BCP TEMPLATE USER INFORMATION

TEMPLATE:  
Post-Incident Staff Accountability
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
STAFF ACCOUNTABILITY PLAN

(Post-Incident)

Aim

The purpose of this plan is to assist the Department in accounting for all personnel following an emergency or business interruption and identify the necessary skill sets to assume the continuity of essential services.

Assumptions

The following assumptions have been made by the Department of       with respect to accounting for personnel in the event of an emergency or business interruption:

· Contact lists within the BCP have been maintained and are current;

· In the event of an evacuation, personnel within the building have been accounted for through divisional or branch emergency response procedures;

· The BCP Human Resources representative within the Department of       has a current copy of the Key Personnel Responsibilities & Skill Set list (as below);

· Through the departmental BCP training and awareness program, key personnel know to contact the departmental BCP Coordinator/Manager or other departmental BCP Team members with their status and location.

General
In the event of a business interruption, it is necessary to ensure continued availability of all personnel in order to resume and recover essential services.  If key personnel are unavailable or unaccounted for, alternates with comparable skill sets will be acquired to facilitate the continuity and recovery of essential services.

Listed below are possible reasons for personnel unavailability following a business interruption:

· Out-of-office appointment/meeting

· Vacation

· Illness

· Intense stress levels due to emergency scenario

· Injury due to emergency scenario

· Death due to emergency scenario

In preparation for BCP activation (or immediately following activation), the process identified by the Department of       for accounting for personnel immediately following a business interruption is detailed below:

· Begin accounting for personnel at the designated evacuation location (identified in the Site Emergency Response Plan, attached as Annex      ).

· Contact key personnel not already identified or accounted for at evacuation location or through confirmation of location from other staff members (contact list attached as Annex      )

· Contact designated alternates (Included on contact list - Annex      )

· Coordinate with the BCP HR representative to match required skill set(s) for unavailable personnel in order to identify and contact a suitable replacement for business continuity.

Accounting Responsibilities

Individuals.  Each employee, regardless of appointment, should report to their immediate supervisor or designate as soon as is practical after an incident.  If an individual is not directly involved in an incident, or not at the incident scene, they should also contact their organization to confirm their status and determine what role they will play in continuity activities.

Units (led by the Branch/Division Head or Designate.  All business units, as a minimum, should have in place, and be prepared to conduct the following procedures:

· Hold maintained staff lists

· Ensure staff lists are appropriately distributed, including at off-site locations

· Maintain current succession lists for key personnel

· Appoint personnel to physically account for personnel at an evacuation location

· Appoint personnel to record the results and ongoing status of your personnel commencing immediately after an incident occurs

· Establish two-way communications with all of your personnel

· Establish and maintain a messaging system for employees and their families where essential information can be accurately disseminated

· In a casualty situation, designate personnel to establish communications with hospitals’ Casualty Information Centres

Accounting for casualties

In the case of a mass-casualty situation, it remains the responsibility of first-responders to rescue personnel from the incident site.  However, determining where casualties have been evacuated to, will initially be difficult.  Depending on the number of casualties, it is likely that individual vehicles and not ambulances will evacuate many of them.  In addition, determining what hospitals casualties were sent to may be difficult to discern initially.

Hospitals will normally account for mass-casualty situations by establishing a Casualty Information Centre.  Through this centre, the hospital will release information on casualties.  Prior to the establishment of the Casualty Information Centre, information on individual casualties will likely not be released to the public.  Business units should anticipate this condition and establish contact with hospitals early and repeatedly.  

It should be assumed that hospitals would account for an influx of visitors that will be looking for individuals.  This normally implies that access to individuals will be initially restricted.

Situational Communication and Coordination

Immediately following a building evacuation, if that is the case, emergency response and business continuity teams must coordinate efforts and communicate critical information in accounting for personnel.  Since the emergency response team (security, fire wardens, first responders) is responsible for ensuring the safe exit of personnel from the building, the team will have information relative to who has exited, personnel who might have had ambulance transportation, etc.  This Coordination an information sharing will assist the business continuity team in accounting for missing personnel and finding alternates (BCP contacts and alternates listed in Section 1, Vital Information) or suitable replacements based on skill sets (coordination with Human Resources contact).

Key Personnel Responsibilities & Skill Set

	KEY PERSONNEL
	POSITION
	RESPONSIBLE FOR 
	REQUIRED SKILL SET
	ESSENTIAL SERVICE*

	(Example)

John Green
	Public Lands Officer, Technologist III
	Managing industrial, commercial and recreational activities on public land.
	Information gathering, land use planning and decision-making, evaluating and monitoring operations, report writing, administration/processing of dispositions, issuance of temporary approvals, assisting in the identification and development of operational policy and extension services.
	Critical Service 1

	     
	     
	     
	     
	

	     
	     
	     
	     
	


* Refer to Section 4, Business Impact Analysis, for a detailed list of Essential Services.

Replacement personnel

The BCP Human Resources Representative holds a detailed list of alternate personnel contacts, and will coordinate the replacement process based on prioritized continuity needs, identified in Section 4 of this plan under Business Impact Analysis.
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