BCP TEMPLATE USER INFORMATION

TEMPLATE:  
Communications Plan
GENERAL:  
This template has been designed to allow the user to easily adapt it’s content to a specific organization’s business continuity plan.
SPECIFIC INSTRUCTIONS:
1. In this template there are several dropdown boxes you should customize to meet the requirements of your organization.

2.
To customize the document, go to ‘View’ on the menu bar, and select ‘Toolbars’, and then select the ‘Forms’ Toolbar.  Unlock the document by selecting the [image: image1.png]20 Human Resources Plan.doc soft Word
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 button. This will unlock the document for editing.  To enable fields again, re-select the lock button.

       BCP
COMMUNICATIONS DIRECTIVE
General
The manner in which the Ministry conveys information during a business interruption situation is extremely important to the public’s understanding and perception of how the Ministry is handling the situation.  It is imperative that a calm and coherent approach be taken towards the activities of the Ministry.  Every effort must be made to provide the media, the employees and most importantly the public that the Ministry is in complete control of the continuity and recovery efforts and that every possible measure has been taken to ensure that we can provide the appropriate levels of service in the most expeditious manner.  Additionally, it is extremely important that the communication plan is able to accurately and efficiently deliver important information to all departmental employees.
Ministry Policy

In the event of a major business interruption, the Deputy Minister will appoint the Director of Communications to oversee and co-ordinate all public and media information related to business continuity activities.  In addition, it will be the responsibility of the Communications Director to ensure that the Minister’s office is kept up-to-date with recent developments and the proper of continuity activities.

If asked for comment, staff are to refer all media enquiries to the Director of Communications at (insert phone number) or the Communication Team located at the Resumption Operations Center (insert phone number).  Specific contact information relating to those who are authorized to speak with the media is shown below:
	Name
	Title
	Role
	Work#
	Cell #
	Home#

	
	Minister
	
	
	
	

	
	DM
	
	
	
	

	
	Dir Comms
	Leader
	
	
	

	
	
	Alternate
	
	
	

	
	
	Assistant
	
	
	


Notes: 

1. Unless otherwise specified, the area code will be 780.

2. The Minister or Deputy Minister may authorize additional individuals to speak with media based on both the nature and severity of the event.

External Communications
The key to keeping both the department and the public aware of the situation, it is essential that the Business Continuity Team maintain continuous contact with all the affected business units.
In the event of an incident that disrupts or disables the Ministry’s public service capability, an immediate message will be prepared and released to the media.  Alberta Communication Network will distribute news releases.   Key information that should be contained within these messages includes:
a. The nature and extent of the event.

b. The number of services affected and possible duration of disruption (this needs to be carefully coordinated to ensure that accurate and timely information is being relayed).

c. The measures being taken to restore services and projected continuity of interim services.

d. Any pertinent telephone instructions that should be followed (e.g., points of contacts relating to specific recovery programs)

Should the disruption be widespread and affect many of the programs or services provided by the Ministry, Public Affairs Bureau (PAB) will be requested to established a Public Media Inquiry Room (PMIR) in order to respond to continuing public and media requests for information.  The Director of Communications will coordinate this request and ensure that sufficient and timely information is forwarded to the PMIR.
A media conference should be held as soon as possible after activation of our BCP in order to reiterate both the nature and the severity of the event, what measures have been taken (to date), the availability of interim services, etc.  The Business Continuity Team will provide information in order to facilitate this conference, and the Business Continuity Team Manager will, if applicable, be available to handle specific-service questions.

Updates will be issued regularly, especially during the initial stages of the continuity and recovery process.  A tentative schedule is shown below:
a. First 48 hours – twice a day;

b. To the end of the 1st week – once daily (more often if important information is available);

c. To full recovery of all services – on an as required basis.

Realizing that a great deal of information can be passed electronically, when possible, both the Government of Alberta and the  FORMDROPDOWN 
 web site will be updated hourly.  Specific situations requiring updates action can include the following:
a. where changes to previous announcements related to the provision of services must be made;

b. where clarification of erroneous reports from the media is required.

Internal Communication
Managers and/or their representatives must be conscious that there is the potential risk during the contact/notification process of unintentionally releasing sensitive, confidential or incorrect information.  All those involved in the process of contacting/notifying employees must be fully conversant with the situation and the process that will be followed within the ministry during its resumption and recovery processes.  

When phoning employees on the established contact lists, the following guidelines should be used:
a. If the staff member is contacted: Advise them of the event prompting the call and provide them specific instructions on where they are to go and appropriate actions that they should take.  Remind the employee of the policy regarding media requests and who is responsible for responding to any media requests.

b. If the staff member is not contacted: Leave a name and number where you may be contacted and ask that the employee contact you as soon as possible.  You should not leave any detailed messages as these are easily misinterpreted, which can lead to future difficulties.
Conclusion
This plan is solely intended to provide policy direction and an outline of the overall Communication Plan that will be followed by this Ministry.   A more detailed plan is held and maintained by the Director of Communication and will be implemented when the Business Continuity Plan has been activated or on the direction of the Deputy Minister.
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