up to date  

Keep staff who may not be required at this 

stage up to date  

Maintain media liaison to keep public 

informed of the situation. 

 

Keep key external organisations and 

contacts up to date (LBCPs). 

Keep key external organisations and 

contacts up to date (LBCPs) 

Maintain media liaison to keep public 

informed of the situation. 

Final analysis of Trust’s response to the 

event as a whole and the creation of a 

lessons learned document by the Service 

Manager / Incident Managers to Executive 

Team to help identify changes that may 

make the business continuity plan more 

effective. 

Assess and address the need for staff 

support and welfare. 

Maintain media liaison to keep public informed 

of the situation. 
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Appendix 3 :  Equality Impact Assessment 

 

Completed by Lisa Tucker 

Position Health and Safety Manager, EPLO 

Date  April 2019 

   
The following questions determine whether analysis is needed Yes No 

Is it likely to affect people with particular protected characteristics 

differently? 

 X 

Is it a major policy, significantly affecting how Trust services are delivered?   X 

Will the policy have a significant effect on how partner organisations 

operate in terms of equality?  

 X 

Does the policy relate to functions that have been identified through 

engagement as being important to people with particular protected 

characteristics? 

 X 

Does the policy relate to an area with known inequalities?   X 

Does the policy relate to any equality objectives that have been set by the 

Trust? 

 X 

Other?  X 

If the answer to all of these questions was no, then the assessment is complete. 
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Appendix 4; Action Card for Incident Manager  

 

SitRep (Situation Report) 

Date:  Time:   

 

Completed by:  Department/ Team  

Notified by: 

Name:  

Contact Details: 

 

What has actually 

happened or is the 

anticipated 

scenario? 

 

 

 

 

What is the current 

/ possible impact 

on sites / services / 

critical activities  

 

 

Next Update at : Date: Time: 

Authorising 

Officer: 

 

 

 

Incident Level: 1 2 3 4 

Support Required: 
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Appendix 5; Director on Call Action Card  

 

NHS Monthly Communications Exercise (CommEx).  

NHS England will send out a text to the Director on call number - Red Alert Comms Ex - 

and ask the Director on call to either text, call or email NHS EPRR Control Room (the details 

are provided in the text) to confirm receipt of the message.  

 

The Director on call rota  

Handover every Tuesday at the Management Team meeting. The CEO’s office will make the 

arrangements to update the Director on call mobile number on the PageOne webpage.  

 

The Trust has agreed that there are no critical services but in the event of a local Major 

Incident we can provide Mutual Aid and have agreed with colleagues across the MH and CH 

providers that we    

 

 Will co-ordinate the community response, reporting to commissioners as required  

 Will assist with Mutual Aid of medical staff to treat minor casualties/patients at 

reception centres, minor injury centres, Walk-in-Centres and Urgent Care Centres 

 Can provide healthcare advice to evacuees, survivors and relatives  

 Will respond to requests to assist acute hospitals by providing space for triage  

 Will assess the effects of an incident on vulnerable care groups, such as physically or 

mentally disabled and children with complex needs at home 

 Can provide support and advice to the local community on health protection aspects 

of an incident in liaison with our commissioners 

 Will proactively communicate information to all T&P staff and ensure relevant 

guidance and advice is available  

 Will continue to provide core business services in line with the organisation’s 

business continuity plan(s). 

 

Tavistock and Portman Contracts 

On Call Estates mobile number 24/7  07974 698 490 

 

In the event of a Major Incident or Internal Incident this checklist is to be used either 

declaring an Internal Major Incident or being informed of an External Major Incident that 

would impact on our services. Action Cards are on the Major Incident plan 

 

 

Initial Actions Checklist 

 

Time and 

comment  

 

Liaise with Service Manager/Senior Manager on-call to assess the situation  

 

 

 

Declare the Major Incident, see the Major Incident Plan for specific incident 

actions or activate the Trust Business Continuity Plan if it is necessary to 

support the co-ordination of the response. 

Inform Communications team. 
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Call a ‘Gold’ incident management meeting or group email via 

incidentcontrolroom@tavi-port.nhs.uk to set the strategic objectives for the 

response and recovery, decide on timescales for updates. 

 

 

 

Agree to a recovery group meeting either in person or arrange a  

Teleconference with appropriate directors & confirm a group Chair. 

 

 

 

Declaring a Major Incident - telephone call via PageOne on  

0844 8222 888 asking for NHS01.  

 

They will page NHS EPRR Manager and pass on the information – The Trust 

details , incident type, site details, your name and number 

 

NHS EPRR On Call Manager will call you back and ask; 

 The type of Incident 

 The current and projected impact of the incident 

 How many casualties / fatalities are involved 

 The level of media interest, If an internal incident and you need extra 

media support call 0844 8222 888 and ask for LON01 

 Your ability to cope, any additional support or resources that you 

require,  

 Which other agencies / partners are involved in the incident  

 Any other information you feel is relevant. 

  

 

 

Inform relevant CCG/CSU of the internal incident and measures being taken 

to continue services (within working hours)  

 

 

 

Agree with the Service Manager/ Manager On-call any mutual aid/resource 

potentially needed, support or arrange mutual aid or extra resource. 

 

 

 

 Ensure Directors contact their Service leads to cascade information 

 Continue to liaise with estates staff and service staff on site 

 Continue to notify and escalate upwards 

 Arrange debrief meetings  

 Allocate Action cards, including setting up the Control Room , a Loggist 

and Communications updates on the Website, Intranet and emails 

 

 

 

mailto:incidentcontrolroom@tavi-port.nhs.uk
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For the NHS, incidents are classed as one of the following: 

 

 Business Continuity Incident: 
An event or occurrence that disrupts, or might disrupt, an organisation’s normal service 

delivery, below acceptable predefined levels, where special arrangements are required 

to be implemented until services can return to an acceptable level. (This could be a 

surge in demand requiring resources to be temporarily redeployed). 

 

 Critical Incident: 
Any localised incident where the level of disruption results in the organisation temporarily 

or permanently losing its ability to deliver critical services, patients may have been 

harmed or the environment is not safe requiring special measures and support from 

other agencies, to restore normal operating functions. 

 

 Major Incident: 
Any occurrence that presents serious threat to the health of the community or causes 

such numbers or types of casualties, as to require special arrangements to be 

implemented. 

 

Each will impact upon service delivery within the NHS, may undermine public confidence 

and require contingency plans to be implemented. Note that a Business Continuity 

Incident could occur at the same time as a Major Incident or Critical Incident. In such a 

scenario the Trust may establish a Business Continuity Team alongside the Incident 

Response Team, as required. 

 

BCP and MIP  

The Trust had an overarching Business Continuity Plan, Major Incident Plan – all available 

on the website and all sites and teams have localised BCPs.  

 

Mutual Aid  

The Mutual Aid protocols are in the Major Incident Plan  

 

Chemical, Biological, Radioactive and Nuclear, and Hazardous Materials (CBRNe and 

HazMat). The Trust has provided advice and training to front line staff to ‘Isolate and 

transfer’ any persons arriving at the Trust. Staff are instructed to call the LAS and report a 

CBRN or HAZMAT incident with as much information as they can communicate. 
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Appendix 6; Local BCP template 

 

Local Business Continuity Plan 

& Action Cards  

 

 

Version: 1.0 

Bodies consulted: Management Team 

Approved by:  

Date approved:  

Service manager:  

Service director:  

Date issued:  

Review date: ( annual )  

 

 

Audit Trail 

Date Updates  Author  
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Staff Contact details 

 

In the case of an emergency please ensure all relevant parties are contacted.  

Start with contacting staff who will be affected using a ‘Cascade’ or Telephone tree. 

 

Please ensure all staff have colleagues contact information in their phones and that the managers 

have key personal details ‘In Case of Emergency’ (ICE) contact. All staff have a responsibility to 

ensure they have notified the caller they have received the call or message.  

 

 

     

Role Name Contact Number 
ICE 

contact 
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Site Details 

This service operates from the following sites. 

 

Site Details for Service Line - Please ensure all relevant contact names and numbers are here. 

Site(s)  Address  

Telephone  

Service opening days/ hours  

Other services provided within 
the site  

 

Landlord / Estates   

Number of rooms  

Number of floors  

Number of T&P staff at this site  

Utility suppliers   

T&P Estates Manager  Tel / email  

Estates Personnel   Tel / email 

Key Holder(s)   Tel / email 

Do you have access to  
alternative sites?  

Address   

 
Contact *    

 

*Please ensure the services in the alternative accommodation are aware that they’re nominated in your 

plan. 

 

Roles and Responsibilities  

Below is a list of roles performed within the service and the priority of this role during an incident 

that is disrupting the service.  

 

 

Role 

 

Level 

Essential  / 

Desirable  

No. staff 

performing this 

role currently? 

Minimum no. staff 

needed in this role 

during an incident to 

maintain service  
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Business Continuity Plan - Action Cards  

 

Incident Level Description Example BCP Actions  Escalation 

Low level 

Local Incident  

 

This level would consist 

of routine issues which 

and will not impact upon 

any critical 

activities/services. 

 

Leaks, or generic 

maintenance issues. 

 

IT or Utility outage that can 

be rectified within 3 hours. 

 

10% of staff off of work 

due to infection disease 

outbreak 

Communicate to all staff on the 

issues and expected timescales. 

 

Ensure paper records for Care 

notes 

 

Monitor staff sickness and 

infection control measures 

Escalation should stay within 

local limits of building users and 

site managers to ensure 

‘Business As Usual’ capabilities 

are met. 

 

Additional Actions ( EXAMPLES – This is the basis of your BCP )  

 
Staff responsible for Action  

 

Do you have up to date contact details for all staff and key external staff and stakeholders? 

 

 

 

Are there paper versions of any Care notes templates kept on site? 

 

 

 

How many staff have shared skills i.e.; reception / telephone 

 

 

 

Do you have access to portable heaters? 

 

 



Page 28 of 36 
 

 

  

Incident 

Level 
Description Example BCP Actions  Escalation 

Moderate 

level 

Serious Incident 

 

Loss of non-critical 

activities/services due 

to a minor disruption or 

incident which is and 

will not impact on 

critical 

activities/services. 

Local flooding, local IT 

failure, telecoms 

disruption, not 

expected to last more 

than the 3 days. 

 

localised infection 

disease outbreak 

affecting 35% of staff 

The Local Service Business Continuity 

Plan activated 

Set up a Control room and notify Gold 

Command (Strategic ) 

 

Contact all staff and patients. 

 

Consideration and arrangements ; 

Service relocation 

Staff working from home or rescheduling 

appointments and meetings. 

Home visits to patients if possible. 

 

Decide on a Single Point of 

Contact responsible for  

Tactical actions / ‘Silver 

Command’ 

 

Start log of times and 

decisions, use SitRep cards 

for updates  

 

Support from IT , Estates and 

Comms  

 

Follow Action Cards 

 

Notify Management Team at  

incidentcontrolroom@tavi-

port.nhs.uk ,Gold Command 

and Director On Call 

 

 

Additional Actions 

 

Staff responsible 

 

How many staff can work from home or relocate?.  

 

 

Who will manage and monitor cancellations of appointments/ meetings / groups? 
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Incident Level Description Example BCP Actions  Escalation 

Significant 

level 

Major Incident 

 

Loss of critical 

activities/services due to 

a disruption or incident 

which has a potential to 

last more than 

acceptable he but will 

need the co-ordination of 

a senior manager. 

 

Utility failure, damage to 

site, restricted access to 

site, IT Outage or access 

to Servers for 3 Weeks 

 

Infectious disease 

outbreak or staff 

absenteeism of 50%  

staff 

 

 

Activation of overarching BCP or 

Major Incident Plan for the Trust 

 

Set up a Control room and notify 

Gold Command (Strategic ) 

 

Senior staff support service lead in 

their ability to continue their most 

critical functions 

 

 

 

 

Decide on a Single Point of 

Contact responsible for  Tactical 

actions / Silver Command 

 

Start log of times and decisions 

 

Service lead escalates to 

building users and Senior 

Managers. 

 

Support from IT , Estates and 

Comms - follow Action Cards 

 

Notify Management Team at 

incidentcontrolroom@tavi-

port.nhs.uk ,Gold Command 

and Director On Call  

 

 

Additional Actions ( EXAMPLES – This is the basis of your BCP ) 

 
Staff responsible 

Example; copy of BCP / MIP for the kept on site for additional Action cards  
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Ask for resources for extra staff during and after the incident – ie updating Carenotes  

 
 

Can any part of the service be relocated? 

 
 

Identify critical services ie; court reports  

 

Incident Level Description Example BCP Actions  Escalation 

Extreme level 

Disaster 

 

 

Loss of critical 

activities/services due to 

a disruption or incident 

which is expected to last 

more than 3 months and 

may cause risk to patient 

and staff safety 

 

Fire resulting in evacuation and restricted 

access for prolonged period. 

 

Severe weather conditions causing 

damage to site and access for prolonged 

period. 

 

Complete loss or prolonged IT or Utility 

failure. 

 

Prolonged Infectious disease outbreak 

i.e. Flu Pandemic, tidal outbreaks 

affecting services, patient population, 

schools and transport. 

 

External Major Incident 

 

This plan will 

support services in 

their ability to 

continue their most 

critical functions by 

recovering the sites 

critical activity 

within the 

timescale but with 

Commissioner 

level support 

Escalate to building users, 

Service Director and the 

Management team. 

 

NHS England London EPRR 

and consider national escalation 

to co-ordinate the response. 

 

Additional Actions Staff responsible 
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This is managed by the Trust – but service lines must identify critical services ie; court reports  
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Action Card –Team Manager 

 

In the event of a Major Incident or Serious Incident Call 999 before continuing with initial actions. 

 

 

No. Initial Actions Checklist Complete 

1 

Identify the scale of the incident and reason for disruption.  

Identify an Incident manager – even if that is you. 

 

 

2 
Start an Incident Log (use Sit Rep template and a loggist )  

 
 

3 
Risk assess the estate for safety of staff and patients  

 
 

4 Ask Clinical Staff to identify Riskier patients  

5 
Liaise with Landlord/Trust Service Leads 

 
 

6 

 

Report any disruption of utilities to relevant utility company or UK 

Power Networks 

 

 

7 

 

Escalate identified risks to Incident Manager, communicate the 

roles and responsibilities of all in involved  

 

 

8 

 

Produce information signs for staff and patients where necessary 

 

 

9 

 

Attend the Incident Management meeting either in person or by 

telephone to update on all estates matters arising 

 

 

10 
Continue to notify and escalate upwards 

 
 

11 

 

Continue to liaise with estates staff and  

service staff on site 

 

 

 
Insert as appropriate 
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Service Manager/Senior Manager on-call 

 

 

 

No. 

 

Initial Actions Checklist 

 

      Comments 

1 
Identify the impact on the service(s) and potential contingency 

needs i.e. Evacuation, relocation, temporary closure of service  
 

2 
Activate Service Business Continuity Plan 

 
 

3 
Risk assess the estate for safety of staff and patients 

 
 

4 

 

Start an Incident Log and complete SitReps at regular intervals 

as required by the Incident Lead 

 

 

5 
Liaise with Estates Manager/Site Manager 

 
 

6 

Escalate any identified risks to Service Directors/Directors on-

call where necessary ; incidentcontrolroom@tavi-port.nhs.uk 

 

 

7 

Attend the Incident Management meeting either in person or by 

telephone to update on all service issues arising 

 

 

8 
Arrange mutual aid or extra resource if necessary 

 
 

9 
Continue to notify and escalate upwards 

 
 

10 
Continue to liaise with estates staff and service staff on site 

 
 

 

 

Insert as appropriate 
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Business Continuity Plan, v4, August 2019  Page 34 of 36 

Director On call Action Card  

 

No 

 

Initial Actions Checklist 

 

 

Date Time and 

comments  

 

1 
 

Liaise with Service Manager/Senior Manager on-call to assess the 

situation  

 

 

 

2 

 

Declare the Major Incident, see the Major Incident Plan for specific 

incident actions or activate the Trust Business Continuity Plan if it is 

necessary to support the co-ordination of the response. 

Inform Communications team. 

 

 

3 
 

Call a ‘Gold’ incident management meeting or group email via 

incidentcontrolroom@tavi-port.nhs.uk to set the strategic objectives for 

the response and recovery, decide on timescales for updates. 

 

 

4 
 

Agree to a recovery group meeting either in person or arrange a 

teleconference with appropriate directors & confirm a group Chair. 

 

 

5 

 

Declaring a Major Incident - telephone call via PageOne on  

0844 8222 888 asking for NHS01.  

Just basic information; the incident type, site details, your name and 

number.(140 characters ) 

NHS E London EPRR On Call Manager will call you back and ask; 

 The type of Incident 

 The current and projected impact of the incident 

 How many casualties / fatalities are involved 

 The level of media interest, If an internal incident and you need 

extra media support call 0844 8222 888 and ask for LON01 

 Your ability to cope, any additional support or resources that you 

require,  

 Which other agencies / partners are involved in the incident  

 Any other information you feel is relevant. 

 

 

6 Inform relevant CCG/CSU of the internal incident and measures being 

taken to continue services (within working hours)  

 

 

7 

Agree with the Service Manager/ Manager On-call any mutual 

aid/resource potentially needed, support or arrange mutual aid or extra 

resource. 

 

mailto:incidentcontrolroom@tavi-port.nhs.uk
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8 

 

 Ensure Directors contact their Service leads to cascade information 

 Continue to liaise with estates staff and service staff on site 

 Continue to notify and escalate upwards 

 Arrange debrief meetings  

 Allocate Action cards, including setting up the Control Room , a Loggist 

and Comms; updates on the Website, Intranet and emails 
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Appendix 7: Emergency Mutual Aid Request  

 

Requesting organisation 

Include contact name 

and details. 

 

 

 

Date & Time  

Request being made to   

Mutual aid requested 

This must be explicit 

including exact 

quantities, for how long 

and for what purpose. 

 

Where the mutual aid is 

to be sent to 

Exact location must be 

included. 

 

 

Transport arrangements 

Will transport be 

provided or is this being 

requested as well. 

If transport has been 

arranged include details 

of what is being used – 

courier, ambulance taxi 

etc. 

 

Contact arrangements 

Remember to include in 

and out of hours if 

appropriate 

 

 

 

Signature of Director 

on-call 

 

 

A copy of this mutual aid agreement must be retained. 

 


