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MAINTAINING ESSENTIAL SERVICES –

BUSINESS CONTINUITY FOR A PANDEMIC

Business Continuity Management is the process of identifying potential risks that

could threaten business operations of an organization and the development of

plans to respond to such incidents. Business Continuity Management includes:

• Risk assessment and management

• Disaster recovery

• Personnel management

• Supply chain management

• Facilities management

• Safety management

• Security management.

A complete business continuity plan must take into account all potential risks to

an organization as well as disaster response.

This guide will focus only on business continuity relating to an influenza

pandemic.

The primary threat to maintaining essential services during a pandemic is high

absenteeism. The objective of a business continuity plan for a pandemic is to

determine how to maintain essential services/functions given high rates of

absenteeism for reasons that may include:

• sickness.

• staying at home to care for those family members who are ill.

• staying at home to care for children in the event that schools and daycares

are closed.

• fear of coming into the work environment.

Outline Business Continuity Plan for a Pandemic

Step 1 Assume Responsibility

Step 2 Assign a Coordinator/Team

Step 3 Identify Essential Services

Step 4 Identify Staff to Maintain Essential Services

Step 5 Develop the Plan

Step 6 Educate/inform Staff
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Step 1- Assume Responsibility

• The Region, Regional departments, local municipalities and other

organizations must recognize the requirement to prepare for a pandemic

and provide commitment and support to the creation of a business

continuity plan.

• Department Heads at the Regional and local municipal levels must

assume responsibility for the preparation of viable business continuity

plans in advance of a pandemic.

Step 2 – Assign a Coordinator/Team

• Each department at the Regional and local municipal levels and DRPS will

assign a staff member to act as coordinator for developing a business

continuity plan for a pandemic.

• Depending of the size of the department, a team should be designated to

assist the coordinator.

Step 3 – Identify Essential Services

• Complete Appendix 1. (Regional Departments utilize the Y2K

Contingency Plan, 1999, as a starting point).

• List all services/functions provided by your department.

• Using the definitions provided at Section 3.3 of this plan, categorize each

service/function them as Priority 1, Priority 2 or Priority 3.

• Priority 1 services are those that relate to health and safety and these are

the essential services that must be maintained throughout a pandemic.

Step 4 – Identify Required Staff to Maintain the Essential Services

• Complete Appendix 2. This will assist in identifying:

o number of staff currently assigned to perform the service/function.

o minimum staff assessed to be able to perform the function.

o any potential staffing shortfall given a 35% reduction because of

absenteeism.

Step 5 – Develop the Plan to Maintain the Essential Services

• Complete Appendix 3 for each functional activity of an identified essential

service. This is an outline that will assist is developing a plan of action to

ensure that essential services can be maintained throughout a pandemic.
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• Considerations will include identifying:

o succession planning - who are the key decision makers, who are

the alternates.

o surge requirements that may arise for the service during a

pandemic.

o alternate delivery options.

o alternate staffing from other non-essential services/volunteers.

o training requirements to ensure an adequate number of trained

personnel are available.

o critical supplies and suppliers.

Step 6 – Write the Plan, Train and Educate Staff

• once the plan is developed in Step 5, it must be documented.

• each essential service must have a plan and where applicable, these

should be combined to produce an overall departmental plan.

• The overall departmental plan must include the order in which Priority 3

and then Priority 2 services will cease to be delivered.

• once completed the plan must be communicated to all staff.

• where required, make a plan to train additional staff in the delivery of the

essential service according to the plan.

