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Scope
The CHDT Pandemic Business Continuity response links directly to the phases of a pandemic as defined by the World Health Organisation (WHO).  Each phase has an associated set of priorities, assumptions and actions.  Phases 1-3 are largely phases of observation.  This plan covers phases 4-5 of the Pandemic Alert periods, Phase 6 an actual pandemic, and the post-pandemic recovery period. 
Planning priorities
In a pandemic situation the threat to our business hinges around staff sickness / absenteeism  and the subsequent effects on the Trust, our ability to perform essential services, and to fulfil our obligations with regard to staff, buildings & estate, collections and legalities as well as reduction in visitors, restriction on travel and interruption to transport and supplies.

Our priorities are to:

1. Inform, reassure and support our staff and volunteers
2. Maintain the security of the CHDT estate (our buildings, collections and staff) 
3. Maintain our ability to meet legal and financial obligations
4. Maintain, as far as possible, normal business operations across the site, including facilitating access to residents and tenants  
5. Protect revenue
Planning assumptions  
· Past pandemic experience indicates that between 10-35% of the workforce may be absent from work.  The absence rate is expected to peak for 1-2  weeks at the height of the outbreak (around weeks 8 to 9).  Workers are likely to be absent for possibly 5-8 working days – over a period of 3 months.  This first wave of illness is likely to be followed by a second wave of similar duration.  The interval between each wave could be several weeks or months.  Absenteeism may be more than this either due to a higher rate of illness, the need to care for sick family members or fear of exposure to infection. 

· Antiviral medication is not available or will not significantly reduce absenteeism.  (UK Influenza Pandemic Contingency Plan guidelines)

· The clinical attack rate of a pandemic is an unknown factor.  Planning needs to allow for a worst-case scenario of a clinical attack rate of 50% (cumulative)
· The Trust’s museum & visitor attraction will remain open to the public unless circumstances or Government advice/instruction suggest otherwise.  Decision to open/close will occur in phases 5 – 6
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Threats and impacts 
The table below lists possible high-level threats and impacts, not Trust departmental threats.  The threats fall into four categories: security, health and safety, financial and HR.

	Threat
	Impact

	Security staffing levels fall below the minimum required to protect buildings and contents at any or all sites
	Opportunist theft
Insurance implications
Effect on reputation
Possible forced closure

	Insufficient FoH staff for gallery and visitor management
	Inability to operate galleries, attractions and guided tours
Opportunist theft
Health and Safety issues


	Health and Safety compromised through lack of staff (cleaners especially)
	Possible increased spread of disease
Possible site closure
Reputation/image
Insurance implications
Accident rate increase
Potential for increase in Health and Safety liabilities

	Financial obligations not fulfilled due to insufficient staff and/or lack of signatories;  cashflow problems deriving from loss of income from visitors and trading
	Penalties
Credit rating damaged
Draw down of grants and other income affected
 

	HR inability to pay staff through lack of appropriate staff to run payroll, or perform critical financial processes associated with payroll
	Potential big impact on staff with regard to financial obligations (mortgages, loans  penalty interest etc) Could cause severe hardship

	Staff loss of specialist or key personnel through fatality
	Delays to programmes & activities
Loss of expertise in specialist areas 
Future recruitment issues and costs





Linked Plans
The Pandemic Business Continuity Plan links to departmental plans under active development


Roles and responsibilities

Chief Executive
· Overall responsibility for overseeing implementation of this Response Plan and particular responsibility for taking decisions on Museum /Visitor Attraction closure if circumstances, rather than government policy dictate

Senior Management Team 
·  Responsible for coordinating implementation of this Response Plan 

Departmental Managers

· Responsible for implementing departmental action plans


Communications - internal
· Responsibility for issuing communications to staff will rest with the Director of Communications & Development (Assistant Chief Executive) and HR Officer 

Communications – External
· Responsibility for external communications rests with Director of Communications & Development (Assistant Chief Executive) and Head of Marketing & Communications
· Advice to the public regarding Museum opening hours or closure will be released upon approval of the Chief Executive or in his absence, a designated member of the Senior Management Team 
· Posting to the Website is the responsibility of the Communications team


Response per phase 

Phase 4 - Pandemic Alert (based on WHO phases)
Is characterised by verified human-to-human transmission of an animal or human-animal influenza reassortant virus able to cause “community-level outbreaks.”  The ability to cause sustained disease outbreaks in a community marks a significant upwards shift in the risk for a pandemic.  Any country that suspects or has verified such an event should urgently consult with WHO so that the situation can be jointly assessed and a decision made by the affected country if implementation of a rapid pandemic containment operation is warranted.  Phase 4 indicates a significant increase in risk of a pandemic but does not necessarily mean that a pandemic is a forgone conclusion. 

Strategy 
Normal operations as far as possible
Increased vigilance

Priorities
1. Provide reassurance to staff without scaremongering
2. Keep up to date with developments
3. Ensure CHDT response plan is effective

Assumptions
· Appropriate health information issued by Government
· CHDT open as usual
· Communication to staff of both CHDT planning and Government issued
guidance will be essential in maintaining the confidence of staff and the overall resilience of the organization


	Action
	Responsibility

	Monitor government websites
	

	Information update to SMT
	

	Pre-prepare communications 
	

	Issue staff communication via Intranet and post boards
	

	Post notices to web site if appropriate
	

	Respond to staff questions/concerns
	

	Check CHDT departmental business continuity response plan covers this phase and amend as necessary 
	














Phase 5 - Pandemic Alert ((based on WHO phases)
Is characterised by human-to-human spread of the virus into at least two countries in one WHO region.  While most countries will not be affected at this stage, the declaration of Phase 5 is a strong signal that a pandemic is imminent and that the time to finalize the organization, communication, and implementation of the planned mitigation measures is short.

Strategy
Contain risks

Priorities
1. Provide information and reassurance to staff 
2. Protect income and visitor levels as far as possible
3. Keep up to date with developments
4. Ensure CHDT response plan is effective and supported by departmental continuity measures
5. Prepare for arrival of pandemic in UK

Assumptions
· Appropriate health information will  be issued to RMG by Government
· Communication to staff of both CHDT planning and Government issued
guidance will be essential in maintaining the confidence of staff and the overall resilience of the organization
· visitor numbers are not greatly reduced
· No overseas travel restrictions in place

	Action
	Responsibility

	Information update to SMT
	

	Issue staff communication via e-mail and notice boards.  Provide sources of additional information (web sites) for staff
	

	Respond to staff questions/concerns
	

	Place Health advice notices in appropriate spaces, and publish via email and notice boards as per Government guidelines
	

	Review departmental plans with regard to critical supplies and supply chains.  Take action as necessary.  Ensure contingencies are readied or actioned as appropriate.  Review emergency call outs and associated plans 
	

	Prepare or review, policy on sick, leave, leave without pay, paid leave etc with regard to the pandemic situation.  Hold in readiness
	

	Review HR policy to ensure it positively encourages staff to stay at home if they feel ill  
	

	Home working ensure that capability for home working is available for via secure technology for all potential  home-workers as identified in departmental plans.  Home working will be subject to CHDT  home-working guidelines 

	

	Install a dedicated phone line for staff to call in to receive up to date information about Museum opening/closures.  Not activated at this stage
	

	Decide on dedicated number for staff to call to report illness/ bereavement.  Not activated at this stage. Prepare handout for staff

	

	Check CHDT departmental response plans covers this phase and amend 
as necessary 
	

	Monitor government  websites
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Phase 6 - Pandemic Phase increased sustained transmission in general population
This pandemic phase is characterised by community level outbreaks in at least one other country in a different WHO region in addition to the criteria defined in Phase 5.  Designation of this phase will indicate that a global pandemic is under way
When the international situation reaches WHO Phase 6 there will be 4 alert levels in the UK:
UK alert level 1 - No cases in the UK
UK alert level 2 - Virus isolated in the UK
UK alert level 3 - Outbreak(s) in the UK
UK alert level 4 - Widespread activity across the UK

UK Alert Level One (as notified by government) – Cases outside the UK  

Overall Strategy for phase 6
1. Contain risks
2. Protect and preserve assets

Priorities
· Reassure, inform and protect staff
· Business as usual as far as is practicable

Assumptions
· Staff will be showing concern
· Virus will spread to next level

	Action
	Responsibility

	Information update to SMT
	

	SMT to review museum’s open status and take a view on partial or full closure
	CEO

	Publish approved public notices on web site
	Communications

	Respond to staff questions/concerns
	

	Updated information on Health issues will be available for issue by email, notice boards and possible manual issue to staff.  
	

	Review departmental plans, amend as required. 
	SMT 

	Ensure washing facilities are well stocked and brief cleaning staff on preventative measures (cleaning of door handles etc)
	

	Check that VPN client access licenses cover all potential homeworkers and applications are available
	Finance

	Monitor government websites
	

	
	




UK Alert Level Two – (as notified by government) sporadic cases in UK. Virus now in UK 

Priorities
· Reassure, inform and  protect staff
· Business as usual

Assumptions
· Time for pandemic to spread from first arrival in UK (level 2) to widespread (level 4) is two  - three weeks
· Pandemic will spread to next level
· No vaccine available
· Increasing level of concern amongst staff
· No travel restrictions imposed
· Possible reduction in visitor numbers

 
	Action
	Responsibility

	Information update to SMT
	Coordinator

	SMT to review Museum’s open status and take a view on partial or full closure
	SMT

	Publish update to website
	Communications

	Issue staff communication via e-mail and notice boards. Provide sources of additional information (web sites) for staff
	HR and
Coordinator

	Respond to staff questions/concerns
	HR and SMT

	Place Health advice notices in appropriate spaces, and publish via intranet and post boards as per government  guidelines
	Health and safety

	Communicate to staff the message that staff are to stay home if they feel they have flu
	HR

	Communicate policy on sick, leave, leave without pay, paid leave etc with regard to the pandemic situation.  Prepare FAQ’s. and circulate to senior management 
	HR

	Issue staff with the dedicated telephone number to call to report illness, bereavement
	HR

	Check CHDT response plan covers this phase and amend as necessary
	

	Monitor government websites
	





UK Alert Level Three (as notified by government) – Outbreak in the UK 

Priorities
· Inform, reassure and support our workforce
· Reduce the transmission of infection
· Maintain, as far as is possible, normal business operations 

Assumptions
· A vaccine is not available during the first sustained attack
· Once level 3 has been declared there will be intense pressure on health and other services for 6-8 weeks minimum
· CHDT will be start to be impacted by external factors – e.g. absenteeism in other sectors (travel, police, associated industries)
· Staff fears will grow.  Some staff may request to work from home
· Sick leave, compassionate leave, unpaid leave and paid leave will be governed by existing policy and procedures
· Reduced visitor numbers 
· No travel restrictions imposed in UK or internationally
· A voluntary decision to close the museum / visitor attraction in part or in whole rests with the CEO.  In their absence, responsibility for a decision to close will fall to available members of the SMT


	Action – level 3
	Responsibility

	Information update to SMT
	

	Review Museum Open/Close status – take decision
	CEO/SMT

	Issue key staff message Insisting staff  stay at home if they catch flu or feel ill
Communication via Intranet and post boards. 
	HR




	Respond to staff questions/concerns
	HR and SMT

	proactive information on Health issues based on Government advice will be issued to staff upon notification of a pandemic.  
Updates on flu status to be posted by e-mail and on notice boards

	

	Review departmental plans with regard to critical supplies and supply chains.  Check supplies are on hand, action as necessary.  Invoke Business Continuity plans. 
	

	Review, policy and FAQs on sick, leave, leave without pay, paid leave etc with regard to the pandemic situation.  Hold in readiness. Communicate as necessary.
	HR

	Review Estate security and align with departmental business continuity plans
	

	Monitor visitor numbers
	Visitor  Experience & Sales

	Monitor government websites
	Coordinator

	Report to Trustees as required
	CEO



UK Alert Level Four – (as notified by government) Widespread across the UK 

Priorities
· Inform, reassure and support our workforce
· Reduce the transmission of infection
· Maintain the security of the CHDT Estate, buildings and staff
· Maintain our ability to meet legal and financial obligations
· Maintain, as far as possible, normal business operations 
·   Protect revenue

Assumptions
·    Absenteeism will increase dramatically through illness, the need to stay at home to look after others, and possibly fear
·    Non-essential services may need to be curtailed
· A voluntary decision to close the museum/visitor attraction rests with the CEO or in their absence, responsibility for a decision to close will fall to available members of the SMT
·  Should all members of the Executive be incapacitated a decision to close may be taken by a senior manager 
· All other management decisions will follow normal line management routes and standard CHDT governance and policy
· Sick leave, compassionate leave, unpaid leave and paid leave will be governed by existing policy and procedures
· No ban on public gatherings, travel within UK or forced closure of site
· Departmental business continuity plans will come into effect as pandemic progresses

	Action
	Responsibility

	Information update to SMT
	

	Review Museum open/close status – take action.
	SMT

	Issue staff communication via Intranet and post boards. Provide sources of additional information (web sites) for staff
	HR
Coordinator

	Respond to staff questions/concerns
	HR
SMT

	Place Health advice notices in appropriate spaces, and publish via  e-mail and noticeboards as per government guidelines
	Health and Safety

	Monitor critical staffing levels for possible site(s) closure. Take action as appropriate as pandemic progresses
	 

	Monitor security & visitor facing staff levels, report to SMT. Action as necessary
	

	Activate all departmental contingency plans. 
Curtail non-essential services as identified in departmental plans. Offer home-working to designated staff as per departmental plans
	SMT 

	If Museum is open - insist staff stay at home if they feel ill
	

	External communication as required
	Communications

	Report to Trustees
	





Post pandemic  -recovery phase
 
Strategy
1. Resumption of business
2. Review of response
3. Preparedness

Priorities
· Reinstatement of ‘normal service’
· Readiness for second wave of pandemic
· Staff welfare

Assumptions
· End of first wave in UK
· Virus may still be circulating internationally
· Staff level may not be back to normal
· Some fatalities may have occurred
· Staff may need counselling/wellbeing services

 
	Action
	Responsibility

	Assess impact on CHDT.  Report to Trustees
	SMT

	Review plan and supporting plans, amend as necessary
	SMT  

	Recruitment
	HR

	Counselling  and Wellbeing services
	HR

	Resume normal services as much as possible
	All

	Continue watching brief
	SMT




Annex 1

1	Prepared Information for staff   - to be updated- sample text
 
 
If you catch flu/virus:  

• Stay at home and rest 

• Take medicines such as aspirin, ibuprofen or paracetamol to relieve the symptoms (following the instructions with the medicines).  Children under 16 must not be given aspirin or ready-made flu remedies containing aspirin

• Drink plenty of fluids 
 
You can reduce, but not eliminate the risk of catching or spreading influenza during a pandemic by: 

• Covering your nose and mouth when coughing or sneezing, using a tissue when possible 

• Disposing of dirty tissues promptly and carefully – bag and bin them 

• Avoiding non-essential travel and large crowds wherever possible 

• Maintaining good basic hygiene, for example washing your hands frequently with soap and water to reduce the spread of the virus from your hands to your face, or to other people 

• Cleaning hard surfaces (eg, kitchen worktops, door handles) frequently, using a normal cleaning product 
 
• Making sure your family and friends follow this advice
 
These measures are for your own health and to avoid spreading illness to others















Annex 2  
Health and Safety - placeholder for information to be placed in public areas

· Help reduce the spread of the Influenza virus – wash your hands with soap and water

· Cover your mouth when you sneeze

· Dispose of tissues in a bag, tie it and bin it


 

2	Placeholder for HR information – FAQs on Sick leave,  leave  pay,  e.g. –  this is work in progress

If I am asked to stay home and I can’t do my work – will I be paid?
Answer = 

If I have to stay home and look after a family member do I take annual leave?
Answer = 

(from above) I don’t have any annual leave left, what now?
Answer=

I am worried about coming in to work, can I take time off as sick?
Answer =
 And so on.

3 Press Office - Placeholder for Open/closure information for the web
Work in progress
Closure
We regret to advise visitors that Historic Dockyard Chatham  will be closed from xxxxx to yyyyy due to the current virus outbreak.  (or some such  words)




4	Websites to check regularly – to be checked and updated for 2020

