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1.0  Document Control 

 

1.1 Revision History 

 
This Business Continuity Plan (BCP) is a controlled document and is held centrally 

by Mr. Michael Bloomfield, Head of Corporate Services, 2nd Floor, Linenhall Street, 

Belfast BT2 8BS. The Plan Administrator is Mrs. Liz Fitzpatrick, Emergency Planning 

and Business Continuity (EP/BC) Manager. Any amendments to the document 

should be communicated to the Plan Administrator. Due to the nature of the Plan any 

changes made must be recorded. The table below shows the revisions made to the 

Interim Plan which was approved by the Senior Management Team (SMT) in March 

2011 until approval of the Plan to meet BS25999 Standard. Subsequent revisions 

will be noted.  

 

Table 1: Version Control 

 

 

Version Number Revision Date Status Summary of Changes 

  

12/12/10 

 

Interim 

 

Require update per Directorate 

of critical business functions 

  

27/03/11 

 

Interim  

 

Reviewed by SMT to be 

updated/amended to reflect the 

requirements of BS25999 

 

V1 

 

13/03/12 

 

Interim 

 

Draft revised for SMT 

consideration  

V2 27/03/12 Approved Approved by SMT 
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1.2 Approvals 

 
The HSCB BCP has been approved by the SMT and Version 2 includes the 

suggestions made by SMT members as part of their consideration of the document  

 

 
1.3 Distribution List 
 

The distribution of the BCP will be controlled and recorded.  It is important that those 

who will be issued copies of the BCP check they have the most recent version as 

well as disposing appropriately of any previous versions.  A central record of 

distribution will be maintained by the Emergency Planning/ Business Continuity 

Manager. The Plan will be distributed to key staff who will be expected to be involved 

in providing the delivery of critical services.  

 

1.4 Intranet 
 

The HSCB BCP will be placed on the HSCB Intranet (minus the appendices with 

personal contact details). 
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2.0  Introduction 
 
The Civil Contingencies Act 2004 (CCA) consolidates good practice in civil 

contingencies in the UK and introduces statutory duties to undertake civil 

contingencies activities and updates emergency powers provision. Section 2 (1) (c) 

of the CCA requires that bodies ‘maintain plans to ensure as far as reasonably 

practicable that if an emergency occurs the organisation is able to continue to 

perform its functions’. 

 

In NI the Civil Contingencies Framework (2005) (NICCF) parallels the requirements 

of the CCA and sets out a framework within which public sector organisations here 

will discharge their civil contingencies.  Chapter 11 of the NICCF relates to Business 

Continuity Management (BCM) and states: 

 

“All organisations shall undertake BCM processes which will enable them to deliver 

their services in response to an emergency and to maintain essential services to the 

public through a business disruption.  Public sector organisations shall promote and 

encourage Business Continuity Management in their public, private and voluntary 

sector supplies, customers, licence holders and stakeholders.” 

 

The Framework also states that “wherever possible, departments…should use their 

relationships to promote effective BCM in relation to essentials of life services and 

emergency response, so as to develop the overall resilience of NI to disruption”. 

 

Consequently, as well as being a good practice requirement under the NICCF, and 

an essential component of good emergency preparedness, having a BCM Plan in 

place makes good business sense. 

 

Allied to these drivers, in May 2010, a Priorities for Action target on business 

continuity for the HSC was introduced.  This stated that, “by March 2011, each HSC 

Organisation should ensure it has a fully tested and operational Business Continuity 

Plan in place.” This also links to the governance requirement set for all HSC 

organisations reporting to the DHSSPS. 
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The target did not specify what this plan should look like, however it is intended that 

HSC organisations business continuity plans will conform to BS Standard 25999 by 

end March 2012.   

 

The Risk Management Controls Assurance Standard 2011/12 specifies at Criterion 7 

that; 

 

A BCM Plan, aligned to the British Standard (BS 25999), is in place as part of 

the organisation’s corporate governance arrangements. These plans can be 

activated in response to an emergency in order to maintain the organisation’s 

essential services to a pre-defined level throughout the business disruption.  
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3.0 Equality and Human Rights 
 
As part of the development of this Business Continuity plan, consideration has been 

given to the potential impact upon staff and key stakeholders, giving particular regard 

to the equality, human rights and disability implications of the strategies that have 

been developed to support the continued delivery of the HSC Board’s critical 

services. 

   

A meeting of the Business Continuity Project Team was held to give specific 

consideration to the equality and human rights implications in the development of 

strategies, and the templates that are attached at reflect the issues that are 

considered to have most impact. 

 

By its nature, this Plan has been developed to provide a means of enabling the 

Board to continue to deliver its critical services in the event of a significant disruption 

to ‘normal working’ and to mitigate disruption. It is intended that in terms of service 

users, the strategies that have been developed will serve to enable the continuation 

of the particular service, albeit in a different manner. 

 

The most significant impact is considered to be upon HSC Board staff, in particular 

those with disabilities, those with responsibilities for dependents, and religious and 

cultural beliefs. Where relevant the strategies and templates identify the implications 

and impacts that have been identified and considered. Communication and 

accessibility factors have also been considered. 

 

This plan has been screened in line with Section 75 on the Northern Ireland Act 

1998. 

 

The Board is satisfied that it complies with the obligations of the Human Rights Act 

1998. The outcomes of the screening are available. 
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4.0 Role of HSC Board 
 
Health and Social Care, is the title of the integrated group of services in Northern 

Ireland covering all aspects of the promotion and improvement of health and well 

being and the full range of health and personal social services. 

 

The HSCB was established in 2009, as a result of the implementation of the 

Regional Review of Public Administration. The role of the HSCB is broadly contained 

in three functions: 

• To arrange or ‘commission’ a comprehensive range of modern and effective 

health and social services for the 1.8 million people who live in Northern 

Ireland 

• To work with the health and social care trusts that directly provide services to 

people to ensure that these meet their needs;  

• To deploy and manage its annual funding from the Northern Ireland 

Executive, approximately £5 billion – to ensure that all services are safe and 

sustainable.  

The Board together with its Local Commissioning Groups (LCGs) are accountable to 

the Minister for translating his vision for health and social care into a range of 

services that deliver high quality and safe outcomes for users, good value for the 

taxpayer and compliance with statutory obligations.  

 

The Board has six Directorates within its structure, namely; Commissioning, 

Performance Management and Service Improvement, Social Care and Children, 

Finance, Integrated Care and Corporate Services.  

 

The Director of Public Health (PHA) is the Medical Director of HSCB and is a 

member of SMT. The Director of Nursing (PHA) is the Director of Nursing of HSCB 

and is also a member of SMT.  
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Organisational Chart of the Public Health Agency 
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The Board works in conjunction with the PHA and the BSO. It is imperative therefore 

that this Plan takes into account their roles and what services they provide to ensure 

the smooth functioning of the HSCB.  

 

BSO provides; 

• IT support 

• Financial Services (transactional including payment functions) 

• HR Management 

• Equality and Human Rights 

• Estates 

• Legal Services 

• Procurement of goods and services 

• Training  

• Information Management  

• Internal Audit 

• Fraud Prevention  

 

PHA provides; 

• Health protection 

• Professional support to commissioning and screening 

• HSC research and development 

• Health and social well-being improvement 

 

In practice the employees of the HSCB and PHA work in fully integrated/multi-

disciplinary teams to support the commissioning process at both local and regional 

levels.  

 

The HSCB will assure itself of the BC capabilities of the BSO and PHA.  

 

Where reference has been made within the Strategies/Tactics to staff, external to 

HSCB being involved in the delivery of the critical service, they are aware of their 

role within this Plan.  
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5.0 Context 
 

Business Continuity (BC) is a business owned, business driven process designed to 

proactively improve an organisation’s resilience against disruption of its key services.  

It provides a rehearsed method of restoring key products (critical services) to an 

agreed level within agreed timescales following disruption and delivers a proven 

capability to manage business disruption, helping the organisation to protect its 

reputation and brand. It is fundamental that all staff are aware of this plan and their 

respective roles and responsibilities in the event of an incident.  

 

This Plan outlines the BC arrangements for the HSCB. In keeping with good 

practice, this document focuses solely on key products (critical services) of the 

Board, which must continue to be delivered, no matter the type of interruption to 

normal business.  

 

The Plan encompasses high level Strategic, Tactical and Operational 

arrangements to deal with an interruption to normal business. Further 

directorate operational plans will be developed if required to address the less 

critical functions of the Board should the interruption be longer term. 
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6.0    Business Continuity Management  
 

Good Practice Guidelines (2010) defines BCM as a, holistic process that identifies 

potential threats to an organisation and the impacts to business operations that 

those threats, if realised, might cause. It provides a framework to ensure 

organisational resilience, with the capability for an effective response that safeguards 

the interests of key stakeholders, reputation, brand and value-creating activities.  

 

BCM is not about everything.  

 

With increased risks from both natural and man-made sources such as the 

Pseudomonas Outbreak (2012), severe weather conditions (Winter 2010), 

telecommunication failures, civil and industrial unrest etc, there is a requirement that 

HSC organisations have a robust BCP in place to maintain the time critical business 

functions that have been pre-determined during and after an incident.  

 

The British Standard (BS 25999) for BCM sets out the following six elements to the 

process. The Board has followed these in the development of its BC arrangements.  
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The Business Continuity Management Lifecycle  
 

 
Stage 1:  Policy and Programme Management 
 

The Board has established a BC Project Team. Processes and structures are in 

place to ensure that BC is an established and integral part of the organisation. (See 

BCM Policy Appendix II). 

 

Stage 2:  Embedding the BCM in the Organisation’s Culture 

 

BCM has been integrated into the Board’s strategic day to day management. BCM 

arrangements are agreed and supported by the Senior Management Team (SMT).  

Staff training will be supplied which is both generic and role specific.  
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Stage 3:  Understanding the Organisation 

 

The Board has gathered information through the Business Impact Analysis (BIA) 

process that enables prioritization of key products (critical services), has evaluated 

critical supporting activities, associated risks and the resources that are required to 

deliver them through the Continuity Requirements Analysis (CRA) process.  

 

Stage 4:  Determining Business Continuity Strategies  

 

The Board has selected strategies that enable it to protect the continued delivery of 

its key products (critical services) within a stipulated maximum tolerable period of 

disruption. This allows an appropriate response to be chosen for each product or 

service, such that the organisation can prioritise and continue to deliver those 

products and services at the time of disruption.  

 

Stage 5:  Developing and Implementing a BCM Response 

 

The Board has developed this Plan which includes detail of incident management 

arrangements, business continuity and recovery plans and how communications with 

key stakeholders will be conducted.   

 

Stage 6: Exercising, Maintaining and Reviewing 

 

The Board is committed to validating its BC arrangements through testing and will 

review and amend accordingly at least on an annual basis.   

 

6.1 Factors and Impacts  

 

The factors that have been taken into consideration by the HSCB in preparation of 

this document are;   

• Impact on staff or public well-being; 

• Impact of breeches to statutory duties or regulatory requirements;  

• Damage to reputation;  
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• Damage to financial viability; 

• Deterioration of product or service quality; 

 

6.2 Assumptions 

 

This plan has been developed with a number of assumptions taken into 

consideration; 

 

• SMT will assume overall responsibility for the development and 

implementation of BC arrangements; 

• Access to normal working environment may be denied for a sustained period;  

• Normal land line communications may not be available; 

• Access to normal information technology may not be available; 

• Key staff will be available following the incident; 

• All relevant data and information provided in support of the Project is correct 

at the time of reporting; 

• Any amendments required to any of the information provided will be brought 

to the attention of the relevant Director to ensure the BCP is up-to-date as far 

as possible; 

• Key functions in each Directorate have been identified and these have been 

categorised in order of priority according to the potential impact of the service 

being compromised and the impact on the wider HSC and Public; 

• Action required in preparation to maintain critical and high priority services 

have been outlined; 

• Tactics and key services are subject to review on a regular basis; 

 

 

 

 

 

 

 

 



 18

7.0 Areas of Responsibility   
 

7.1  Ownership 
 
The BCP is owned by the Chief Executive, supported by the SMT. It is their 

responsibility to ensure that the plan is reviewed and updated on at least an annual 

basis and meets the requirements of the British Standard BS 25999, established by 

the DHSSPS in 2011, or other requirements there after.  

 

Responsibility for maintaining the Plan rests with each of the Directors, co-ordinated 

by the Head of Corporate Services. The Head of Corporate Services on behalf of the 

Chief Executive is responsible for BCM within the Board.  The lead manager 

supporting this function is the Emergency Planning and Business Continuity 

Manager (Plan Administrator).  

 

The Board’s SMT will ensure that all Directorates take responsibility for the Business 

Continuity planning process within their respective areas.  

 

A BCM Project Team led by the Head of Corporate Services and Emergency 

Planning and Business Continuity Manager have developed, on behalf of SMT, the 

strategies to support the delivery of key services in the event of disruption and 

recovery.  

 

These strategies have been devised and developed by relevant representatives from 

each of the Directorates as well as representation from the PHA and BSO as all 

three organisations are intrinsically linked. 
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BCP Project Team  

 

Name Designation  Role 

Michael Bloomfield Project Director (HOCS) Head of Corporate Communications 

Liz Fitzpatrick Project Manager (EP/BCM) Business Continuity Manager 

Michael Taylor Commissioning 

Representative 

Senior Manager (Acute Services) 

Tracey McCaig Finance Representative Head Accountant 

Elizabeth Owen Corporate Services 

Representative 

Deputy Head of Communications 

Patricia Crossan Corporate Services 

Representative 

Corporate Business Manager 

David Bickerstaff Social Care and Children 

Representative 

Governance and Training Manager 

Paul Cunningham PMSI Representative Performance Manager 

Jeff Featherstone  PMSI Representative Assistant Director PMSI 

Diane McKillen Integrated Care 

Representative 

Assistant Business Support Manager 

Fiona Surgeoner Integrated Care 

Representative 

Business Support Manager 

Carol Hermin  PHA Representative PHA Operations Manager 

Michael Harnett BSO Representative BSO ICT Security Manager 

 

 

7.2  Maintenance and Review 
 
The BCP will be reviewed and tested by the SMT annually. Directors should use 

these reviews to satisfy themselves that BC incidents are actively managed, with 

appropriate strategies in place. Testing the Plan will provide an appropriate arena, to 

review key time critical services, consider whether any changes are necessary or if 

alternative strategies should be implemented. Any subsequent amendments must be 

notified to the Plan Administrator.  
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8.0 Purpose and Scope 
 
The purpose of this Plan, is to document the processes by which, in the event of a 

serious interruption to the functioning of the Board, all key products (critical services) 

can be recovered to an effective working level within agreed time limits. 

 

In a scenario where service continuity across the wider HSC becomes an issue, the 

HSCB will have an overview of the impact on service continuity and may take steps 

to facilitate the overall HSC response to an ongoing situation. 

 

It should be noted that, this is not the Board’s Emergency Response Plan (see 

POLICY CIRCULAR – HSC (PHD) 1/2010 EMERGENCY PREPAREDNESS FOR 

HSC).  A fully integrated Emergency Response and Recovery Plan has been in 

place since the end March 2011.  This has been developed jointly between PHA, 

HSCB and BSO and is led by the PHA.  These BC Arrangements will 

supplement/support the Emergency Response and Recovery Plan in the event of a 

Joint Response being activated. 

 

These BC Arrangements are cross-referenced, where appropriate with the PHA and 

BSO Business Continuity Arrangements. 

 

This BC Plan is supplemented by the HSCB Policy on Health and Safety, Fire Safety 

and the Procedures for Evacuation of 12 – 22 Linenhall Street.  

 

This plan is intended to cover Headquarters and the local offices of the HSCB i.e. 

 

• Headquarters, 12-22 Linenhall Street, Belfast 

• Southern Office, Tower Hill, Armagh 

• Northern Office, County Hall, Ballymena 

• Western Office, Gransha Park House, Londonderry 

 

The Plan identifies the key products (critical services), evaluates risks, identifies 

continuity requirements and strategies based on people, premises, skills etc.  
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It should be noted that Linenhall Street is also the Headquarters of the PHA. In 

addition it is the location of BSO Legal and BSO Finance. The continuity plans 

should therefore reflect their contingency arrangements. 

 

8.1 Role of Policy 

 

A BCM Policy has been devised in conjunction with the Plan. It outlines the 

framework for development, maintenance and review of BC Plans for the Board. 

(See Appendix I) 

 
9.0  Business Impact Analysis – Key Products (Critical 
Services) 
 

In line with the Good Practice Guidelines (2010) critical business services have been 

identified within each Directorate and a Business Impact Analysis (BIA) template has 

been completed for each. The purpose of a Business Impact Assessment is to 

identify and document the impact of a disruption on key functions and services. The 

BIA facilitates the identification of how quickly essential services have to return to full 

operation following a business interruption. It explains the business impact of 

disaster scenarios on the ability to deliver functions or to support mission-critical 

services. The BIA also facilitates the identification of the resources required to 

resume business operations to a minimum level. Information obtained from the BIA 

will be used to identify and select recovery and continuity strategies.  

  

The key products (critical services) of the HSCB have been identified as; 

 

1. Adverse Incident (and Serious Adverse Incident) reporting system 

(Integrated Care) 

2. Management of underperforming contractors where there is an immediate 

risk to patients/clients (Integrated Care) 

3. Management of potential collapse of GMS Contractor and failure to deliver 

service to registered list (Integrated Care) 
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4. Maintenance of system for communication with contractors on an urgent 

basis (Integrated Care) 

5. Authorisation of payments to staff, traders, FHS and 3rd part providers, 

resulting in BSO processing payments (Finance) 

6. Delivery of Statutory Reports, returns and Key Financial Performance 

Monitoring products (Finance) (seasonal) 

7. Maintenance of Service Continuity (PMSI) 

8. Service Pressures Monitoring (PMSI) 

9. Response to a direction from the Court (Social Care and Children) 

10. Response to a Trust’s request to derogate from a delegated statutory 

function (Social Care and Children) 

11. Patient Travel arrangements, bookings, payments and reimbursements 

(Commissioning) 

12. Receipt and onward referral of Early Alerts (Corporate Services) 

13. Media Management (Corporate Services)   

14. Receipt and onward communication of Serious Adverse Incidents 

(Corporate Services) 

15. Provision of Utilities including Accommodation (Corporate Services) 

 

9.1 Business Impact Analysis  

 

The BIA template provides details of the following; 

 

- The internal and/or external dependencies required to deliver the 

service/product. 

- What is the impact on the service/product if this dependency is unavailable? 

- How long before the stoppage becomes unacceptable? 

- What is the minimum acceptable level of service? 

- How quickly would you like the service/product to be delivered after an 

interruption. 
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9.2 Continuity Requirements Analysis  

 

The resources required to deliver each key service ere outlined. This included; 

- Peoples and Skills 

- Premises 

- Technology 

- Information  

- Equipment 

- Supplies 

These templates are located in Appendix I 

 

9.3  Risk Assessment and Strategies 

 

In a BCM context the level of risk should be specifically identified in respect of the 

organisation’s key services and the likelihood of a disruption to these.  Key services 

are underpinned by resources such as people, premises, technology and 

information. The organisation needs to understand the threat to these resources, the 

vulnerabilities of each resource and the impact that would arise if a threat became an 

incident and caused a business disruption. 

 

Templates were completed by each directorate representative and answered the 

following questions; 

 

9.3.1 Risk Assessment Undertaken  

 

- What could cause an interruption to the activities that make up this service? 

- What has previously caused an interruption to the delivery of this service? 

- Could this interruption occur again? 

- What has nearly caused an interruption – near misses? 
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9.3.2 Summary of Risks Identified 

 

- Significant loss of staff due to sickness/ Inclement weather/Industrial action  

- Restricted access to HQ or local offices due to a major incident inside building 

or nearby 

- Loss of all or a significant part of the ICT system including remote access 

- Loss of utilities in a HSCB facility – heat, light, telephony, electricity, fire alarm 

systems 

- Financial collapse of FPS 

- Loss of infrastructure, premises or staff in provider organisations i.e. BSO and PHA 

-  

9.4 Strategy Selection  

 

Strategy selection describes what has to be done, not how it has to be done. For 

each key service/product the following was identified; 

 

- Continuity strategies for each product or service (except those with long RTO 

or the minimum acceptable level is close to sustainable) 

- Strategies supported the continued delivery of products and services within 

their MTPD and covered: 

- People 

- Premises 

- Technology 

- Equipment 

- Supplies 

 

9.4.1  ICT Arrangements  

 

In the event of loss of ICT capability, the Director of PMSI or nominated deputy will 

be the lead for liaising with BSO to arrange the recovery of ICT capabilities and 

where required, the provision of additional ICT. While the Director of PMSI (Louise 

McMahon – see contact details in Appendix III)  and deputy Brian McKeown are the 

HSCB contacts in such situations, the responsibility for ensuring any issues in 
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respect of ICT are resolved sits with the BSO IT Manager David Bryce (see contact 

details in Appendix III) as per the ICT SLA.  

 

The Director of PMSI will be responsible for ensuring that provision has been made 

for remote ICT access for those staff who will potentially be involved as members of 

the Core Business Continuity Team and that these staff receive training in remote 

access. Board staff provided with remote ICT access facilities will be responsible for 

the regular testing of this facility and for prompt notification to BSO ICT service desk 

of any issues or problems. BSO have back up for Centre House at Foyle Villa. EOC 

back up is offered by BSO.   
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Integrated Care 
(Corporate 
Services)  

AI/SAI reporting 
system 
 

1 Working 
Day 

Within 1 
Day 

People and Skills: 
Designated Governance staff 
at Business Support and 
Professional levels in each of 
the 5 local offices with 
responsibility of AIs 
 
Premises: 
The 5 LCGs are located in 4 
different premises across the 
region (2 in Belfast) 
 
Technology: 
AIs are normally submitted 
via email to a designated 
email address in each local 
office. For serious AIs the 
initial contact is often by  
phone. 
  
Information: 
AIs are submitted on an AI 
reporting form containing all 
the necessary information  
 
Equipment 
Computer, Blackberry’s 
 
 

People and Skills: 
Shared access to a 

designated email account that 

if a key member of staff is 

unavailable a number of other 

people within the local office 

will have access to the email 

account and will be alerted to 

newly reported AIs. These 

staff are trained in how to 

deal with AIs. 

Premises: 
In the event of a premises 

issue staff may relocate to 

alternative premises. 

Practitioners would be 

emailed notification of the 

situation by Blackberry and 

be given details of who to 

contact in the event of a 

serious issue and alternative 

email accounts.  

Technology: 
In the event of computer 
down time practitioners would 
be emailed notification of 
situation by Blackberry and 
be given details of who to 

Summary of Strategies Identified 
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contact in the event of a 
serious issue and alternative 
email accounts. 
 
In the event of a relocation of 
staff to alternative premises 
being necessary or where 
additional working hours for 
staff is part of a strategy for 
business continuity due 
regard will be paid to the 
impact on staff in the context 
of Section 75 equality duties 
and human rights duties.  
 
These decisions are expected 
to relate in particular to those 
staff with caring 
responsibilities, those with 
disabilities and those not 
wishing to work on Sundays 
because of their religious 
beliefs. 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Integrated Care Management of 

underperforming 
contractors where 
there is an immediate 
risk to patients/clients 
and/or where their 
are ongoing 
legal/professional 
proceedings 

1 Working Day Within 1 
Working Day 

People and Skills: 
A number of staff with 
governance 
responsibilities who are 
appropriately trained.  
 
Premises: 
Could be managed from 
any of the local offices 
 
Technology: 
Email, blackberry 
 
Information: 
HSCB Managing 
Concerns Manual 

People and Skills: 
A number of staff are trained in 
the process 
 
Premises: 
Staff may relocate to alternative 
premises 
 
Technology: 
Emails can be picked up via 
Blackberry 
 
Harmonised HSCB procedure 

system and manual is in place 

for the Investigation and 

Management of Concerns 

about an FPS Practitioner’s 

Performance – this will ensure 

that concerns are managed 

consistently and appropriately 

irrespective of staff and local 

office. A number of governance 

staff are trained in the process. 

A Regional Professional Panel 
has been implemented to 
review all cases and take 
decisions on appropriate 
action. 
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In the event of a relocation of 
staff to alternative premises 
being necessary or where 
additional working hours for 
staff is part of a strategy for 
business continuity due regard 
will be paid to the impact on 
staff in the context of Section 
75 equality duties and human 
rights duties.  
 
These decisions are expected 
to relate in particular to those 
staff with caring responsibilities, 
those with disabilities and those 
not wishing to work on Sundays 
because of their religious 
beliefs. 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Integrated Care Potential collapse of 

GMS Contractor (all 
FPS) and resulting 
failure to deliver 
service to registered 
list 
 

1 Working Day Within 1 Day People and Skills: 
Business support staff 
and professional 
advisors 
 
Premises: 
Staff can work from 
another local office 
 
Technology: 
Not critical. Emails can 
be picked up via 
blackberry 
 

People and Skills: 
Staff may provide cover from 
other local offices 
 
Premises: 
Could operate from any of the 
local offices 
 
Technology: 
Not critical. Use of blackberry’s.  
 
In the event of a relocation of 
staff to alternative premises 
being necessary or where 
additional working hours for 
staff is part of a strategy for 
business continuity due regard 
will be paid to the impact on 
staff and service users in the 
context of Section 75 equality 
duties and human rights duties.  
 
These decisions are expected 
to relate in particular to those 
staff with caring responsibilities, 
those with disabilities and those 
not wishing to work on Sundays 
because of their religious 
beliefs. 

 

 



 31

Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Integrated Care To ensure that 

contractors can be 
communicated with 
on urgent matters 

1 Working Day Within 1 Day People and Skills: 
Any local office staff can 
issues alerts 
 
Premises: 
Can be issued from any 
local office 
 
Technology: 
Microsoft Office – (GMS) 
Primary Care Intranet 
Site – (GMS) 
 
Information: 
Up to date lists of 
practices 

Technology: 
GMS: Email links with all 360 
practices, phone and fax 
numbers.  
 
GPS: Fax numbers for all 552 
pharmacies and email 
addresses. 
 
GDS: Personal email 
addresses and mobile 
numbers.  
 
GOS: Addresses and phone 
numbers for all 75 practices.  
 
Communication with 
GPS/GDS/GOS via web –
based internet site being 
explored. 
 

 

 

 

 

 

 

 



 32

Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Finance Authorisation of 

payments to staff, 
traders, FHS and 
3rd party providers, 
resulting in BSO 
processing 
payments 
 
 

Up to 3 working 
days delay in 
payment for set 
payment dates. 
 
Refer to 
appended table in 
Appendix I for 
information.  
 
The Director of 
Finance will 
review the 
specific situation 
and surrounding 
deadlines to 
ensure correct 
response. 

Less than the 
MTPD, e.g. 3 
working days lost 
then actions 
taken to recover 
in less than 3 
days.   
 
If source data 
was lost/ 
destroyed it 
would have to be 
recreated which 
could take a 
period of weeks – 
an option to pay 
contractors/staff 
based on a 
percentage of 
previous month 
should be 
considered while 
recovery was 
being 
undertaken. 
 

People and Skills: 
Tiers 1 – 4 officers with 
knowledge of specific 
business area 
 
Premises: 
HSCB locations – 
Linenhall Street, Tower 
Hill, Gransha Park, 
County Hall and Antrim 
Technology Park 
 
Technology: 
HRMS, LAPS, Email, 
Microsoft packages, 
General Ledger 
 
Information: 
Claims, HRMS 
notifications, Previous 
months data 
 
Equipment: 
Normal office supplies 
 
Supplies: 
Normal office supplies 

Loss of Power: 
Relocate to another site. 
Consideration should be made 
to the impacts on staff 
particularly those with 
Disabilities or Dependants, 
potential mitigations may 
include remote working. 

 
Loss of Severs and key 
systems: 
Dependant on severity of 
situation – if localised then 
consideration of moving to 
another site – if region wide a 
recovery strategy will be 
developed e.g. Overtime.  
Consideration should be made 
to the impacts on staff 
particularly those with 
Disabilities or Dependants, 
potential mitigations may 
include remote working. 

 
Non-Availability of Staff: 
Continue with available staff, 
identify potential loss and e.g. 
arrange cover, also prioritise 
key products.  Taking account 
of Equality impacts 
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Loss of Premises:  
Relocate to another office. 
Further consideration should 
also be given to Equality 
impacts on all staff in particular 
taking into account issues for 
those staff with Disabilities or 
with Dependants. 
 
Loss of Source Data: 
Consider options to make a 
percentage payment contact to 
be made to explain situation to 
effected parties as soon as 
issue known.  
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Finance Delivery of 

Statutory reports, 
returns and key 
financial 
performance 
monitoring 
products 

Dependant on 
timing of loss 
 
The Director of 
Finance will review 
the specific 
situation and 
surrounding 
deadlines to 
ensure correct 
response 

Within the same 
time period lost e.g. 
3 working days lost 
– recovery within no 
more than 3 days.  
 
Consideration to 
working additional 
hours (weekends 
and after hours) to 
recover time lost as 
quickly as possible 

People and Skills: 
Staff with detailed 
knowledge of Finance 
systems and senior 
staff with sufficient key 
decisions to be made.  
 
Premises: 
HSCB locations 
Linenhall St, Tower 
Hill, Gransha Park, 
County Hall and Antrim 
Technology Park 
 
Technology: 
IT systems, email and 
phone 
 
Equipment:  
Normal Office 
 
Supplies: 
Normal Office 

Loss of Power: 
Relocate to another site. 
Consideration should be 
made to the impacts on staff 
particularly those with 
Disabilities or Dependants, 
potential mitigations may 
include remote working. 
Loss of Servers and Key 
Systems: 
Contact BSO ITS and 
arrange hourly updates and 
communication to all staff 
Loss of Premises: 
Relocate to another site. 
Further consideration should 
also be given to Equality 
impacts on all staff in 
particular taking into account 
issues for those staff with 
Disabilities or with 
Dependants. 
Non Availability of Staff: 
Continue with available staff, 
identify potential loss and 
e.g. arrange cove also 
prioritise key products. 
Taking account of Equality 
impacts. 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
PMSI Maintain Service 

Continuity 
No later than 1 
hour of the 
notification of 
the incident 

No later 
than 1 hour 
of the 
notification 
of the 
incident 

People and Skills: 
Relevant Board, PHA 
and BSO staff who have 
attended emergency 
preparedness training 
 
Premises: 
Access to building, 
power and utilities. The 
establishment of an 
Emergency Operations 
Centre in HSC Board 
headquarters as 
required 
 
Technology: 
Combination of access 
to internet and e-mail 
 
Information: 
Regular updates from 
data warehouse for key 
service areas and where 
required SITREPs and 
Trusts/relevant 
organisation 
 
Equipment: 
Computers, phones and 
fax machine 
Supplies: 
Normal Office Supplies 

People: 

Relevant staff from across the Board, 

PHA and BSO have attended 

emergency preparedness training and 

emergency operations centre training. 

All staff within the information 

department have received 

appropriate training in the use of the 

systems in place. Consideration 

should be made to the impacts on 

staff particularly those with Disabilities 

or Dependants, potential mitigations 

may include remote working. 

 

Premises: 

The service is currently provided from 

Board headquarters in Linenhall St. 

Arrangements are in place to utilise 

other facilities in the event of the 

building being unavailable (to be 

formally agreed) including the option 

of establishing and Emergency 

Operations Centre as required. 

Consideration should be made to the 

impacts on staff particularly those 

with Disabilities or Dependants, 

potential mitigations may include 

remote working. 
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Technology: 

In the event of an interruption to 

internet or e-mail access at one 

location, another location can be 

used. If the systems go down across 

all offices, manual returns or updates 

via phone can be provided. 

 

Equipment: 

There is access to IT, phone and fax 

equipment across all Board offices 

and other possible locations e.g. 

Belfast City Council offices or 

Ambulance Service Control. 

 

Supplies: 

Arrangements are in place within the 

directorate to ensure that normal 

office supply stocks are kept 

replenished. Supplies can also be 

provided at reasonably short notice 

by the Procurement and Logistics 

Service (PALs) 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
PMSI Service Pressures 

Monitoring 
2 Working 
Days 

 
 
 

2 – 4 hours People and Skills: 
Information and performance 
management staff 
 
Premises: 
Access to building, power and 
utilities 
 
Technology: 
Combination of access to 
internet, email and/or fax and 
phones 
 
Information: 
Regular updates from data 
warehouse for key services 
areas and where required daily 
manual return information from 
Trusts 
 
Supplies: 
Normal office supplies 

 People: 

All staff within the information 

department have received 

appropriate training in the use of the 

systems in place. There are also 

staff located in other Board offices 

that would provide the functions as 

required. Consideration should be 

made to the impacts on staff 

particularly those with Disabilities or 

Dependants, potential mitigations 

may include remote working. 

 

Premises: 

The service is currently provided 

from Board headquarters in 

Linenhall St. In the event of lack of 

access to the building or an 

interruption to power or utilities, the 

service would be provided from one 

of the other three premises. During 

the out of hours period when the 

building is not normally in use, 

remote access to the IT systems is 

available. Consideration should be 

given to the impacts on staff 

particularly those with Disabilities or 
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Dependants. 

 

Technology: 

In the event of an interruption to 

internet or e-mail access at one 

location, another location can be 

used. If the systems go down across 

all offices, manual returns or 

updates via phone can be provided. 

 

Equipment: 

Utilise IT, phone and fax equipment 

across all Board offices or utilise 

home computers or phones. 

 

Supplies: 

Arrangements are in place within the 

directorate to ensure that normal 

office supply stocks are kept 

replenished. Supplies can also be 

provided at reasonably short notice 

by the Procurement and Logistics 

Service (PALs) 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Social Care 
and Children 

Respond to a 
direction from the 
Court 

Less than 12 hours Less than 12 
hours 

People and Skills: 
Director, Assistant Director 
or nominated Senior Staff. 
Legal advisors. Possibly 
Media advisors. 
 
Technology: 
IT System/ email/phone 
 
Information: 
Access to relevant 
legislation 
 
Equipment: 
Phone 

Staff have all received 

Emergency Preparedness 

training and consideration 

has been made on the 

possible impacts of out of 

hours availability on staff in 

terms of dependents, 

disability and religious and 

cultural implications. 

 

Executive Director of Social 

Work in the Trust would be 

nominated to act on behalf of 

the HSCB, or an alternative 

Trust Executive Director if 

the court action was 

questioning the actions of a 

particular Trust. 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Social Care and 
Children 

Respond to a 
Trust’s request to 
derogate from a 
Delegated 
Statutory Function 

Less than 24 hours Less than 24 hours People and Skills: 
Staff with detailed 
knowledge of DSF 
to advise or 
substitute for 
Director 
 
Premises: 
Any that can 
access shared 
server 
 
Technology: 
IT system, email, 
phone 
 
Information: 
Access to approved 
scheme and 
relevant legislation 
 
Equipment: 
Phone 
 

Staff have all received 

Emergency 

Preparedness training 

and consideration has 

been made on the 

possible impacts of out 

of hours availability on 

staff in terms of 

dependents, disability 

and religious and 

cultural implications. 

Executive Director of 

Social Work in the 

Trust would ensure 

Trust Chief Executive 

was informed and then 

seek retrospective 

endorsement from 

HSCB 

 
People: 
Director, or nominated 
deputy can be 
contacted out of hours 
Premises: 
Not essential  
Technology: 
Phone/blackberry/email 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Commissioning Patient Travel Payments - 3 

Working Days  
 
Travel 
Arrangements - 
1 Working Day 

Within 24hours People and Skills: 
Knowledge of process, 
booking arrangements, 
telephone skills, PC 
Fax, Section to devise 
hand-over check sheet 
 
Premises: 
HSCB HQ, Linenhall 
Street, Belfast 
 
Technology: 
PC, software packages, 
internet connections 
 
Information: 
Patient information , 
completed Out of Area 
Form (OAF), travel 
documents, consultant 
details, patient specific 
needs e.g. oxygen, 
wheelchair, medication 
etc  
 
Equipment: 
PC, Fax, Phone 
 
Supplies: 
Stationery 
 

People and Skills: 
Draft in other Board 
employees or agency staff. 
Process could be co-
ordinated by Trust staff if 
necessary. 
Premises: 
Use other BSO/PHA 
premises in Franklin St or 
Ormeau Avenue. Home 
working could be arranged. 
Consideration should be 
given to staff with a disability 
as to the suitability of the 
temporary premises. 
Technology: 
IT backup files in Centre 
House can be accessed at 
any HSC terminal. Email in –
boxes can be accessed by 
other section staff and in 
blackberry’s. 
Equipment: 
PC/laptop borrowed. No 
specific software other than 
email/word/excel/access.  
Hard copy information: 
Trust original details from 
fax/paper and email.  
Supplies: 
Stationery.  
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Corporate 
Services 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Provide an effective 
systems for the receipt an 
onward referral of Early 
Alerts of events/incidents in 
any commissioned service, 
to the relevant lead officers 
within the HSCB and PHA 

48 Hours 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1 Check in a 48 
hours 

People and Skills: 
Corporate Services staff, 
CX’s Office; IT 
competencies; access to 
early alerts e-mail inbox 
 
Premises 
Chief Executive’s Office, 
HSCB Headquarters, 
Linenhall Street, Belfast 
 
Technology: 
Microsoft Outlook, 
Telephone system. 
 
Information: 
Circular HSC (SQSD) 
10/2010 HSC Board Internal 
protocol for dissemination of 
incident details to Senior 
Officer in HSCB Board and 
Public Health Agency  
 
Equipment: 
PC, telephone, blackberry, 
fax 

People and Skills: 
Corporate Business 
Managers in HSC Board 
Northern, Southern and 
Western Offices to be given 
access to Early Alerts in-
box 
 
Premises: 
Use HSC Board Local 
Offices – Armagh, 
Ballymena and L’Derry 
 
Technology: 
Corporate Business 
Managers to be given 
Secure Remote Access: 
Software – email/Microsoft 
Word/Access 
 
Equipment:  
Laptop and blackberry’s 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 
Corporate 
Services – 
Media 
Management 
Service 

Providing 
appropriate and 
agreed responses 
to media enquiries 
within tight time 
deadlines.  
 

1 Working 
Day  

½ Day People and Skills: 
HSCB has PR staff based 
in 4 local offices with 
media management skills 
and experience which can 
be utilised 
Premises: 
PR function can be 
implemented in any of the 
local offices. 
Technology: 
PR staff carry blackberry’s 
which can be used in the 
event of a power loss as 
long as HSC emails can 
be accessed.   In the 
event of HSC emails 
being affected then 
personal mobiles can be 
utilised. 
Information: 
Media and senior 
management contact 
details are held by PR 
staff in the event of IT 
systems being down 
Equipment: 
PR staff have blackberry’s 
 
 

People 
PR staff can carry out a media management 

service via fax or personal mobiles both during 

normal working hours and personal mobile and 

personal computer both during the working day 

(9.00am – 5.00pm) and out of hours 

arrangements after 5.00pm. This may have an 

equality impact on those staff with dependants - 

potential mitigation may include remote working. 

 
Premises 
Media Management function can be 
implemented in any of the local offices in the 
event of a localised incident.  Offices and PR 
staff have offices in Belfast, Ballymena, Armagh 
and Londonderry. 
This may have an equality impact on those staff 

with dependants – potential mitigation may 

include remote working. 

 
Technology 
PR staff carry personal mobiles which can be 
utilised plus fax machines during the working 
day. 
PR staff carry Out of Hours contact details 
(personal mobile and home contact details) for 
senior HSCB staff. 
PR staff carry media contact details as part of 
Out of Hours arrangements. Access to hard 
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copies of media responses if IT system is down. 
Equipment 
As above – PR staff have personal mobiles and 
personal home computers as well as office fax 
facilities. 
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Directorate Service Function MTPD RTO Current Strategy Proposed Strategy 

Corporate 
Services 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Provide an effective system 
for the receipt and onward 
communication of SAI 
notifications to relevant lead 
officers within HSCB and 
PHA 

24 Hours 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

12 
Hours 

People and Skills: 
Governance staff are based in local 
offices (North and South) 
 
Premises: 
Access to local offices, power and 

utilities. 

SAI function can be implemented in 
any of the local offices or remotely 
using VPN Secure Client. 
 
Technology: 
Access to IT systems.  

Laptops - Senior Governance staff 

have laptops and can work remotely 

using VPN Secure Client providing 

HSC mail can be accessed. 

Blackberry’s - Senior Governance staff 

have blackberry’s which can be used in 

the event of power loss providing HSC 

mail can be accessed. 

 

Personal Mobile – Governance 

Manager can utilise personal mobile in 

event telecoms failure. 

 
Information: 
Contact details including OOH for 
HSCB/PHA senior staff in event of 
IT/Telecoms systems being down. 

People and Skills: 

If failure is localised manage 

through one of other offices, 

taking into consideration any 

impact on staff particularly for 

those staff with disabilities or 

dependents. 

 

Premises: 

if failure is localised manage 

through one of other offices or 

Senior Governance Staff can 

work remotely using VPN secure 

Client providing HSC mail can 

be accessed. 

  

Technology/ Equipment : 

if failure is localised manage 

through one of other offices or if 

failure / interruption is 

widespread SAI notification will 

be by telephone to Governance 

Leads during normal working 

hours and out of hours 

arrangements will apply outside 

these times. 

 

Information: 
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Equipment: 
IT workstations, telecommunications 

Governance Manager to 

have access to contact details 

including OOH for senior staff. 
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Directorate Service Function MTPD RTO Current Strategy 
Corporate 
Services 

Provision of 
Accommodation 
and Utilities 

4 hours – 
telephony service 
(switchboards) 
 
4 hours – Heat/Oil  
 
1 hour – 
Electricity  
 
1 hour – Water 
 

Immediately after systems check 
has declared all utilities functional. 
The facilities manager will 
undertake the following checks in 
Linenhall Street which will take no 
more than 1 hour to perform; 
 
Safety testing of electricity supply 
 
Test ICT systems are operational  
 
Test fire alarm, PA Systems, 
intruder alarm and CCTV 
 
Check/reset heating system 
 
Check lifts 
 
Check water system 

People and Skills: 
Facilities Manager, Corporate Business 
Managers Belfast, HSC Trust Estates, On-
call Engineers (Service Level Agreements) 
BT Engineers, Cable and Wireless 
Engineers, Siemens Engineers, NI Water 
Engineers, ICT staff (BSO), ADT Fire 
Security, Securitas Guards, ATC Heating 
Engineers 
 
Premises: 
HSCB Headquarters, Linenhall Street, 
Belfast 
 
Technology: 
ATC System, ICT System, Telephony 
systems 
 
Equipment:  
PC, telephone, blackberry’s  
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Proposed Strategies - Provision of Accommodation and Utilities 

 

Loss of Telephony Services 

 

People: 

SMT contacted through Blackberry’s (MTPAS), HSC Board issue – Blackberry’s to Eastern Office (75), email to all staff in HSC Board 

Eastern Office, HSC Board staff in HSC Board Northern, Southern and Western Offices 

Premises: 

HSC Board Local Offices – Armagh, Belfast, Ballymena, Londonderry. 

In Linenhall Street, Belfast a battery back-up in the PABX phone room will last for approximately 8 hours. This will ensure that Direct 

Dialling Lines are operational for this period of time. However, if the outage occurs on a Saturday there will be no supply to the PABX 

room after 8 hours and this will only be rectified upon the opening of the building on Monday morning. In such circumstances, there 

would be equality implications for two groups of Section 75 staff: Dependent status and; Disability. In respect of the former, the 

temporary relocation could incur additional expenses in respect of childcare or extra care arrangements as well as travel costs; in 

respect of the latter the local office must be DDA compliant and appropriate transport would be required to bring the staff member to and 

from the Local Office. These costs should be borne by HSC Board and must be factored into contingency arrangements.  

Technology: 

Email/Microsoft Office 

Equipment: 

PC, Laptop and Blackberry’s 
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Loss of Heat/Oil  

 

People: 

HSC Board Facilities Manager, Belfast HSC Trust Estates Department (through HSCB Service Level Agreement) and LCC Oil 

Premises: 

Eastern Office, Linenhall Street, Belfast If electricity supply has not been disrupted, a limited number of heaters could be provided for 

staff. Also, Linenhall Street is a zoned area and, if any are unaffected, staff in the affected areas could relocate temporarily to a different 

Directorate. If there is no electricity or the whole heating system has failed, staff may be required to relocate to the nearest HSC Board 

Office – Armagh, Ballymena, Derry  but this will be dependent upon the season: inclement weather may make travelling long distances 

hazardous. If however, weather conditions are conducive the need to relocate to the nearest HSC Board office – Armagh, Ballymena or 

Derry, would have an equality impact on all groups of Section 75 staff. Secure Remote Access working should be accelerated for those 

who would spend a couple of hours travelling to and from the next nearest Local Office since, in terms of time and money, this would be 

the least expensive. Costs may also be incurred in respect of childcare or extra care arrangements. These costs should be borne by 

HSC Board and must be factored into contingency arrangements.  

Equipment: 

Oil Tanks, Burners and Pumps 

 

Loss of Electricity  

 

People: 

SMT contacted through blackberry’s (MTPAS); HSC Board issue- blackberry’s to Eastern Office staff (75);  HSC Board staff in HSC 

Board Northern, Southern and Western Offices 

Premises: 

HSC Board Local Offices – Armagh, Ballymena, Londonderry. Emergency lighting for egress from the building will only be available in 

Linenhall Street, Belfast for 3 hours. In such circumstances there would be an equality impact on all groups of Section 75 staff. Secure 

Remote Access working should be accelerated for those who would spend a couple of hours travelling to and from the next nearest 

Local Office since, in terms of time and money, this would be the least expensive. Costs may also be incurred in respect of childcare or 

extra care arrangements. These costs should be borne by HSC Board and must be factored into contingency arrangements.  
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Technology: 

Blackberry numbers, Secure Remote Access.  

Equipment: 

Blackberry’s, Laptops 

 

Loss of ICT 

 

People: 

SMT contacted by telephone (through blackberry’s (MTPAS) ), Direct Dial numbers; HSC Board issue- blackberry’s to Eastern Office 

staff (75); HSC Board staff in HSC Board Northern, Southern and Western Offices There would therefore be no equality implications for 

any group of Section 75 staff. 

Premises: 

Eastern Office, Linenhall Street. The HSC The HSC Board switchboard would continue to operate. If access to common drives has been 
denied, staff can use the “C” (hard) drive and save work to a PC thereby remaining in Linenhall Street. 
There would therefore be no equality implications for any group of Section 75 staff. 

Technology: 

Telephones, Blackberry numbers 

Equipment: 

Blackberry’s 
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Loss of Water 

People: 

HSC Board Facilities Manager, Belfast HSC Trust Estates Department (through HSCB Service Level Agreement) and NI Water  

Premises: 

Eastern Office, Linenhall Street, Belfast The loss of water will have an equality impact on all Section 75 groups of staff but particularly in 

respect of Gender, pregnant women, and Disabled staff especially in respect of accessing toilet facilities. 

Equipment: 

Water Tanks and Mains Supply 

 

Loss of HSC Board Headquarters, 12 -22 Linenhall Street Belfast 

 

People: 

480 staff (HSC Board, Public Health Agency, Business Services Organisation, Belfast HSC Trust and 2 Securitas Guards) located 

in Linenhall Street, Belfast. 

Premises: 

HSC Board , Linenhall Street, Belfast. If access to the building was denied for more than 24 hours, a limited number of staff may be 

asked to relocate a contingency site at Foyle Villa, NIAS HQ or Belfast Trust, or other HSC Board Offices in Armagh, Ballymena 

and Derry. In such circumstances, there would be equality implications for two groups of Section 75 staff: Dependent status and; 

Disability. In respect of the former, the temporary relocation could incur additional expenses in respect of childcare or extra care 

arrangements as well as travel costs; in respect of the latter the local office must be DDA compliant and appropriate transport 

would be required to bring the staff member to and from the Local Office. These costs should be borne by HSC Board and must be 

factored into contingency arrangements.  Other staff could be given Secure Remote Access to enable them to work from home. 

Other non-essential staff would be sent home. Discussion is required with HR on this issue. Arrangements are in place to 

communicate with key staff on alternative arrangements.  

Technology: 

Email, Microsoft Office 

Equipment: PC, Laptop and blackberries 
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10.  Activating the Plan  

 

In many instances it will not be necessary to activate the BCP. Minor incidents may 

only require to be noted and monitored.  

 

The BCP, will however be activated when a significant incident occurs which disrupts 

or has the potential to disrupt the provision of business critical functions of the 

HSCB. 

 

An incident is defined as any situation which requires immediate, co-ordinated action 

and/or has a significant impact on the operation or reputation of the HSCB. While it is 

not possible to identify all potential incidents that could require the activation of the 

BCP, the following possible events may require the BCP or specific elements to be 

activated; 

 

• Lack of staff due to sickness and absenteeism 

• Power Failure: No ICT or computer facilities  

• Loss of utilities: No heat/light/fire alarms in a HSCB facility  

• Loss of or restricted access to HQ 

 

The above may be due to natural causes (e.g. severe weather disruption) or 

manmade (e.g. terrorism, arson, industrial action) 

 

Figure 1: Trigger for HSCB Business Continuity Arrangements 

Incident/ 

Event 

 
 

HSCB 

Business 

Continuity 

arrangements 

established 

Communicati

on with PHA 

and/or BSO 

as 

appropriate 

Priority 

Services are 

monitored by 

service leads 

and deputies  

Report on 

status of priority 

services 

submitted to 

HSCB IMAT as 

required 

Decisions 

taken as 

required to 

protect 

critical 

services 

HSCB Business Continuity Plan Activated 

Normal 

HSCB 

Business 

Resumptio

n of normal 

HSCB 

Business 

 

BCM Plan Trigger 
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10.1  Escalation Process  

 

Each Director will be responsible for advising the Chief Executive of circumstances 

in which the BCP should be activated and assess the scale/extent of the 

incident/interruption. It will be the decision of the Chief Executive on the advice of 

Directors to activate the Plan. The response will be commensurate with the level and 

size of the incident.  

 

The Chief Executive will liaise with the Chief Executive of PHA and BSO as 

appropriate regarding the activation of the Plan.  

 

Significant disruption will be deemed to have occurred in the event of one or more of 

the following; 

 

• Disruption cannot be dealt with through normal operational procedures or 

local contingency plans.  

• There is a potential risk of significant damage to the reputation of the Board.  

• One or more business critical services cannot be maintained. 

• An issue which is likely to cause widespread disruption within other areas of 

the HSCB 

• Linenhall Street Headquarters’ or any of the local officers are evacuated for a 

significant period of time 

• Widespread sharing and re-allocation of resources between services is 

required 
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11.0  Roles and Responsibilities of Incident Management 
Team 
 
The Plan can only be activated by the Chief Executive in considered response to any 

activation event as described in the BIA templates in Section 9.  

 

The Chief Executive shall determine the response, in liaison with the Chief Executive 

PHA and Chief Executive BSO which will be proportionate to the scale and nature of 

the interruption and will involve such personnel as are relevant to the interruption.  

 

If it is determined that the BCP requires to be activated, the Chief Executive and 

SMT will act as the Incident Management Team (IMT) with the Emergency 

Planning/Business Continuity Manager in attendance* (SMT includes Director  of 

Public Health (PHA) and Director of Nursing (PHA). This meeting will conduct an 

initial assessment of the required response and determine the membership of the 

Incident Management Action Team (IMAT). It is important to note that given the 

interdependencies between the three organisations that the IMT may be joint with 

PHA and/or BSO as appropriate.  

 

Typically the response conducted by the IMAT will then be managed by the Head of 

Corporate Services or lead Director as deemed appropriate to the incident** and the 

IMT, who on the instructions of the Chief Executive will conduct an initial assessment 

with the Directorate(s) affected to:   

1 

• Ensure that the relevant Directorate staff are informed.  

• Decide, given the nature of the interruption, on the priorities for 

recovery 

• Assess the effect that the interruption has had, or could have, upon the 

delivery of the Business Critical Functions.  

                                                           

* See Log Sheet – Appendix IV 

** If the incident is of a service continuity nature it will be led by Director of PMSI, if it is an Integrated Care 

issue by the Director of Integrated Care, if it is a Social Care issue by the Director of Social Care and Children. It 

should be noted that it is likely that the Joint Emergency Response Plan would be activated.  
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• Assess/confirm the appropriateness of using the extant Business 

Continuity Plan. 

• Prioritise the allocation of support service reinforcement. 

• Assess the need to communicate with staff, stakeholders, suppliers 

and third parties and agree content of such communications 

• Keep IMT/SMT advised/updated 

 

The Head of Corporate Services (or relevant Director, dependant upon the response 

required**) will be responsible for keeping the Chief Executive, SMT and Board 

informed of progress at frequencies to be agreed with the Chief Executive as 

deemed appropriate to the nature of the interruption. The IMAT is likely to also be 

joint with PHA and/or BSO as appropriate.  

 

It is important that a complete record of the incident is documented, including a log of 

decisions taken and actions required as agreed at each IMT/IMAT meeting (See 

Appendix IV).  

 

11.1 Location of IMT/IMAT Meetings 

 

Unless the incident prevents, the IMT meetings will be held in Conference Room 3/4, 

12 – 22 Linenhall Street Belfast. The EOC protocol contained within the Joint 

Response Emergency Plan outlines how this room is set up, equipped and 

supported. If these rooms are unavailable, IMT may be relocated to either; 

 

• Belfast City Council where multi-agency arrangements are not activated – 

discussions ongoing) 

• NIAS HSC Trust, Knockbracken Healthcare Park, Belfast  

• Foyle Villa, Knockbracken Healthcare Park, Belfast.  

• Other Belfast Trust location (discussions ongoing) 
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11.2  The Role of the Incident Management Team   
 

The role of the IMT will be to manage the organisation through the four phases of 

recovery: 

Recovery Phase Potential Recovery Activity/ Checklist 
Notification/Activation • Assess the level of the interruption  

• Define the recovery priorities and the allocation of 
support services resources. 

• Activate the BCP and inform Directorates. 

• Consider initial staff welfare needs. 
Incident Management/ 

Stabilisation   
• IMT established and meeting arranged  

• Determine if IMAT are to maintain information flows 
with staff and provide for initial staff welfare.  

• Monitor the recovery activity of the Directorate 
Recovery Teams. 

• Support Directorate recovery through the reallocation 
of support services resources. 

• Consider the need to escalate the recovery activity 
undertaken. 

• Communicate with stakeholders (see page 63) 

• Assess the implications of full recovery to normal 
service levels in due course. 

Recovery/ 
Resumption 

• If required plan for full recovery to normal service 
levels. 

• Consider if the interruption provides an opportunity 
for improvement. 

• Plan for more advanced staff welfare provisions. 

• Prepare to deescalate the recovery activity. 

• Once full recovery has been achieved stand down 
the BCP. 

• Maintain stakeholder communications. 
Consolidation/  

Learning 
• Collate all recovery documentation and logs. 

• Debrief key staff. 

• Produce a Post-interruption Report and Lessons 
Identified Report. 

• Adjust the BCP and or Directorate Recovery Plans 
as appropriate. 

• Manage the long-term welfare requirements of staff. 
 

The IMAT will typically consist of the staff listed below but may be varied dependent 

on the nature of the incident. 

 

- Business Continuity Manager (dependant upon the nature of the interruption),  

- Human Resources representative (BSO) 
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- IT Services Manager (including IT Security) 

- PaLS (where appropriate) (BSO) 

- Corporate Business Manager and Facilities Manager (including Premises 

Security) 

- Communications Manager 

- Finance representative 

- Administrative Support – Administrative staff for in-hours will be identified from 

each Directorate. A pool of administrative OOH staff has been developed.   

- Director of Operations, (PHA or representative) 
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IMAT Roles and Responsibilities 

 

 

 

 

 

 

 

 

 

 

 

 

Determine the need to communicate internally or 

externally depending on the nature of the incident  

Instruct IMAT regarding the Plan of Action and communication 

arrangements so that key services can continue.  

Commence phased returned to normal positions, review and 

monitor progress.  

Identify Services Impacted 

Determine what parts of the BCP to activate depending 

on the service impacted and natures/level of disruption 

Prioritise resources and actions required to suppose the 

effective restoration of services, functions and facilities.  

BCP 

Activated 

Ensure the overall Plan of Actions is developed, 

implemented and reviewed.  

Ensure that appropriate staff from HSCB and elsewhere 

are identified to provide assistance to IMAT (depending 

on nature of incident)  

Return to normal operations and stand down BCP as appropriate 

(de-briefing as appropriate)  
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The table below describes the roles of each team member. It also lists the current 

nominated team members, their deputies and contact details. 

 

Incident Management Action Team Core Members and Responsibilities  

 

Role Responsibilities 

Corporate Services 

 

Mrs Liz Fitzpatrick 

Tel: 02890 553765/07731932698 

Email: liz.fitzpatrick@hscni.net 

Location: Headquarters 

 

Mrs. Patricia Crossan 

Telephone: 02890553730 

Email: patricia.crossan@hscni.net 

Location: Headquarters 

 

• Chair the IMAT (See page 55) 

• Identify and address any staff welfare 
concerns. 

• Provide direction on the implementation of 
the BCP across the Board 

• Allocate resources and authorise expenditure 

• Direct liaison with other external bodies 
including the DHSSPS, Trusts, Agencies and 
suppliers. 

• Maintain information flow to the Senior 
Management Team 

• Ensure a log is maintained of all decisions 
taken by the Core Business Continuity Team. 

Human Resources  

 

Paula Smith 

Tel: 02890535867 

Email: paula.smith@hscni.net  

Location: BSO Franklin Street  

 

Norah Emerson 

Tel: 02890535621 

Email: norah.emerson@hscni.net  

Location: BSO Franklin Street 

• Participate fully within the Core Business 
Continuity Team  

• Coordinate liaison with trades unions 

• Provide information on any staff welfare 
requirements and ensure that appropriate 
decisions to address any issues are taken. 

• Provide information on recovery priorities 
relating to staff issues. 

• Direct the recovery activities relating to staff. 

• Assist with the appropriate temporary re-
allocation of staff. 

• Liaise with external bodies including 
DHSSPS, Trusts, Agencies and suppliers.  

• Advise on staff communications.  

• Identify predicted staff or skills/knowledge 
shortages and help source replacements. 

• Liaise with Corporate Business Manager (and 
Assistants) in each office in relation to 
communicating with staff 

 

ICT Services Manager  

 

Brian McKeown 

Tel numbers: 07775573361 

Emails: brian.mckeown@hscni.net 

Location: Headquarters  

 

• Participate fully within the Core Business 
Continuity Team  

• Provide information on the level of impact 
and recovery priorities relating to IT Services. 

• Will be the lead HSCB Officer who will liaise 
with BSO ICT Manager to arrange:- 

•  the ICT recovery activities 
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David Bryce 

Tel numbers: 90 542293/ 07810183212 

Emails: David.bryce@hscni.net 

Location: BSO Franklin Street 

 

 

• provision of additional ICT, 

• provision of  remote ICT access. 

• Coordination of salvage efforts for computers 
and associated hardware. 

• Establishment of required ICT and telephony 
support at standby sites as required, 

• Liaision with external bodies,  Trusts, 
Agencies and suppliers.  

• Ensuring IT Security is maintained 

Corporate Business Manager – local 

assistant Corporate Business manager 

 

Primary 

Mrs Patricia Crossan 

Tel number: 90 321313 X 2524/90 

553730/07766477405 

Email: patricia.crossan@hscni.net 

Location: Headquarters 

 

Ist Deputy 

Mr Colm McAtamney 

Tel number: 90 321313 X 

2531/07825140972 

Email: colm.mcatamney@hscni.net 

Location: Headquarters 

 

2nd Deputy 

Helena Doherty/Carol Reynolds/Shirley 

McReynolds (see OOH Contact Other 

HSCB Facilities) 

Emails: Helena.doherty@hscni.net 

Carol.reynolds@hscni.net 

Shirley.mcreynolds@hscni.net 

Location Gransha Park/County 

Hall/Tower Hill respectively 

• Participate fully within the Core Business 
Continuity Team  

• Provide information on the level of impact 
and recovery priorities relating to Premises 
and Accommodation. 

• Direct the recovery activities for Premises 
and Accommodation. 

• Liaise with external bodies DHSSPS, Trusts, 
Agencies and suppliers, including utility 
providers. 

• Assist with the reallocation of facilities as 
required.   

• Facilitate the alternative delivery of supplies if 
required. 

• Ensure Premises security is maintained 

Communications Manager (BCM 

Practitioner) 

 

Primary 

Mr. Philip Moore 

Tel Number: 02890553778/ 

07775435633 

Email: Philip.moore@hscni.net 

Location: Headquarters 

• Participate fully within the Core Business 
Continuity Team  

• Provide planning information relating to 
Media and Communications issues. 

• Direct communications efforts with personnel 
and activate an internal staff communications 
channel. 

• Liaise with the Department’s Press Office in 
developing communications plans for the 
public, external bodies including Trusts, 
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1st Deputy 

Mr Ivan Maginnis 

Tel number: 90553740/07774295407 

Email: ivan.maginnis@hscni.net 

Location: Headquarters 

 

 

2nd  Deputy 

Elizabeth Owen  

028 25311015/07792947726 

Nataleen Surgenor 

028 25311015/07710640233 

Emails Elizabeth.owen@hscni.net 

Agencies and suppliers.  

• Handle all press/public enquiries in relation to 
recovery. 

• Co-ordinate the maintenance of 
communications with key stakeholders. 

 

Finance Manager 

 

Simon Christie 

Tel numbers: 90 321313 X 

2111/07912046180 

Emails: simon.christie@hscni.net 

Location: Headquarters 

 

Deputy 

Name: Tracey McCaig 

Tel numbers: 90 553936/07969160620 

Emails: tracey.mccaig@hscni.net 

Location: Headquarters 

• Participate fully within the Core Business 
Continuity Team  

• Provide information on any financial 
implications or requirements and ensure that 
appropriate decisions to address any issues 
are taken. 

• Provide information on the financial issues 
relating to recovery priorities. 

• Liaise with external bodies including 
DHSSPS, Trusts, Agencies and suppliers.  

• Ensure the provision of the financial 
resources required to implement the BCP 
and progress recovery. 

Director of Operations, PHA or 

representative. 

 

Primary: 

Ed McClean  

Tel number: 90 553712 

Email: ed.mcclean@hscni.net 

Location: Headquarters (Linenhall 

Street) 

 

1st Deputy 

Rosemary Taylor 

Tel Number: 90 553605 or X 2409 

Email: rosemary.taylor@hscni,net 

Location: Headquarters (Linenhall 

Street) 
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Administrative Support 

 

Administrative support will be identified 

to support the team from relevant 

directorate/dependant upon nature of 

interruption 

 

A pool of administrative staff for OOH 

has been developed.  

• Provide secretarial support to Core Business 
Continuity Team  

• Log all incoming information presented to the 
Team 

• Minute discussion of the Team 

• Log decision taken by the Team  

• Maintain a record of the membership of the 
Team 

• Ensure the provision of refreshments for the 
Team 
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12.0      Communications and Media Management  
 
12.1 Communication with the Media 

 
Within the first few hours of a Business Continuity Incident occurring, requiring the 

BCP to be invoked, alternative arrangements will be disseminated via the HSCB 

internet/intranet site. This will detail the new arrangements including contact phone 

numbers and addresses for all staff and managers. In the event of a major incident 

regular press releases will be issued to all local print and broadcast media until the 

situation is rectified.  

 

12.2 Communication with Staff 

 

In order that communication channels are kept open between IMT and staff, the first 

point of contact for an update/briefing will be the HSCB Intranet and/or Internet Site. 

This will provide updates and advisory information will be drafted by the 

Communications Team and approved by the IMT before being placed on the site. 

This will be updated accordingly.  

 

An emergency staff information line will also be available.  This will operate via the 

Switchboard numbers of each of the various HSCB Sites with Receptionists at each 

site receiving a pre-drafted statement to offer upon request.  The IMT will be 

responsible for the content and execution of the update/advisory information and 

Receptionists will be reminded that this will form part of their duties at staff meetings. 

 

The pre-drafted statement/recorded message will advise staff of the situation and 

what arrangements are in place to maintain business continuity. It will be placed on 

both the intranet and internet sites and staff will be advised to check these regularly 

for updates.  

 

12.3 Communication with Stakeholders 

 

Co-ordination of information for communication to DHSSPS and other HSC bodies, 

etc as situation develops/ information support to the DHSSPS in connection with 



 64

Ministerial and Permanent Secretary requirements, communication with the public, 

staff, trades unions and other stakeholders 

 

13.0   Emergency Response 
 
 
Should a Business Continuity incident escalate into a major incident, the Joint 

Response Emergency Plan will be activated by the PHA, HSCB and BSO. The 

activation will be communicated to relevant key stakeholders as appropriate. This is 

cross referenced with the Joint Emergency Response Plan.  
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14.0  Information Risk  

 

To ensure appropriate access and security of records, work is currently being carried 

out in relation to Information Assets. This involves a number of steps; 

 

1. Each Directorate will be asked to establish a register of their Information 

Assets (both paper and electronic).   

2. This information will then be mapped. It will identify, where information comes 

from, what access agreements are in place and what we do with the 

information. 

3. The detail on the asset and the information flows will identify potential risks to 

record management. A risk assessment will be conducted and where 

appropriate taken will be taken to reduce and eradicate the risk. This 

potentially will identify which business processes have records, either 

electronic or hard copies that are critical to business continuity.  

 

Therefore in a situation in which information has been destroyed in HQ or any of the 

local offices, business critical information can be accessed electronically in any 

office.  

 

This is an ongoing process that will be completed in March 2013. The critical 

services that have been identified will be reviewed in terms of risk to the organisation 

in relation to security, restoration of data loss, access etc. This is ongoing until March 

2013. The Plan will be reviewed and updated accordingly at this time.  
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15.0 Standing Down 
 

The BCP activation will be stood down when it has been confirmed by the 

responsible Director/ Chief Executive that the interruption/ incident has ended and/or 

appropriate working arrangements are in place. The process to be undertaken by 

IMT for standing down the BCP is to: 

 

• Ensure that the selected strategies to recover have been met. 

• Agree with the Chief Executive that the BCP should be stood down and 

normal working resumed 

• The Chief Executive will liaise with the Chief Executive of PHA and BSO 

as appropriate regarding the standing down of the Plan.  

• Inform Senior Management Team, the Board and Staff that the BCP is, 

accordingly, to be stood down. 

• Make any final reallocation of resources as appropriate.  

• Ensure any handover of responsibilities from the Core Business 

Continuity Team to other management takes place. 

• Communicate the stand-down to stakeholders, customers and the 

media, as appropriate. 

• Arrange debrief of incident 

• Review lessons learnt and amend BCP accordingly  

 
 

16.0       Monitoring and Review 
 

The Business Continuity Plan(s) will be validated through testing.  

 

The Business Continuity Plan(s) will be reviewed at least annually and tested in  

accordance with relevant controls assurance standards. 

 

The plan(s) will be revised/ updated accordingly. For the purposes of monitoring the  

BC Project Team shall continue to meet at least bi-annually after the development of  

the appropriate plans.  
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17.0        Contact Arrangements 
 
Contact Arrangements during office hours and OOH are the same as in the Joint 

Response Emergency Plan. (See Appendix III) 

 

Each incident will require a unique response however in all incidents the IMT will 

coordinate a controlled response to the situation. As the incident develops over time, 

regular reviews and assessments should be carried out so that their response can 

be escalated or de-escalated as appropriate.  

 

18.0        Remote Sites 
 
If a situation occurs in which the HSCB Headquarters has to be evacuated for a 

sustained period of time, key/essential staff may be relocated to the following remote 

sites: 

 

• Belfast City Council (IMT only when multi-agency arrangements not activated 

– discussions ongoing) 

• NIAS HSC Trust, Knockbracken Healthcare Park, Belfast  (IMT only)  

• Foyle Villa (IMT only/key staff only) 

• Other Belfast Trust location – discussions ongoing 

� Southern Office - Tower Hill, Armagh 

• Northern Office, County Hall, Ballymena 

• Western Office, Gransha Park House, Londonderry 

 

However in the event of disruption to local offices consideration is given to working 

from home and accommodation within HQ or other local offices.  

 

19.0   Co-ordination of Site at Incident  
 

In a situation where there is damage to the building, e.g. fire, the Corporate Business 

Manager, or deputy, and/or Facilities Manager will remain at the site to ensure it is 

secured, arrange for an assessment of damage to the property, identify if there are 

salvageable items and organise retrieval of same, and determine what measures, if 
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any, can be taken to make the building habitable again.  This would include the 

engagement of specialist cleaners, etc. 
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Appendix I 

 

Business Impact Analysis Templates 
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Integrated Care 

 

Priority Service 

1. 

1.1 Directorate Responsible & Purpose of the function  

Integrated Care/Corporate Services - Dealing with issues of Patient and Client 

safety through maintenance of the AI /SAI reporting system. 

 

Purpose: 

To maintain the adverse incident reporting and management system to 

ensure that any serious or potentially serious risks are assessed and 

managed quickly to ensure patient safety is not compromised. 

 

To ensure that the relevant directorates are notified immediately of any 

serious adverse incident. 

 

To alert the HSCB of any potential media interest and prepare response. 

1.2 Description of the function by location : 

 

Practitioners (GPS, Dentists, Pharmacists, Optometrists) are required to notify 

the Board of any adverse incidents, i.e. within the Health Service context “any 

event or circumstance that could have or did lead to harm, loss or damage to 

people, property, environment or reputation”. Incidents may also be reported 

by other bodies such as RQIA or Trusts. It is essential that the Board 

assesses in a timely manner the level of risk involved and ensures that the 

small number of incidents which meet the criteria for Serious adverse incident 

are actioned immediately to prevent or minimise any threat to patient safety 

and disruption to service provision and/or business continuity. In some 

circumstances it is also necessary to address any immediate media interest. 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Any one of 5 

LCG 

areas/local 

offices 

BSM for 

particular local 

office 

1.0  Microsoft 

outlook 

Phones 

DATIX (SAIs) 

3 per area 

per month 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

1day 

2.2 What are the internal 

dependencies which are required to 

Email system, phones (Practitioners 

usually report AIs by email but may 
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deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

also do so by phone particularly in 

the case of more serious ones) 

 

Governance staff 

 

Impact  - Potential risk to patient 

safety, service provision, HSCB 

reputation. 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

AI Reporting system relies FPS 

provider organisations reporting 

incidents. 

 

Impact  - Potential risk to patient 

safety, service provision, HSCB 

reputation.  

2.4 What is the impact of non delivery 

of the service/product? 

There is potential for patient harm, 

breach  of governance 

responsibilities, significant adverse 

criticism and publicity  for HSCB 

2.5 What is the minimum acceptable 

level of service? 

1 day 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

Within 1 Day 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills There are designated governance 

staff at Business Support and 

Professional levels in each of the 5 

local offices with responsibility for AIs 

Premises The 5 LCGs are located in 4 different 

premises across the region (2 in 

Belfast) 

Technology AIs are normally submitted via email 

to a designated email address in 

each local office. For serious AI s the 

initial contact is often by phone. 

Information AIs are submitted on an AI reporting 

form containing all the necessary 

information 

Equipment Computer, Blackberries 

Supplies N/A 
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4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Power supply 

Computer crash 

 Staff unavailability 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

Computer down time 

4.3 Could this interruption occur 

again? 

Yes 

4.4 What has nearly caused an 

interruption – near misses? 

N/A 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

Shared access to the designated email account.  

Use of Blackberries 

Use of other local offices.  

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

 

People: 

Shared access to a designated email account ensures that if a key member of 

staff is unavailable a number of other people within the local office will have 

access to the email account and will be alerted to newly reported AIs. These 

staff are trained in how to deal with AIs. 

 

Premises: 

In the event of a premises issue staff may relocate to alternative premises. 

Practitioners would be emailed notification of the situation by Blackberry and 

be given details of who to contact in the event of a serious issue and 

alternative email accounts.  

             

Technology: 

In the event of computer down time practitioners would be emailed notification 

of situation by Blackberry and be given details of who to contact in the event 

of a serious issue and alternative email accounts. 

 

In the event of a relocation of staff to alternative premises being necessary or 

where additional working hours for staff is part of a strategy for business 
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continuity due regard will be paid to the impact on staff in the context of 

Section 75 equality duties and human rights duties. These decisions are 

expected to relate in particular to those staff with caring responsibilities, those 

with disabilities and those not wishing to work on Sundays because of their 

religious beliefs. 

 

5.3 For each strategy, identify; 

Costs None 

Advantages Back up arrangements in place 

Disadvantages None 

6. Anticipatory Preparations Completed 

Check arrangements re 

shared access to email 

accounts in other areas 

Shared access to designated email account 

set up within local offices 

Staff trained within local offices 

  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

Normal working arrangements resumed. 

 

8. Contact Details and Deputies 

Name Contact Details 

1   Dawn Raine Office   028 90553784 

Home  

Mobile  07825140577 

2   Martin Hayes Office   02890553782 

Home    02890624459 

Mobile  07917544077 

3   John McGrath  Office   02837414637 

Home   02890584611 

Mobile  07818551407 

4   Fiona Surgeoner Office   02825311138 

Home   02827665418  

Mobile  07970644180 

5  Pat Brolly Office   02871860086 

Home   02881648560 

Mobile  07818551407 

6. Kathryn MacLurg - GMS Office: 028 9055 3775 

7. Brenda Bradley  - GPS Office: 028 9055 3782 

Mobile: 079175404301 

8. Margaret McMullan  - GOS Office: 02890316736 

9. Judi McGaffin - GDS Work: 02890535653 

Mobile:07789776402 
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Priority Service 

2. 

1.1 Directorate Responsible & Purpose of the function  

Integrated Care/Corporate Services - Purpose: 

Management of underperforming contractors where there is an immediate risk 

to patients/clients and/or where there are ongoing legal/professional 

proceedings. 

1.2 Description of the function by location : 

Maintaining the system for dealing with concerns about independent 

contractors (GPs, Dentists, Optometrists, Community Pharmacists) to ensure 

that any risks or potential risks to patient safety are assessed and actioned 

quickly. 

Responding to urgent requests for information from other professional bodies 

regarding a practitioner. 

Responding to media interest regarding a performance concern.  

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Any one of 5 

LCG 

areas/local 

offices 

BSM for 

particular local 

office 

1.0  Microsoft 

outlook 

Phones 

DATIX (SAIs) 

1 per month 

per local 

office (5 per 

month in 

total) 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

1 day 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Governance Staff 

 

Impact - Potential for patient harm, 

breach of governance responsibilities 

and significant adverse 

public/political criticism for the Board. 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

None 

2.4 What is the impact of non delivery 

of the service/product? 

Potential for patient harm, breach of 

governance responsibilities and 

significant adverse public/political 

criticism for the Board. 
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2.5 What is the minimum acceptable 

level of service? 

1 day 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

Within 1 day 

 

 

 

 

 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills There are a number of staff with 

governance responsibilities who are 

appropriately trained. 

Premises Could be managed from any of the 

local offices. 

Technology Email, Blackberry 

Information HSCB Managing Concerns Manual  

Equipment None 

Supplies None 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Key staff being unavailable. 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

N/A 

4.3 Could this interruption occur 

again? 

N/A 

4.4 What has nearly caused an 

interruption – near misses? 

N/A 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

Harmonised HSCB procedure system and manual is in place for the 

Investigation and Management of Concerns about an FPS Practitioner’s 

Performance – this will ensure that concerns are managed consistently and 

appropriately irrespective of staff and local office. A number of governance 

staff are trained in the process. 

A Regional Professional Panel has been implemented to review all cases and 
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take decisions on appropriate action.  

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

 

People            A number of governance staff are trained in the process. 

Premises        In the event of a premises issue staff may relocate to 

alternative premises.  

Technology     Not critical. Emails can be picked up via Blackberry. 

Equipment      N/A 

Supplies         N/A 

 

In the event of a relocation of staff to alternative premises being necessary or 

where additional working hours for staff is part of a strategy for business 

continuity due regard will be paid to the impact on staff in the context of 

Section 75 equality duties and human rights duties. These decisions are 

expected to relate in particular to those staff with caring responsibilities, those 

with disabilities and those not wishing to work on Sundays because of their 

religious beliefs. 

 

5.3 For each strategy, identify; 

Costs None 

Advantages Back up arrangements in place 

Disadvantages None 

6. Anticipatory Preparations  

Harmonised HSCB procedure 

system and manual already in 

place for the Investigation and 

Management of Concerns 

about an FPS Practitioner’s 

Performance Regional 

Professional Panel 

implemented. 

 

  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

Normal working arrangements resumed. 

 

8. Contact Details and Deputies 

Name Contact Details 

1   Dawn Raine Office   028 90553784 

Home  

Mobile  07825140577 

2   Martin Hayes Office   02890553782 
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Home    02890624459 

Mobile  07917544077 

3   John McGrath  Office   02837414637 

Home   02890584611 

Mobile  07818551407 

4   Fiona Surgeoner Office   02825311138 

Home   02827665418  

Mobile  07970644180 

5  Pat Brolly Office   02871860086 

Home   02881648560 

Mobile  07818551407 

6. Kathryn Booth - GMS Office: 028 9055 3775 

7. Brenda Bradley  - GPS Office: 028 9055 3782 

Mobile: 079175404301 

8. Margaret McMullan  - GOS Office: 02890316736 

9. Judi McGaffin - GDS Work: 02890535653 

Mobile:07789776402 
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Priority Service 

3. 

1.1 Directorate Responsible & Purpose of the function  

Integrated Care/Corporate Services - Purpose: 

Potential collapse of GMS Contractor (all FPS) and resulting failure to deliver 

service to registered list. 

 

1.2 Description of the function by location : 

It is a responsibility of Integrated Care to ensure that patients have access to 

safe quality GMS/GPS/GDS/GOS services. If a practice were to close 

unexpectedly for a period of time for whatever reason it would be the 

responsibility of the Board to ensure that the patients of the practice have 

access to safe alternative services elsewhere.  

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Any of 5 local 

offices 

Business 

Support 

Manager for 

local office 

 

Professional 

Regional Lead 

1 

 

 

 

 

1 

Microsoft 

Outlook 

 

Blackberry 

1 per year 

across the 

region 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

1 day 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Staff 

Blackberry 

Potential for patient harm; significant 

adverse publicity 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Practice notifying the Board 

2.4 What is the impact of non delivery 

of the service/product? 

Potential for patient harm; significant 

adverse publicity 

2.5 What is the minimum acceptable 

level of service? 

1 day 
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2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

Within 24 hours 

 

 

 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Business Support staff and 

Professional Advisers  

Premises Staff can work from another local 

office 

Technology Not critical. Emails can be picked up 

via Blackberry. 

Information N/A 

Equipment N/A 

Supplies N/a 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Illness, financial collapse (single-

handed practitioners are at particular 

risk) 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

Illness 

4.3 Could this interruption occur 

again? 

Yes 

4.4 What has nearly caused an 

interruption – near misses? 

Flu pandemic 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

• Arrangements may be put in place for patients to be registered 
temporarily with another practice 

• Escalation of buddying arrangements between practices. 

• Alternative arrangements may be to put locums in place (GMS). 
 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

 

People             Staff may provide cover from other local offices            

Premises         Could operate from any of the local offices.                   
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Technology      Not critical. Use of Blackberries. 

Equipment       N/A 

Supplies           N/A 

 

In the event any of the strategies in 5.1, of a relocation of staff to alternative 

premises being necessary or where additional working hours for staff is part of 

a strategy for business continuity due regard will be paid to the impact on staff 

and service users in the context of Section 75 equality duties and human 

rights duties. These decisions are expected to relate in particular to those staff 

with caring responsibilities, those with disabilities and those not wishing to 

work on Sundays because of their religious beliefs. 

 

5.3 For each strategy, identify; 

Costs Unknown 

Advantages Continued service provision 

Disadvantages Disruption to patients. 

6. Anticipatory Preparations  

 Practices should have their own contingency 

arrangements in place and have had 

contingency planning training at time of flu 

pandemic (2009). 

  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

Normal working arrangements resumed. 

 

8. Contact Details and Deputies 

Name Contact Details 

1   Dawn Raine Office   028 90553784 

Home  

Mobile  07825140577 

2   Martin Hayes Office   02890553782 

Home    02890624459 

Mobile  07917544077 

3   John McGrath  Office   02837414637 

Home   02890584611 

Mobile  07818551407 

4   Fiona Surgeoner Office   02825311138 

Home   02827665418  

Mobile  07970644180 

5  Pat Brolly Office   02871860086 

Home   02881648560 

Mobile  07818551407 
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6. Margaret O’Brien - GMS Office:  028 9055 3775 

Mobile:  07734 800169 

Home:  028 9447 3989 

7. Joe Brogan – GPS Office:  028 7186 0086 

Blackberry:  075903 53418 

Home:  028 8164 7933 

8. Michael Donaldson - GDS Office:  028 2531 1028 

Mobile:  079767 42560 

Home:  028 2586 3044 

9. Raymond Curran - GOS Office   02871860086 
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Priority Service 

4. 

1.1 Directorate Responsible & Purpose of the function  

Integrated Care/Corporate Services - Purpose: 

Integrated Care – To ensure that contractors can be communicated with on 

urgent matters, e.g. alerts and that services are sustained through any 

emergency, e.g. vaccine recalls, safety alerts. 

 

1.2 Description of the function by location : 

GMS – Practices are communicated via email. 

GOS/GDS/GOS – Practices are communicated via mail service. 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Any one of 5 

LCG 

areas/local 

offices 

BSM for 

particular local 

office 

1.0  Microsoft 

outlook 

Phones 

DATIX (SAIs) 

 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) before 

the loss of the function becomes critical – 

Maximum Tolerable Period of Disruption  

1 day 

2.2 What are the internal dependencies 

which are required to deliver the 

service/product? – What is the impact on 

the service/product if this dependency is 

unavailable? 

GMS – Microsoft Outlook, Primary 

Care Intranet Site is critical 

 

GPS – Fax 

 

GDS/GOS - Mail 

2.3 What are the external dependencies 

which are required to deliver the 

service/product? – What is the impact on 

the service/product if this dependency is 

unavailable? 

 

2.4 What is the impact of non delivery of 

the service/product? 

Potential for patient harm; significant 

adverse publicity 

2.5 What is the minimum acceptable level 

of service? 

1 day 

6 How quickly would you like the 

service/product to be delivered after an 

interruption?  

1 day 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 
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• The resources required to deliver each key service: 

People and Skills Any local office staff can issue alerts. 

Premises Can be issued from any local office 

Technology Microsoft office – (GMS) 

Primary Care Intranet Site (GMS) 

Information Up to date lists of practices 

Equipment n/a 

Supplies n/a 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Computer down time 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

Computer down time 

4.3 Could this interruption occur 

again? 

Yes 

4.4 What has nearly caused an 

interruption – near misses? 

 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

GMS – Email links with all 360 practices, phone numbers and faxes also 

recorded 

GPS – Fax numbers for all 522 pharmacies and email addresses where 

available 

GDS – Telephone numbers and addresses for 350 dental practices 

GDS – personal email 

addresses and personal 

mobile numbers being 

collected 

Ongoing – although associated governance 

issues 

GOS – Addresses and telephone numbers for all 75 practices 

Communication with 

GPS/GDS/GOS contractors 

via web-based internet site 

being explored 

ongoing 

  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 
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Normal working arrangements resumed. 

 

8. Contact Details and Deputies 

Name Contact Details 

1   Dawn Raine Office   028 90553784 

Home  

Mobile  07825140577 

2   Martin Hayes Office   02890553782 

Home    02890624459 

Mobile  07917544077 

3   John McGrath  Office   02837414637 

Home   02890584611 

Mobile  07818551407 

4   Fiona Surgeoner Office   02825311138 

Home   02827665418  

Mobile  07970644180 

5  Pat Brolly Office   02871860086 

Home   02881648560 

Mobile  07818551407 
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Finance 
 

1. Priority Service 

 

5. Directorate Responsible & Purpose of the function  

 

Finance Directorate 

Delivery of Statutory reports, returns and key financial performance monitoring 

products. 

 

1.2 Description of the function by location : 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Linenhall Street HSCB Chief 

Executive as 

Accounting 

Officer/Director 

of Finance 

Finance Dept 

 

Band 3 X 1 

Band 4 X 9 

Band 5 X 5 

Band 6 X 11 

Band 7 X 6 

Band 8aX10 

Band 8bX5 

Band 8dx5 

Dir x1 

 

TOTAL 53 

 

General 

Ledger, 

TRAFFACS, 

HRMS, 

Microsoft 

packages. 

Enquiry only 

in Business 

Objects and 

LAPS.  

Additional 

info required 

from HRMS, 

DBS, Travel 

and RAMs 

systems 

maintained 

by BSO and 

PEMS by 

PHA.  

Heavily 

dependant on 

email for 

transfer of 

info. 

HSCB lines 

of data in one 

year approx 

120,000.  

PHA lines of 

data in one 

year 10,000 

 

Per annum 

Payroll 

10,000 

(approx 600 

HSCB staff 

and 250 

PHA) 

 

Trader & 3rd 

party 

payments 

approx 

21,000 HSCB 

and 8,000 

PHA pa 

 

HSCB FHS 

payments 

12,000 

approx pa  
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2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) before 

the loss of the function becomes critical – 

Maximum Tolerable Period of Disruption  

Dependant on timing of loss period:  

 

A. within 1 week of statutory return 

(eg Annual Accounts) <1 day 

B. within 1 month of statutory return  

<2 days 

C. within 1 week of internal HSC 

Financial performance monitoring 

product  <3 days 

 

The Director of Finance will review 

the specific situation and surrounding 

deadlines to ensure correct response 

based on above guidelines. 

 

2.2 What are the internal dependencies 

which are required to deliver the 

service/product? – What is the impact on 

the service/product if this dependency is 

unavailable? 

Availability of Infrastructure – 

Buildings, Utilities and IT systems as 

highlighted in 1.2 above. 

 

Availability of trained Staff  

2.3 What are the external dependencies 

which are required to deliver the 

service/product? – What is the impact on 

the service/product if this dependency is 

unavailable? 

Delivery of BSO managed services 

on a monthly and annual basis: 

 

A. Assurance Letter 

B. Payment of Payroll and staff 

expenses 

C. Payment of Traders, 3rd party 

SLAs and FHS 

D. Completion of interfaces and 

controls 

 

Delivery by PHA of information to 

complete accounts on committed 

funds which are not yet paid by BSO 

(monthly and annual). 

 

Delivery of committed funds analysis 

from TRAFFACS which is dependant 

on HSCB budget holders advising on 

position. 
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IMPACT 

 

Financial Management and Statutory 

Accounting information cannot be 

completed on time.  

 

2.4 What is the impact of non delivery of 

the service/product? 

IMPACT  

 

Customer - PHA  

Key Financial Performance 

management products cannot be 

delivered to PHA, resulting in loss of 

reputation to both organisations, 

potential fines, delay in decision 

making and non-delivery, or late 

delivery, of statutory products eg 

Annual Accounts, to the DHSSPS or 

NI Assembly. 

 

Customer – Internal HSCB 

Late delivery of key products which 

would delay decision making and late 

delivery of statutory information eg 

Annual Accounts, Tax returns to 

HMRC etc, resulting in loss of 

reputation or fines. 

 

 

2.5 What is the minimum acceptable level 

of service? 

If complete elements are available eg 

individual notes to the Statutory 

accounts, they will be shared with 

NIAO to ensure progress continues 

during recovery time. 

2.6 How quickly would you like the 

service/product to be delivered after an 

interruption?  

Consideration to working weekends 

and after hours to recover time lost 

more quickly eg 3 working days lost 

then actions taken to recover in less 

than 3 days.   

 

The 53 finance staff would be 

consulted with to ask whether they 

would be prepared to work additional 

hours/weekends, taking into account 
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Equality consideration particularly on 

Disability, Religious Group and those 

with Dependants. 

 

If source data was lost/destroyed it 

would have to be recreated which 

could take a period of weeks, 

individual solutions/recovery would 

be dependant on the specific 

situation. 

 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Staff with detailed knowledge of 

Finance systems and senior staff 

with sufficient authority to enable key 

decisions to be made.  

Premises HSCB locations – Linenhall St, 

Tower Hill, Gransha Park, County 

Hall and Antrim Technology Park.. 

Technology IT systems detailed above, email, 

phone. 

Information At minimum hard copy information 

from PHA and BSO as above 

Equipment Normal Office. 

Supplies Normal Office. 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption to 

the activities that make up this service? 

Due to heavy dependency on IT 

systems any loss of power or loss of 

any one of the systems will impact. 

 

Loss of infrastructure, premises or 

staff in either HSCB, PHA or their 

provider organisation (BSO). 

4.2 What has previously caused an 

interruption to the delivery of this service? 

Early April 2011 – loss of power due 

to a damaged cable in IT site 

managed by BSO ITS, resulted in 

loss of 1 day and 26th April 2011 loss 

of a switch in the HSCB server 

resulting in a loss of over 1 day.  

Both instances occurred during 
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Statutory Accounts process. 

 

Continuity arrangements – staff were 

asked if they would work additional 

hours, this ensure that time lost was 

regained and key products delivered 

on time. 

4.3 Could this interruption occur again? Yes 

4.4 What has nearly caused an 

interruption – near misses? 

Non-delivery of BSO for key 

products– continuity arrangements 

put in place and additional 

accountancy resource secured to 

ensure delivery on time. 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. For 

each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

Within the HSCB – BSO elements to be covered within the BSO plan 

 

A. Loss of Power/other utilities –relocate to another HSCB (or HSC) site.  

Consideration should be made to the impacts on staff particularly those with 

Disabilities or Dependants, potential mitigations may include remote working. 

 

B. Loss of Premises – consider potential to relocate to another HSCB (or HSC) 

office.  Further consideration should also be given to Equality impacts on all staff 

in particular taking into account issues for those staff with Disabilities or with 

Dependants. 

 

C. Non-Availability of Staff – continue with available staff, identify potential loss 

and arrange cover (taking account of Equality impacts as in strategy A), also 

prioritise key products. 

 

D. Loss of Servers and key computer systems – dependant on severity of 

situation – if localised then consideration of moving to another site – if region wide 

a recovery strategy will be developed eg Overtime (also refer to strategy A and B 

for Equality Impact considerations) 

 

E. Loss of Source Data – consider options for partial or full recovery dependant 

on situation. 
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5.2 Strategy must support the continued delivery of products and services within 

their MTPD and must cover; 

 

People      

Premises 

Technology           PLEASE REFER TO SECTION 5.1 ABOVE FOR DETAILS 

Equipment                  

Supplies  

5.3 For each strategy, identify; 

Costs For strategies A and B there will be not 

additional cost as internal HSC resources 

would be utilised. 

For strategies C, D and E there may be a 

minimal overtime cost dependant on the 

severity of the situation.  Estimates of costs 

would be ascertained at the start of the 

recovery period. 

Advantages For A and B advantages are timing and 

availability as offices are already set up. 

For C, D and E other trained HSCB staff 

would be able to be deployed quickly. 

Disadvantages None for A and B. 

C, D and E will require additional support 

from existing staff both within HSCB and 

PHA & BSO.  In addition recovery will likely 

have a cost implication and for most staff any 

overtime arrangements are discretionary. 

6. Anticipatory Preparations Completed 

Build in slippage days within 

timetables for delivery of statutory 

returns 

Tracey McCaig 15/01/12 for Annual 

Accounts for HSCB and PHA 

Clarify timetables for BSO, PHA 

and HSCB to ensure internal 

dependencies are delivered on 

time 

 

 BSO have agreed to key monthly and 

annual delivery dates and products via 

formal Assurance letters. 

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

When the time lost has been recovered and products delivered. 

8. Contact Details and Deputies 

Name Contact Details 

1 Tracey McCaig (Head Accountant) 9055 3926 (ext 2123) 

2 Simon Christie (AD Finance) 9032 1313 (ext 2111) 

3 Paul Cummings (Director of Finance) 9055 3900 (ext 2305) 
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 Priority Service 

 

6. Directorate Responsible & Purpose of the function  

 

Finance Directorate 

 

Authorisation of payments to staff, traders, FHS and 3rd party providers, resulting 

in BSO processing payments. 

 

1.2 Description of the function by location: 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Linenhall Street 

& Regional 

offices 

 

All HSCB 

officers in 

Tiers 1 to 4 

(approx 150) 

 

All HSCB 

officers in 

Tiers 1 to 4 

(approx 150) 

 

 

Heavily 

dependant 

on email for 

transfer of 

info, also 

Microsoft 

packages. 

HSCB lines 

of data in one 

year approx 

120,000.  

PHA lines of 

data in one 

year 10,000 

 

Per annum 

Payroll 

10,000 

(approx 600 

HSCB staff 

and 250 

PHA) 

 

Trader & 3rd 

party 

payments 

approx 21000 

HSCB and 

8000 PHA 

pa. 

 

HSCB FHS 

payments 

12,000 

approx pa   
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2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) before 

the loss of the function becomes critical – 

Maximum Tolerable Period of Disruption  

Dependant on timing of loss period 

as staff and FHS contractors have a 

contracted set payment date within 

each month. 

 

MTPD Up to 3 days delay in payment 

for set payment dates.  Please refer 

to appended table for information. 

 

The Director of Finance will review 

the specific situation and surrounding 

deadlines to ensure correct 

response. 

 

2.2 What are the internal dependencies 

which are required to deliver the 

service/product? – What is the impact on 

the service/product if this dependency is 

unavailable? 

Availability of Infrastructure – 

Buildings and Utilities 

 

Availability of trained Staff  

 

Availability of appropriate level of 

Staff for authorisation per the 

Scheme of Delegated Authority. 

2.3 What are the external dependencies 

which are required to deliver the 

service/product? – What is the impact on 

the service/product if this dependency is 

unavailable? 

Delivery of BSO managed payment 

services on a monthly basis. 

 

Dependant on BSO availability of 

staffing, infrastructure and IT 

systems. 

 

Safe storage and retention of source 

claims/invoices from 

Contractors/staff/traders. 

 

Banking Services and DHSSPS cash 

management. 

 

IMPACT 

Staff and Contractors not paid, loss 

of reputation, potential non-delivery 

of services until payments made, 

breach of contract, late payment 

interest fees to be reported as an 
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exceptional payment, reduction in the 

Prompt Payment of Commercial 

Debts statutory target. 

 

If source documentation was 

lost/destroyed time taken to recreate 

could be extensive and dependant 

on type of information could take 

weeks to recreate/replace. 

 

TO BE CROSS REFERENCED TO 

UPDATED BSO CONTINUITY PLAN 

CURRENTLY UNDER 

DEVELOPMENT 

 

2.4 What is the impact of non delivery of 

the service/product? 

IMPACT  

 

Delayed authorisation resulting in 

late payments which would result in 

late delivery of key products.  This 

would delay decision making and has 

the potential to delay delivery of 

statutory information eg Annual 

Accounts, Tax returns to HMRC etc, 

resulting in loss of reputation or fines. 

 

Loss of trust between the HSCB and 

contractors/staff/traders and resultant 

loss of reputation. 

 

Potential conflict with staff 

associations. 

 

Peaks of additional workload for BSO 

to manage which may further delay 

overall delivery of the SLA for HSCB. 

 

2.5 What is the minimum acceptable level 

of service? 

REGULAR PAYMENTS eg FHS or 

3rd party PROVIDERS 

A flat payment rate which is equal to 

the previous month/quarter would be 

issued and retrospectively approved 

by appropriate HSCB staff, with any 
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necessary adjustments made in 

subsequent payments. 

 

PAYROLL 

Changes for existing staff would be 

updated/adjusted in subsequent 

month or a manual cheque payment 

made for new starts when 

appropriate authorisation is available. 

 

SUPPLIER PAYMENTS 

If delivery can be evidenced an 

alternative authoriser on the Scheme 

of Delegated Authority would be able 

to provide short term cover.   

 

NB if longer term alternative 

arrangements would be processed 

via amendments to the scheme of 

delegated authority. 

 

2.6 How quickly would you like the 

service/product to be delivered after an 

interruption?  

Consideration to working weekends 

and after hours to recover time lost 

more quickly eg 3 working days lost 

then actions taken to recover in less 

than 3 days.   

 

The 53 finance staff would be 

consulted with to ask whether they 

would be prepared to work additional 

hours/weekends, taking into account 

Equality consideration particularly on 

Disability, Religious Group and those 

with Dependants. 

 

If source data was lost/destroyed it 

would have to be recreated which 

could take a period of weeks – an 

option to pay contractors/staff based 

on a percentage of previous month 

should be considered while recovery 

was being undertaken. 
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3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Tiers 1-4 officers with knowledge of 

specific business area. 

Premises HSCB locations – Linenhall St, 

Tower Hill, Gransha Park, County 

Hall and Antrim Technology Park. 

Technology HRMS, LAPS, Email, Microsoft 

packages, General Ledger 

Information Claims, HRMS notifications, Previous 

months data 

Equipment Normal Office 

Supplies Normal Office 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption to 

the activities that make up this service? 

Key staff absence or ability to access 

buildings.  In addition, due to heavy 

dependency on IT systems any loss 

of power or loss of any one of the 

systems will impact. 

4.2 What has previously caused an 

interruption to the delivery of this service? 

Early April 2011 – loss of power due 

to a damaged cable in IT site 

managed by BSO ITS, resulted in 

loss of 1 day. 

 

Continuity arrangements – staff were 

asked and agreed to work additional 

hours to regain time lost and due to 

timing did not impact on contracted 

payment dates. 

4.3 Could this interruption occur again? Yes 

4.4 What has nearly caused an 

interruption – near misses? 

As 4.2 above and a number of more 

minor losses of IT systems for 

shorter periods of time. 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. For 

each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

A. Loss of Power/other utilities –relocate to another HSCB (or HSC) site.  

Consideration should be made to the impacts on staff particularly those with 
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Disabilities or Dependants, potential mitigations may include remote working. 

 

B. Loss of Premises – consider potential to relocate to another HSCB (or HSC) 

office.  Further consideration should also be given to Equality impacts on all staff 

in particular taking into account issues for those staff with Disabilities or with 

Dependants. 

 

C. Non-Availability of Staff – continue with available staff, identify potential loss 

and arrange cover (taking account of Equality impacts as in strategy A), also 

prioritise key products. 

 

D. Loss of Servers and key computer systems - arrange communication to 

affected parties eg if email unavailable text alert to all Blackberries or 

announcements at each location. 

 

E. Loss of Source Data – consider options to make a percentage payment, 

contact to be made to explain situation to affected parties as soon as issue known. 

5.2 Strategy must support the continued delivery of products and services within 

their MTPD and must cover; 

People           

Premises 

Technology           PLEASE REFER TO SECTION 5.1 ABOVE FOR DETAILS 

Equipment                  

Supplies 

5.3 For each strategy, identify; 

Costs For strategies A and B there will be not 

additional cost as internal HSC resources 

would be utilised. 

For strategies C, D and E there may be a 

minimal overtime cost dependant on the 

severity of the situation.  Estimates of costs 

would be ascertained at the start of the 

recovery period. 

Advantages For A and B advantages are timing and 

availability as offices are already set up. 

For C, D and E other trained HSCB staff 

would be able to be deployed quickly. 

Disadvantages None for A and B. 

C, D and E will require additional support 

from existing staff both within HSCB and 

BSO.  In addition recovery will likely have a 

cost implication and for most staff any 

overtime arrangements are discretionary. 
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6. Anticipatory Preparations Completed 

Clarify timetables with BSO – seek 

assurances/review BSO Business 

Continuity plan 

Hold until completed by BSO. 

Review HSCB cheque signatories 

to ensure sufficient coverage 

Completed January 2012 – Tracey McCaig. 

Additional staff added. 

Review Scheme of Delegated 

Authority for appropriate numbers 

of staff to provide cover 

Completed January 2012 – Tracey McCaig. 

Additional levels of approval updated. 

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

 

When payments have been made, all affected parties have been communicated 

with and clarification that the next planned payment and any necessary 

adjustments has been scheduled. 

 

8. Contact Details and Deputies 

Name Contact Details 

1 Tracey McCaig (Head Accountant) 9055 3926 (ext 2123) 

2 Simon Christie (AD Finance) 9032 1313 (ext 2111) 

3 Paul Cummings (Director of Finance) 9055 3900 (ext 2305) 
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TIMETABLE OF AUTHORISATION FOR PAYMENTS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PAYMENT AREA MONTHLY/QUARTERLY KEY DATES 
FOR AUTHORISATION 

 
Staff Travel 

 
Prior to the 3rd working day of the end 

subsequent month. 
 

 
Payroll 

 

 
Amendments/Changes by 7th working 

day of the subsequent month. 
 

 
FHS payments 

 

 
Working Days 10-15 of the subsequent 

month, for the 4 FHS elements. 
 

 
3rd Party Organisations 

 
Approval within 2 weeks of receipt of 
satisfactory performance monitoring – 

typically 2 weeks after the end of a 
quarter. 

 
 

Procurement 
 

 
Payment to be made within 30 days of 

receipt of invoice or goods (whichever is 
later), therefore approval should typically 

be within 1 week.  
 



 99

Performance Management Service Improvement 

 
Priority Service 

 

7. Directorate Responsible & Purpose of the function  

Performance Management and Service Improvement 

• Ensure Service Continuity across Trusts, Family Practitioner Services 
(FPS) and other organisations . 

• This will be lead in the main by the Director of Performance Management 
and Service Improvement or Assistant Directors as appropriate, in line 
with the arrangements set out in the Joint Response Emergency Plan.  

• Staff from other directorates within the Board, PHA and BSO to be 
involved in Incident Control Teams as required. 

 

1.2 Description of the function by location : 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Linenhall St Director of 

Performance 

Management 

and Service 

Improvement 

 

Assistant 

Director of 

Performance 

 

Other Ads 

within PMSI  

1.0 Director 

 

 

 

 

 

1.0 Band 8d 
 

 

 

5.0 Band 8d 

Regional 

Data 

Warehouse 

and 

associated in- 

house 

systems  

Daily 

information 

from Trusts 

and as 

required 

SITREPs in 

respect of the 

specific 

incident 

 

2. Business Impact Analysis+ 

2.1 Acceptable Loss Period (days) 

before the loss of the function becomes 

critical – Maximum Tolerable Period of 

Disruption  

When it is established that a factor is 

contributing to disruption of normal 

course of business and is affecting 

more than one HSC Trust or is having 

an impact upon ability to provide FPS 

establishment of co-ordination role 

should be immediate in line with the 

Joint Response Plan (Level 2 or 

above).  

 

Trusts or FPS will have already 

instigated a response to the situation 
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but the joint response requirements at 

Board/PHA level should be agreed no 

later than one hour of the notification 

of the incident. 

 

2.2 What are the internal dependencies 

which are required to deliver the 

service/product? – What is the impact 

on the service/product if this 

dependency is unavailable? 

Dependencies 

• Staff to co-ordinate the 
management of an issue impacting 
on service delivery 

• Availability of timely and accurate 
information 

• Multi-agency support e.g utility 
providers 

• Equipment 
 

Impacts 

• The pressure is not appropriately 
managed and impacts on the level 
of care available to patients. 

• Information can not be collated, 
validated and analysed. 

 

2.3 What are the external dependencies 

which are required to deliver the 

service/product? – What is the impact 

on the service/product if this 

dependency is unavailable? 

Dependencies 

• Normal utility provision at Board 
headquarters 

• ICT availability (phones/faxes, IT, 
e-mail) 

• Provision of supporting information 
by Trusts and other multi agency 
organisations 

 

Impacts 

• Impact on ability to support service 
providers 

• Reduced level of service provision 
for patients 

 

2.4 What is the impact of non delivery of 

the service/product? 

Board unable to: 

• Assess pressures / impact of an 
incident 

• Provide assurance to the 
Department and Minister that 
services continue to be provided to 
an acceptable standard 

• Provide reassurance to the public 
on the continuity of services 

• Co-ordinate service provision 
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across the region / affected 
organisations 

 

2.5 What is the minimum acceptable 

level of service? 

Immediate response to an issue 

contributing to disruption of normal 

course of business (at joint response 

level 2 or above), particularly where 

this is affecting more than one HSC 

Trust or is having an impact upon 

ability to provide FPS. 

 

2.6 How quickly would you like the 

service/product to be delivered after an 

interruption?  

Trusts or FPS will have already 

instigated a response to the situation 

but the joint response requirements at 

Board/PHA level should be agreed no 

later than one hour of the notification 

of the incident. 

 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Relevant Board, PHA and BSO staff 

who have attended emergency 

preparedness training. 

 

Premises Access to building, power and 

utilities. 

 

Set up of an Emergency Operations 

Centre in HSC Board headquarters 

as required. 

 

Technology Combination of access to internet and 

e-mail. 

 

Information Regular updates from data 

warehouse for key service areas and 

where required SITREPs from Trusts 

/ relevant organisations. 

 

Equipment Computers, phones and fax machine. 

 

Supplies Normal office supplies. 
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4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption to 

the activities that make up this service? 

• Staff sickness at Board or in Trusts. 

• Staff unable to get to work location 
due to the incident 

• Power cuts 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

• Power cut to server 

• Disruption to IT services including 
remote access 

• Severe Weather 
 

4.3 Could this interruption occur again? • Yes – although protocols have 
been developed following previous 
incidents 

 

4.4 What has nearly caused an 

interruption – near misses? 

• See 4.1 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. For 

each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

People – Relevant staff from across the Board, PHA and BSO have attended 

emergency preparedness training and emergency operations centre training. All 

staff within the information department have received appropriate training in the 

use of the systems in place. Consideration should be made to the impacts on 

staff particularly those with Disabilities or Dependants, potential mitigations may 

include remote working. 

 

Premises – The service is currently provided from Board headquarters in 

Linenhall St. Arrangements are in place to utilise other facilities in the event of 

the building being unavailable (to be formally agreed) including the option of 

establishing and Emergency Operations Centre as required. Consideration 

should be made to the impacts on staff particularly those with Disabilities or 

Dependants, potential mitigations may include remote working. 

 

Technology – In the event of an interruption to internet or e-mail access at one 

location, another location can be used. If the systems go down across all offices, 

manual returns or updates via phone can be provided. 

 

Equipment – There is access to IT, phone and fax equipment across all Board 

offices and other possible locations e.g. Belfast City Council offices or 
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Ambulance Service Control. 

 

Supplies – Arrangements are in place within the directorate to ensure that 

normal office supply stocks are kept replenished. Supplies can also be provided 

at reasonably short notice by the Procurement and Logistics Service (PALs) 

 

5.2 Strategy must support the continued delivery of products and services within 

their MTPD and must cover; 

• People 

• Premises 

• Technology 

• Equipment 

• Supplies 

5.3 For each strategy, identify; 

People 

Costs 

 

 

 

 

Advantages 

 

 

 

Disadvantages 

 

Costs of organising and running Emergency 

Preparedness related training and associated 

exercises (including the costs of releasing staff to 

attend this training). 

 

Staff are prepared and available to respond in the 

event of an incident impacting on delivery of 

services or care to patients 

 

Training to date has been at a high level and 

specific role related training to be undertaken 

during 2012/13. This will be co-ordinated by Public 

Health Agency. 

Premises 

Costs 

 

Advantages 

 

 

 

 

Disadvantages 

 

None 

 

Arrangements are in place to use Board 

headquarters in response to an incident. 

Alternatives for using other locations are also in 

place 

 

If an alternative location is required, staff will be 

required to travel. 

 

Technology 

Costs 

 

Advantages 

 

 

Use of home or mobile phones or remote access. 

 

Information can be accessed from any of the Board 

offices if there are no IT interruptions. Relevant 
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Disadvantages 

staff have access to work mobile phones and other 

staff have their own mobiles which could be used 

as a short term interim measure. 

Measures are also in place to gather information 

manually as required. 

 

Reliability of remote access connections is a 

potential issue. Timeliness of gathering data 

manually is a potential issue when contacting a 

number of sites. 

Equipment 

Cost 

 

 

Advantages 

 

 

 

Disadvantages 

 

Costs incurred through increased mobile phone or 

remote access usage. 

 

If required staff can utilise their own equipment 

immediately or access information from equipment 

in other offices. 

 

Availability of equipment in other offices. 

6. Anticipatory 

Preparations 

Completed 

Emergency Planning HSC Board, PHA and BSO joint plan has been 

developed and shared with other relevant 

organisations. 

 

Training and desktop exercises have been 

undertaken and attended by relevant staff. 

 

This will continue on an ongoing basis and will be 

co-ordinated by emergency planning staff in the 

Public Health Agency. 

Staff Training 

 

Relevant staff have received emergency 

preparedness training. 

 

Board reps attend regional emergency 

preparedness meetings and planned exercises as 

required in conjunction with Trusts and other multi 

agency organisations. 

Agree IT support should 

issues arise 

Service Level Agreement in place with the 

Business Service Organisation to include IT 

support.  

 

Information staff with the PMSI directorate have 
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also received training in the use of relevant 

systems to be used in the event of an incident. 

  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

Resolution of the incident and return to normal operations 

 

8. Contact Details and Deputies 

Name Contact Details 

1. Louise McMahon 02890 321313 Ext 3510, 

07979808465 

2. Jeff Featherstone 02890 321313 Ext 3510, 

07900245891 
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Priority Service 

 

8. Directorate Responsible & Purpose of the function  

Performance Management and Service Improvement 

• Service pressures monitoring 
o alert the Board to pressures within the service that require 

escalation  
o provide assurance to the Department and Minister that services 

continue to be provided to an acceptable standard 
o provide reassurance to the public on the continuity of services 
o co-ordinate acute hospital provision across the region in order to 

equalise pressures across the system 

1.2 Description of the function by location : 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Linenhall St Head of 

Information 

 

 

Senior 

Information 

Staff 

1.0 Band 8c 

 

 

 

1.0 Band 8a 
 

5.0 Band 7 

Regional 

Data 

Warehouse 

and 

associated in- 

house 

systems  

Daily 

information 

on a range of 

indicators 

including 

hospital 

admissions, 

discharges 

and 

emergency 

department 

attendances 

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

2 days – on the basis that the 

information is not routinely analysed 

at weekends. 

 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Dependencies 

• Staffing in the information 
department 

• Availability of timely and accurate 
information 

• Equipment 
 

Impacts 

• Information can not be collated, 
validated and analysed. 

• Reprioritisation of workloads 

• Impact on patients of delays in 
hospital 
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• Impact of negative image for the 
HSC Board 

 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Dependencies 

• Normal utility provision at Board 
headquarters 

• ICT availability (phones/faxes, IT, 
e-mail) 

• Provision of information by Trusts 
 

Impacts 

• Service may need to be provided 
from another location 

• Use of manual data gathering 
systems to collate information 
required. 

• Board to ring individual sites to 
assess the level of pressure in the 
system in information not provided 
by Trusts 

 

2.4 What is the impact of non delivery 

of the service/product? 

Board unable to: 

• Assess pressures within the service 
that require escalation  

• Provide assurance to the 
Department and Minister that 
services continue to be provided to 
an acceptable standard 

• Provide reassurance to the public 
on the continuity of services 

• Co-ordinate acute hospital 
provision across the region in order 
to equalise pressures across the 
system in line with the Regional 
Escalation Plan. 

 

2.5 What is the minimum acceptable 

level of service? 

Daily assessment of unscheduled 

care pressures across Trusts. 

 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

IT and/or communication links to be 

restored within 2 to 4 hours during 

normal working hours (Monday to 

Friday). Similar response required 

during periods of increased escalation 

at weekends. 
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3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Information and performance 

management staff. 

 

Premises Access to building, power and 

utilities. 

Technology Combination of access to internet, e-

mail and/or fax and phones. 

 

Information Regular updates from data 

warehouse for key service areas and 

where required daily manual return 

information from Trusts. 

 

Equipment Computers, phones and fax machine. 

 

Supplies Normal office supplies. 

 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

• Staff sickness at Board or in Trusts. 

• Power cuts 

• IT issues 
 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

• Power cut to server 

• Disruption to IT services including 
remote access 

 

4.3 Could this interruption occur 

again? 

• Yes – although protocols are been 
developed following previous 
incidents 

 

4.4 What has nearly caused an 

interruption – near misses? 

• Staff cover arrangements at Trust 
level, resulting in gaps in 
information provision.  

 

5. Strategy Selection (s5) 

BCM strategy describes what could be done (options), not how it has to be 

done. For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  
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People: 

All staff within the information department have received appropriate training 

in the use of the systems in place. There are also staff located in other Board 

offices that would provide the functions as required. Consideration should be 

made to the impacts on staff particularly those with Disabilities or 

Dependants, potential mitigations may include remote working. 

 

Premises:  

The service is currently provided from Board headquarters in Linenhall St. In 

the event of lack of access to the building or an interruption to power or 

utilities, the service would be provided from one of the other three premises. 

During the out of hours period when the building is not normally in use, 

remote access to the IT systems is available. Consideration should be given 

to the impacts on staff particularly those with Disabilities or Dependants. 

 

Technology: 

In the event of an interruption to internet or e-mail access at one location, 

another location can be used. If the systems go down across all offices, 

manual returns or updates via phone can be provided. 

 

Equipment: 

Utilise IT, phone and fax equipment across all Board offices or utilise home 

computers or phones. 

 

Supplies: 

Arrangements are in place within the directorate to ensure that normal office 

supply stocks are kept replenished. Supplies can also be provided at 

reasonably short notice by the Procurement and Logistics Service (PALs) 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

• People 

• Premises 

• Technology 

• Equipment 

• Supplies 

5.3 For each strategy, identify; 

People 

Cost 

 

 

Advantages 

 

 

 

 

Minimal costs associated with staff travelling to other 

locations to provide the function. 

 

The information department has all staff trained in the 

use of the required systems. There are also staff located 

in each office who know the facilities. 
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Disadvantages Disruption to normal working patterns, staff getting used 

to new locations and potential increased travel times.  

 

Premises 

Cost 

 

Advantages 

 

 

Disadvantages 

 

None 

 

Information staff already located at each office who 

could familiarise other staff with the office. 

 

Potential increased travel times, capacity issues at other 

sites in terms of physical infrastructure. 

 

Technology 

Cost 

 

Advantages 

 

 

 

 

 

 

 

 

Disadvantages 

 

Use of home or mobile phones or remote access. 

 

Information can be accessed from any of the Board 

offices if there are no IT interruptions. Relevant staff 

have access to work mobile phones and other staff have 

their own mobiles which could be used as a short term 

interim measure. 

 

Measures are also in place to gather information 

manually as required. 

 

Reliability of remote access connections is a potential 

issue. Timeliness of gathering data manually is a 

potential issue when contacting a number of sites. 

Equipment 

Cost 

 

 

Advantages 

 

 

 

Disadvantages 

 

Costs incurred through increased mobile phone or 

remote access usage. 

 

If required staff can utilise their own equipment 

immediately or access information from equipment in 

other offices. 

 

Availability of equipment in other offices. 

6. Anticipatory Preparations Completed 

Staff Training 

 

Information staff have been trained in the use 

of the systems in place. 

 

Agree IT support should 

issues arise 

Service Level Agreement in place with the 

Business Service Organisation to include IT 

support 
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Contact lists for collation of 

information on a manual 

basis 

The information department has developed a 

contact list, to include e-mail and phone 

numbers, of key contacts in each Trust / 

Hospital site for collation of information on a 

manual basis.  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

Resolution of the incident and return to normal operations 

 

8. Contact Details and Deputies 

Name Contact Details 

1. Stephen McDowell 02890 321313 Ext 3539, 

07870563064 

2. Cathy Gillan 02890 321313 Ext 3517, 

07837269015 
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Social Care and Children  

 
1. Priority Service 

 

9. Directorate Responsible & Purpose of the function  

 

Directorate for Social care & Children 

 

Respond to a direction from the Court 

 

1.2 Description of the function by location : 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Linenhall 

Street 

Director of 

Social Care & 

Children 

4 WTE  

e-Mail 

Blackberry 

Network 

On demand  

Only arises 

occasionally 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

 

< 12 hours, Courts will not wait 

 

Unlikely to occur out of hours or 

weekends, courts not in session. 

 

Out of Hours team would be 

contacted in exceptional 

circumstances 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

 

Suitably experienced senior staff from 

Social care and Legal Directorate 

 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

 

Telephone services e-Mail 

 

Board appointed court officers could 

make verbal request directly if no 

communication systems available 

2.4 What is the impact of non delivery 

of the service/product? 

The HSCB could be held to be in 

contempt of court.  
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Vulnerable Child or Adult may not be 

safeguarded. 

Possible damage to reputation of 

HSCB 

2.5 What is the minimum acceptable 

level of service? 

Determined by the Court 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

 

< 12 hours as this may concern the 

placement or detention of a 

vulnerable adult or child. 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 
People and Skills Director, Assistant Director or 

nominated Senior Staff. 

Legal advisors. 

Possibly Media advisors 

Premises  

Technology IT system, email, phone 

Information Access to relevant legislation 

Equipment Phone 

Supplies  

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Lack of senior staff due to illness or 

absenteeism. 

Loss of premises 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

 

- 

4.3 Could this interruption occur 

again? 

- 

4.4 What has nearly caused an 

interruption – near misses? 

- 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO) 

  

Staff have all received Emergency Preparedness training and consideration 

has been made on the possible impacts of out of hours availability on staff in 

terms of dependents, disability and religious and cultural implications. 
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Executive Director of Social Work in the Trust would be nominated to act on 

behalf of the HSCB, or an alternative Trust Executive Director if the court 

action was questioning the actions of a particular Trust. 

 

 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

People 

Premises 

Technology 

Equipment 

Supplies 

5.3 For each strategy, identify 

Costs  

Advantages  

Disadvantages Relies on the availability of electronic 

communication including phones. 

6. Anticipatory Preparations  

Has the strategy already 

been 

implemented/operational? 

NO 

  

  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

 

Normal arrangements would resume, and the actions recorded when systems 

were available 

 

8. Contact Details and Deputies to be completed 

Name Contact Details 

1Fionnuala McAndrew 

Director of Social Care & Children 

Direct line 90553964 

Blackberry   07841101572 

2 Tony Rodgers 

Assistant Director 

Direct line  37414611 

Blackberry   07500946312 

3 Kevin Kennan 

Assistant Director 

Direct line 25311209 

Blackberry  07970457350 

Aidan Murray 

Assistant Director 

Direct line  90553966 

Blackberry 07789933862 
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Priority Service 

 

10.  Directorate Responsible & Purpose of the function  

 

Directorate for Social care & Children 

 

Respond to a Trust’s request to derogate from a delegated statutory function. 

 

1.2 Description of the function by location : 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Linenhall 

Street 

Director of 

Social Care & 

Children and 

Assistant 

Directors 

4 WTE  

e.Mail 

Blackberry 

Network 

 

< 12 times 

per anum 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

 

<24 Hrs providing arrangements at 

5.1 are in place. 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

 

Suitably experienced senior staff 

available to understand and grant 

approval 

 

Poor or unsupported decision making 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

 

Telephone services 

Request being received from Trust by 

e-mail or Phone 

2.4 What is the impact of non delivery 

of the service/product? 

 

Breach of statutory duty, which is 

unsupported by HSCB. 

Loss of public confidence 

2.5 What is the minimum acceptable 

level of service? 

 

Mobile phone communication 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

 

1 Day  
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3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Staff with detailed knowledge of DSF 

to advise or substitute for Director 

Premises Any that can access shared server 

Technology IT system, email, phone 

Information Access to approved scheme and 

relevant legislation 

Equipment Phone 

Supplies  

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Lack of senior staff due to illness or 

absenteeism. 

Loss of premises 

Loss of communication systems 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

 

- 

4.3 Could this interruption occur 

again? 

- 

4.4 What has nearly caused an 

interruption – near misses? 

- 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

Staff have all received Emergency Preparedness training and consideration 

has been made on the possible impacts of out of hours availability on staff in 

terms of dependents, disability and religious and cultural implications. 

 

Executive Director of Social Work in the Trust would ensure Trust Chief 

Executive was informed and then seek retrospective endorsement from HSCB 

 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

People :      Director, or nominated deputy can be contacted out of hours. 

Premises     Not essential 

Technology     Phone, Blackberry or e-Mail 

Equipment   - 
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Supplies   - 

5.3 For each strategy, identify; To be completed for each strategy to enable 

strategy selection and then implementation 

Costs  

Advantages  

Disadvantages Relies on the availability of electronic 

communication including phones 

6. Anticipatory Preparations Completed– include information on who is 

taking these forward, when actioned 

Has the strategy already 

been 

implemented/operational? 

 

  

  

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working to be completed 

 

 

 

8. Contact Details and Deputies to be completed 

Name Contact Details 

Fionnuala McAndrew 

Director of Social Care & Children 

Direct line 90553964 

Blackberry   07841101572 

 Tony Rodgers 

Assistant Director 

Direct line  37414611 

Blackberry   07500946312 

 Kevin Kennan 

Assistant Director 

Direct line 25311209 

Blackberry  07970457350 

Aidan Murray 

Assistant Director 

Direct line  90553966 

Blackberry 07789933862 
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Commissioning  

 

Priority Service 
 

11. Directorate Responsible & Purpose of the function  

 

Commissioning (Regional Services) 

1.2 Description of the function by location : 

 

Patient travel arrangements, bookings, payments and reimbursements 

 

Linenhall Street (Board HQ) provides this service for patients referred by 

Trusts in the Belfast, South Eastern and Southern areas.  Western patient 

travel is arranged by Western Trust. Northern service is provided by the 

Northern Trust and Board HQ depending on process. 

 

I. Bookings – East and South (Board HQ) 
II. Travel claims – East, South and North (Board HQ) 

III. Re-imbursement of accommodation costs, travel, taxi food etc. - East, 
South and North (Board HQ) 

IV. Payments to travel agent - East, South and North (Board HQ) 
 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Linenhall St Helen 

Johnston 

3x WTE 

(including 2 

temporary 

staff) 

Excel, word, 

database 

Up to 

150/week. 

 

(audit shows 

2184/4 

months) 

W & N Trusts Trust staff Trust staff   

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

3 days for payments but  

1 day for patient travel arrangements. 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Communication /ICT infrastructure. 

 

Consultant Out Area Form must be 

approved by Board and ECR 

approved by Panel to allow referral to 

provider and process arrangements 

and payments. 
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BSO finance dept must re-imburse 

patient. 

 

BSO finance dept must make 

payment to travel agent on monthly 

basis 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Travel Operator/agent 

Trust consultant / Trust staff contact 

Patient contact  

2.4 What is the impact of non delivery 

of the service/product? 

Patient does not travel and does not 

receive treatment. 

 

Reimbursements are not made to 

patient resulting in financial hardship 

 

Travel Agency not paid resulting in 

breach of contract, cessation of travel 

and patient not receiving treatment . 

2.5 What is the minimum acceptable 

level of service? 

Travel bookings for patient’s 

treatment. 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

Next day 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Knowledge of process, booking 

arrangements, telephone skills, PC, 

Fax 

 

>section to devise hand-over check-

sheet< 

 

Premises Office. Consideration should be given 

to the suitability of temporary 

premises for staff with disabilities or 

dependents. 

Technology PC, software packages, internet 

connections 

Information Patient info, completed Out of Area 
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Form (OAF), travel docs, consultant 

details, patient specific needs eg 

oxygen, wheelchair, medication etc 

Equipment PC, Fax, Phone 

Supplies Stationery 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Power failure, sickness/absenteeism, 

access to building restricted/not 

possible, major incident inside 

building or nearby, 

ICT/Communication network 

unavailable. 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

Short term (ie  one working day) 

Power failure, sickness absenteeism, 

access to building restricted/not 

possible, major incident.   

 

Longer term (week or two)- Increased 

pressure on service due to external 

changes in environment ie volcanic 

ash cloud. 

4.3 Could this interruption occur 

again? 

Yes 

4.4 What has nearly caused an 

interruption – near misses? 

As per 4.2  

Power failure, 3rd party dispute (travel 

agent) 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

In the first instance this service can be provided by the patient’s referring 

Trust until The Board continuity plan is in place. 

 

Board service team member will contact Trusts staff to advise that Trust must 

make patient travel arrangements until further notice. 

 

Board strategy is as follows. 

 

People and skills.  Draft in other Board employees or agency staff.  Process 

could be co-ordinated by Trust staff if necessary. 
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Premises.  Use other BSO/PHA premises in Franklin  St. or Ormeau Avenue. 

Home working could be arranged. Consideration should be given to staff with 

a disability as to the suitability of the temporary premises. 

Technology.  IT backup files in Centre House can be accessed at any HSC 

terminal. Email in-boxes can be accessed by other section staff and in 

blackberry’s. 

Equipment. PC/laptop borrowed. No specific software other than 

email/word/excel/access. 

Hard copy information. Trust original details from fax/paper and email. 

Supplies. Stationery. Adequate stocks short term in HQ 

 

 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

(as above in 5.1) 

People.  

Premises 

Technology 

Equipment 

Supplies 

5.3 For each strategy, identify; 

People and skills.  Draft in 

other Board employees or 

agency staff.  Process could 

be co-ordinated by Trust staff 

if necessary. 

 

Advantage: prompt response 

Disadvantage: skills upgrading will take time 

especially for agency staff. 

Cost; none 

Premises.  Use other 

BSO/PHA premises in 

Franklin St. or Ormeau 

Avenue. Home working could 

be arranged 

Advantage; IT connection established 

Disadvantage; dependent on ability to 

displace staff in another directorate 

Cost; none 

Technology.  IT backup files 

in Centre House can be 

accessed at any HSC 

terminal. Email in-boxes can 

be accessed by other section 

staff and in blackberry’s 

Advantage; Internal BSO contract to provide 

change of service at short notice 

Disadvantage; may have low priority in 

emergency situation 

Cost; none 

Equipment. PC/laptop 

borrowed. No specific 

software other than 

email/word/excel/access. 

 

Advantage: ready supply of unused PCs 

Disadvantages; dependent on prioritisation of 

need within overall continuity plan. 

Cost; none 
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Hard copy information. 

Trust original details from 

fax/paper and email. 

 

Advantage: hardcopy held offsite 

Disadvantage: hardcopy held off site 

Cost: none 

Supplies. Stationery. 

Adequate stocks short term in 

HQ 

 

 

 

6. Anticipatory Preparations Completed 

Recruitment Agency 

contracts in place 

yes 

Shared email accounts in 

place 

yes 

Change of Premises yes 

BSO contract in place for ICT 

service and hardware 

yes 

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

Assessment of causes and progress towards rectifying situation. 

 

 

8. Contact Details and Deputies 

Name Contact Details 

1  Helen Johnston 028 90321313 

2 Joanna Poole (temp)  

3 Claire Nesbitt (Band 3)  

4 temp to cover maternity leave (Jan 12)  
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Corporate Services 

 
Priority Service 

Early Alerts (complements the Serious Adverse Incident) mechanism 

12.. Directorate Responsible & Purpose of the function  

Corporate Services Directorate – Provide an effective system for the receipt and 

onward referral of Early Alerts of events/incidents in any commissioned service, to 

the relevant lead officers within HSCB & PHA. 

 

1.2 Description of the function by location : 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems used Volumetrics 

CX Office 

HSCB 

Headquarters 

Corporate 

Business 

Manager 

8a 

1 Band 5 

4 Band 4 

1 Band 2 

 

• Microsoft 
Outlook 

Volume and 

receipt varies 

but the 

system must 

be checked 

throughout 

the working 

day 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

One working day – HSC organisations are 

required to notify DHSSPS within 48 hours 

of any event or incident which has 

occurred within the services provided or 

commissioned. The Early Alert reporting 

system does not replace existing channels 

of communication between HSC 

organisations and DHSSPS/Minister. The 

established communications protocol 

between DHSSPS and HSC organises 

emphasises the principle of “no surprises”:   

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

• Access to HSC Board 
Headquarters, Linenhall Street 

• HSCB Staff 

• ICT systems 

• Telephony system 
Impact: Failure to comply with 

requirements of Circular HSC (SQSD) 

10/2010 (as noted at 2.1) The criteria for 

Early Alerts include: contacting 
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patients/clients about possible harm; 

regional media interest; police involvement 

in investigation; events involving children 

and; suspension of staff or breach of 

statutory duty.  The Early Alert system 

Whilst the majority of early alerts noted 

under the above criteria are subsequently 

investigated within the Serious Adverse 

Incidents process, if an Early Alert could 

not be acted upon it would impact on the 

credibility of the HSC Board in failing to 

comply with the “no surprises” principle 

and responding to any media inquiry 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

• HSC Staff (reporting organisation) 

• ICT systems 

• Electricity Supply 

• Telephony system 
Impact: Failure to comply with 

requirements of Circular HSC (SQSD) 

10/2010 (as noted at 2.1) 

Examples would be useful 

As noted under 2.3 

2.4 What is the impact of non delivery 

of the service/product? 

• Inability to properly inform  
     relevant HSC Board & Public Health 

Agency Senior Officers; 

• Inability to deal with media inquiry; 

• Potential risk to Patient Safety; 

• Reputation of HSC Board and 
Public Health Agency; 

• inability to comply with requirements 
of Circular HSC (SQSD) 10/2010 
(as noted at 2.1) 

2.5 What is the minimum acceptable 

level of service? 

One check within a 48 hour period 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

Within 1 hour 

 

 

 

 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills Corporate Services staff, CX’s Office; IT 

competencies; access to early alerts e-mail 
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inbox 

Premises Chief Executive’s Office, HSCB 

Headquarters, Linenhall Street, Belfast 

Technology Microsoft Outlook; Telephone system 

Information Circular HSC (SQSD) 10/2010 

HSC Board Internal protocol for 

dissemination of incident details to Senior 

Officers in HSC Board and Public Health 

Agency 

Equipment PC, telephone, blackberry, fax 

Supplies  

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

• Staff unable to attend for work  - 
Inclement weather/absenteeism 

• Industrial action by staff 

• Disruption to electricity supply 

• Failure of telephone system 

• Failure of IT system 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

There has not been, to date, an 

interruption to the delivery of the service 

beyond 12 hours: in that instance, a few 

staff could not access the in-box because 

of the migration of IT systems (August 

2011) 

4.3 Could this interruption occur 

again? 

Yes, if a similar IT exercise was to be 

undertaken 

4.4 What has nearly caused an 

interruption – near misses? 

See 4.2. 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. For 

each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with long 

Recovery Time Objective (RTO)  

 

As long as HSC e-mail is accessible, access can be given to Corporate Services 

Managers in the other 3 offices.  

 

What is the strategy if it is not available? 

 

Circular 10/2010 notes that “ the reporting HSC organisation …communicates with 

a senior member of staff in …HSC Board..”: the process should be an initial 

telephone call followed by a proforma, however in practice it has been a proforma 

rather than a telephone call. 
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If e-mail was not accessible, the blackberry/mobile telephone numbers of HSCB 

Corporate Business Managers will be provided to the Governance Officer in each 

HSC Trust. No telephone call/proforma has been received, to date, from any other 

HSC organisation. The HSCB Corporate Business Managers will have the 

mobile/contact numbers for HSCB Senior Management Team, Governance 

Manager, Communications Manager, PHA Chief Executive, PHA  Director of Public 

Health and PHA Director of Nursing and Allied Health Professions in order to 

ensure that the incident is communicated immediately. 

 

5.2 Strategy must support the continued delivery of products and services within 

their MTPD and must cover; 

 

People : Corporate Business Managers in HSC Board Northern, Southern and 

Western Offices to be given access to Early Alerts in-box.  

 

Premises:  Use HSC Board Local Offices – Armagh, Ballymena and L’derry. 

 

Technology: Corporate Business Managers to be given Secure Remote Access. 

Software: email/Microsoft word/Access 

 

Equipment: laptop and blackberries 

 

Supplies 

5.3 For each strategy, identify; to be completed for additional strategies 

Costs 2 blackberries – laptop in local office could be 

utilised. 

Advantages Prompt response, compliance with Circular HSC 

(SQSD) 10/2010 

Disadvantages None 

6. Anticipatory Preparations Completed to be completed 

 Purchase of 2 blackberries 

 Circulation of e-mail addresses for HSCB Senior 

Management Team, Goverance Manager, 

Communications Manager, PHA Chief Executive, 

PHA Director of Public Health and PHA Director of 

Nursing and Allied Health Professions 

 e-mail contact details of HSCB Corporate Business 

Managers to be provided to Governance leads in 

HSC Trusts 

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 
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Restoration of ICT, Telephony, Utility and staffing arrangements. 

 

8. Contact Details and Deputies 

Name Contact Details 

Patricia Crossan, 

   HSCB Corporate Business Mgr  

   HSCB Eastern Office 

   12/22 Linenhall Street 

   Belfast BT2 8BS 

 

 

028 90 321313 (Tel) 

077664 77405 (B’berry) 

Patricia.crossan@hscni.net (e-mail) 

Mairin McCann 

     Chief Executive’s Office 

     HSCB Eastern Office 

     12/22 Linenhall Street 

     Belfast BT2 8BS 

028 90 553738 (Tel) 

 

Mairin.mccann@hscni.net (e-mail) 

 

Neville Strong 
     Corporate Business 

     12/22 Linenhall Street 

     Belfast BT2 8BS 

 

02890 553730 (Tel) 

 

 

Neville.strong@hscni.net (e-mail) 

Caroline Lynn 
Corporate Business 

12/22 Linenhall Street 

Belfast BT2 8BS 

02890 553730 

 

 

Caroline.Lynn@hscni.net (e-mail) 

Nicola Henderson 
Chief Executive’s Office 

12/22 Linenhall Street 

Belfast BT2 8BS 

02890 553738 (tel) 

 

 

Nicola.Henderson@hscni.net (e-mail) 

Maureen Hamilton 
Corporate Business 

12/22 Linenhall Street 

Belfast BT2 8BS 

 

02890 553730 (tel) 

 

 

Maureen.Hamilton@hscni.net (e-mail) 

Helena Doherty 

Corporate Business Manager 

HSCB Western Office 

Gransha Park House 

15 Clooney Road 

Londonderry  BT47 6FN 

028 71 860086 (Tel) 

07786602601 (Mobile) 

Helena.doherty@hscni.net (e-mail) 

Carol Reynolds 

Corporate Business Manager 

HSCB Northern Office 

028 25 880633 (Tel) 

07523166779 (Mobile) 

Carol.reynolds@hscni.net (e-mail) 
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County Hall 

180 Galgorm Road 

Ballymena 

Co Antrim  BT42 1QE 

Shirley McReynolds 

Corporate Business Manager 

HSCB Southern Office 

Tower Hill 

Armagh 

BT67 9DR 

028 37 414561 (Tel) 

07792944431 (Mobile) 

Shirley.mcreynolds@hscni.net (e-mail) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Priority Service 

 

13. Directorate Responsible & Purpose of the function  

 

Corporate Services Directorate – Media management Service.  

Providing appropriate and agreed responses to media enquiries within tight 

time deadlines.  
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1.2 Description of the function by location : 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Eastern 

Northern 

Southern 

Western 

Offices 

Head of 

Communications  

8C (full 

time) 

Microsoft 

Outlook 

 

Microsoft 

Office 

 

Serengiti 

(web content 

management 

– Migrating to 

Open Text in 

the near 

future) 

1-7 media 

enquiries per 

day (these 

vary with 

regards to 

the level of 

work 

required). 

     

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum Tolerable 

Period of Disruption  

1 working day 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if this 

dependency is unavailable? 

Public Relations staff 

IT systems (as detailed under 1.2) 

Telephone system 

Access to electronic files 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if this 

dependency is unavailable? 

IT systems  

Telephone system 

So long as HSC email is accessible 

a limited media management 

function can be implemented via any 

one of the four offices. 

2.4 What is the impact of non delivery 

of the service/product? 

Damage to the HSCB reputation and 

credibility created through negative 

media coverage.   

2.5 What is the minimum acceptable 

level of service? 

PR staff can carry out duties via fax 

or personal mobiles during normal 

working hours and via out of hours 

arrangements after 5.00pm.  

2.6 How quickly would you like the ½ day due to potential for negative 
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service/product to be delivered after an 

interruption?  

impact on the HSCB reputation and 

credibility. 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills HSCB has PR staff based in 4 local 

offices with media management 

skills and experience which can be 

utilised. 

Premises PR function can be implemented in 

any of the local offices. 

Technology PR staff carry blackberrys which can 

be used in the event of a power loss 

as long as HSC emails can be 

accessed.   In the event of HSC 

emails being affected then personal 

mobiles can be utilised. 

Information Media and senior management 

contact details are held by PR staff 

in the event of IT systems being 

down. 

Equipment PR staff have blackberrys. 

Supplies Local offices equipped with 

stationery. 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption to 

the activities that make up this service? 

Failure of IT systems, telephone 

systems, personal home computers. 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

Failure of IT system in Linenhall 

Street; telephone system at County 

Hall, Ballymena. 

4.3 Could this interruption occur again? Yes 

4.4 What has nearly caused an 

interruption – near misses? 

(See 4.1) 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

People 

 

• PR staff can carry out a media management service via fax or personal 
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mobiles both during normal working hours and personal mobile and 
personal computer both during the working day (9.00am – 5.00pm) and 
out of hours arrangements after 5.00pm. 

 

Premises 

 

• Media Management function can be implemented in any of the local 
offices in the event of a localised incident.  Offices and PR staff have 
offices in Belfast, Ballymena, Armagh and Londonderry. 

 

Technology 

 

• PR staff carry personal mobiles which can be utilised plus fax 
machines during the working day. 

 

• PR staff carry Out of Hours contact details (personal mobile and home 
contact details) for senior HSCB staff. 

 

• PR staff carry media contact details as part of Out of Hours 
arrangements. 

 

• Access to hard copies of media responses if IT system is down. 
 

Equipment 

 

• As above – PR staff have personal mobiles and personal home 
computers as well as office fax facilities. 

 

Supplies 

 

• Office supplies – access to office supplies/stationery in other HSCB 
locations. 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

People 

Premises 

Technology 

Equipment 

Supplies 

5.3 For each strategy, identify; 

People 

Cost 

 

 

Advantage 

 

PR staff my have to travel to another location incurring 

additional financial and time costs. 

 

The HSCB has a number of PR staff to provide support. 
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Disadvantage 

 

 

 

 

Premises 

Cost 

 

Advantage 

 

 

Disadvantage 

 

 

 

 

Technology 

Cost 

 

Advantage 

 

 

Disadvantage 

 

 

Equipment 

Cost 

 

 

Advantage 

 

 

Disadvantage 

 

 

Supplies 

Cost 

 

 

Advantage 

 

Disadvantage 

 

Time incurred if a PR member has to travel to another 

location. 

This may have an equality impact on those staff with 

dependants - potential mitigation may include remote 

working. 

 

None – other office premises and facilities in place. 

 

A member of the PR staff may already be working at a 

specific location and be familiar with the office. 

 

PR staff may have to travel to another location.   

This may have an equality impact on those staff with 

dependants – potential mitigation may include remote 

working. 

 

 

Use of personal mobile and home computer equipment. 

 

PR staff have own personal mobiles and IT equipment 

which can be used as a short term interim arrangement, 

 

PR personal mobile numbers and email addresses are not 

as secure. 

 

 

Costs incurred through use of personal mobiles – potential 

mitigation may include reimbursement of personal costs 

incurred. 

If required, PR staff can start using their own equipment 

immediately.   

 

PR personal mobile numbers and email addresses are not 

as secure. 

 

 

Any additional costs incurred should be minimum and can 

be easily replaced. 

  

Well equipped office facilities already in place. 

 

PR staff from other areas may be unfamiliar with other 
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office layouts and location of supplies/stationery. 

6. Anticipatory 

Preparations 

 

Hard copies of 

media 

statements to be 

printed off and 

held in filing 

cabinet in Belfast 

Office. 

Anne Ward to coordinate and update on an ongoing basis. 

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

Once normal working arrangements have been restored, business continuity 

arrangements can be easily stood down. 

8. Contact Details and Deputies 

Name Contact Details 

Philip Moore 

Head of Communications 

028 9055 3626 (work Belfast) 

0777 5435633 (blackberry) 

Ivan Maginnis  028 9055 3740 (work Belfast) 

077 7429 5407 (blackberry) 

Elizabeth Owen 028 2531 1016 (work Ballymena) 

028 9055 3626 (work Belfast) 

077 9294 7726 (blackberry) 

Nataleen Surgenor 028 2531 1014 (work Ballymena) 

028 9055 3626 (work Belfast) 

077 1064 0233 (blackberry) 

Sally Kelly 028 7186 0086 (work Derry) 

075 9035 3458 (blackberry) 

Shirlie Murtagh 028 3741 4531 (work Armagh) 

077 9294 7733 (blackberry) 

 

 

 

 

 

 

Priority Service 

 

14. Directorate Responsible & Purpose of the function  

 

HSCB Corporate Services – Governance Section: Provide an effective 

system for the receipt and onward communication of SAI notifications to 

relevant lead officers within HSCB and PHA 
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1.2 Description of the function by location : 

 

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

Governance 

– Northern 

and Southern 

Offices 

Governance 

Manager 

1.0 Band 8A Outlook Web 

Datix 

Database 

Outlook 

Approx 4-5 

per week 

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum 

Tolerable Period of Disruption  

 

24 Hours 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Dependencies - IT systems as 

detailed in 1.2 above 

Access to electronic files 

 

Impacts - Communication of SAI’s to 

relevant lead officers interrupted or 

delayed, which could result in a delay 

in assessing the impact of a SAI or a 

delay in taking immediate action.  

 

SAI’s not recorded/managed on 

regional database 

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

Dependencies - IT systems as 

detailed in 1.2  

 

Impacts - Communication of SAI’s to 

HSCB and lead officers interrupted or 

delayed, which could result in a delay 

in assessing the impact of a SAI or a 

delay in taking immediate action. 

2.4 What is the impact of non delivery 

of the service/product? 

Communication of SAI’s to HSCB and 

lead officers interrupted or delayed, 

which could result in a delay in 

assessing the impact of a SAI or a 

delay in taking immediate action. 

SAI’s not recorded/managed on 

regional database 

2.5 What is the minimum acceptable 

level of service? 

IT systems detailed above are 

accessible in one of the governance 

offices (North or South) 
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2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

 

12 Hours 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 
People and Skills Governance staff are based in local 

offices (North and South) 

Premises Access to local offices, power and 

utilities. 

SAI function can be implemented in 

any of the local offices or remotely 

using VPN Secure Client. 

Technology Access to IT systems as detailed in 

1.2  

Laptops - Senior Governance staff 

have laptops and can work remotely 

using VPN Secure Client providing 

HSC mail can be accessed. 

Blackberry’s - Senior Governance 

staff have blackberry’s which can be 

used in the event of power loss 

providing HSC mail can be accessed. 

Personal Mobile – Governance 

Manager can utilise personal mobile 

in event telecoms failure. 

 

Information Contact details including OOH for 

HSCB/PHA senior staff in event of 

IT/Telecoms systems being down. 

Equipment IT workstations, telecommunications 

Supplies N/A 

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

Power Failure/ interruption 

ICT systems failure/interruption 

Staff unable to access local offices 

 

4.2 What has previously caused an 

interruption to the delivery of this 

service? 

Power Failure 

IT interruption during server 

changeover 

 

4.3 Could this interruption occur  
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again? YES 

4.4 What has nearly caused an 

interruption – near misses? 

Severe weather conditions where 

staff have been unable to get to work 

location 

 

5. Strategy Selection (s5) 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

People and Skills – if failure is localised manage through one of other 

offices, taking into consideration any impact on staff particularly for those staff 

with disabilities or dependents. 

 

Premises – if failure is localised manage through one of other offices or 

Senior Governance Staff can work remotely using VPN secure Client 

providing HSC mail can be accessed. Further consideration should also be 

given to Equality impacts on all staff in particular taking into account issues for 

those staff with disabilities and dependents.  

  

Technology/ Equipment – if failure is localised manage through one of other 

offices or if failure / interruption is widespread SAI notification will be by 

telephone to Governance Leads during normal working hours and out of 

hours arrangements will apply outside these times. 

 

Information – Governance Manager to have access to contact details 

including OOH for senior staff. 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

People 

Premises 

Technology 

Equipment 

Supplies 

 

5.3 For each strategy, identify; 

Costs People - Travel time and associated costs for 

staff required to work from other location 

Premises – None 

Technology/Equipment – Use of personal 

mobile 

Information - None 
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Advantages People – HSCB has a number of Governance 

staff to provide support 

Premises – SAI function can be implemented 

in any of the local offices or remotely using 

VPN Secure Client. 

Technology/Equipment – SAI function can be 

implemented in any of the local offices or 

remotely using VPN Secure Client or by 

telecommunication. 

Information - None 

Disadvantages People – Time incurred to travel to other 

location 

Premises – None 

Technology/Equipment – Regional database 

not maintained and additional resource will be 

required to populate following failure/ 

interruption 

Information - None 

6. Anticipatory Preparations Completed 

Staff awareness Governance staff to be apprised of business 

continuity arrangements in event of an 

interruption.  

Action: A Madill 

Contact details for senior staff Consideration to be given as to how up- to- 

date contact details (including OOH) for 

senior staff are to be accessed in event of IT 

systems being down.  Governance Manager 

to liaise with PPI/Customer Services Manager 

to agree. 

Action: A Madill 

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

 

Stand down business continuity arrangements when interruption / failure has 

been restored to normal working arrangements. 

 

8. Contact Details and Deputies 

Name Contact Details 

Ms Anne Madill 

Governance Manager 

Work:   028 3741 4591 

Home:  028 3887 0789 

Mobile: 077 9323 8376 

Mrs Jacqui Burns 

Assistant Governance Manager 

Work:   028 2531 1101 

Mobile: 077 1088 2546 
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Priority Service 

Provision of Utilities including Accommodation  

15. Directorate Responsible & Purpose of the function  

Corporate Services Directorate – Loss of essential supplies of: power to all 

electrical systems, including ICT, Heat and Light; Fire Alarm Systems, 

telephony services, including telephones, computers, fax machines, video and 

teleconferencing facilities and; water and oil to HSC Board Headquarters, 
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12/22 Linenhall Street Belfast.. The HSC Board Headquarters also includes 

the Headquarters of the Public Health Agency, the Finance and Legal 

Services Directorates of the Business Services Organisation and a Breast 

Screening Unit, which is a Belfast HSC Trust facility. An assurance has been 

obtained from Belfast HSC Trust in respect of its Business Continuity Plan for 

the service. The Public Health Agency and Business Services 

Organisation are currently revising their continuity plans for services 

delivered from HSCB Premises. These will be provided to HSC Board in 

due course.  

1.2 Description of the function by location :  

Location Person 

responsible 

WTE by 

grade 

IT Systems 

used 

Volumetrics 

HSCB 

Headquarters 

12/22 

Linenhall St, 

Belfast 

Colm 

McAtamney 

Facilities Mgr 

1.0wte (Band 

6) 

ATC System 

(control of 

heating) 

N/A 

2. Business Impact Analysis 

2.1 Acceptable Loss Period (days) 

before the loss of the function 

becomes critical – Maximum Tolerable 

Period of Disruption  

1 hour for electricity; 

1 hour for water 

4 hours telephony service 

(switchboards) and 

4 hours oil 

 

As HSCB Offices are closed at 

weekends, and Out of Hours work is 

exceptional, it is hard to determine 

what the acceptable loss period 

would be. 

 

In the event of an electricity outage 

in Linenhall Street: 

 

• Emergency lighting to provide 
egress from the building will 
come on automatically, 
powered via a battery, and 
lasts for approximately 3 
hours 

• A battery back-up for Fire 
Alarm system will kick in 
although it only lasts for 7 
hours: After that time, a 
signal depicting a systems 
failure is automatically sent to 
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ADT (Alarm Response 
Company). ADT contacts 
Securitas (Security company) 
to access Linenhall St 
building.  

• Another battery back-up in 
the PABX phone room, lasts 
approximately 8 hours: this 
will, however, ensure that 
Direct Dialling Lines are 
operational for this period of 
time.. However, if the outage 
occurs on a Saturday there 
will be no supply to the PABX 
room after 8 hours and this 
will only be rectified upon the 
opening of the building on 
Monday morning. 

• Comms room in Linenhall 
Street is the gateway to the 
the link to the Regional Data 
Centre in RGH and BCH. In 
the event of an electricity 
outage internal systems will 
fail 

 

In the event of a break in the water 

supply: 

 

• The water tanks will be able 
to continue to supply hot 
water to Linenhall Street for 
12 hours. However, as the 
toilet cisterns and urinals are 
fed from the mains supply, 
this could raise a hygiene 
issue and it could become 
critical within a very short 
period of time 

 

In the event of a breakdown in the 

heating system: 

 

• If a breakdown occurs during 
the working week, 
temperature will be 
maintained for approximately 
3 – 4 hours. Heating does not 
come on over the weekend. If 
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the heating fails upon 
opening of the building on 
Monday morning, the 
temperature will be monitored 
especially if this drops below 
16 degrees (as per Approved 
Code of Practice and in line 
with Regulation 7 of the 
Workplace, Health Safety 
Regs), it would be 
reasonable to send staff 
home after 4 hours if the 
temperature continues to 
drop. 

 

There has not been any consultation 

within each office to ensure that this 

meets users needs. This will be 

raised at the Eastern Premises 

Committee meeting which is 

attended by representatives from the 

HSC Board, Public Health Agency 

and Business Services Organisation. 

 

2.2 What are the internal 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

• HSCB Staff  (travel conditions 
and impact of power loss in 
the wider community 
infrastructure) 

 

Impact: 

  

• Disruption to the business of 4 
HSC Organisations 

• Escalation to a Serious 
Adverse Incident 

• Credibility of 4 HSC 
Organisations. 

  

2.3 What are the external 

dependencies which are required to 

deliver the service/product? – What is 

the impact on the service/product if 

this dependency is unavailable? 

• External Temperatures 

• Securitas (Opening & 
Securing of HSC Board 
Eastern Office, L’hall St) 

• ADT Fire Security (L’hall St) 

• Power Supplier: Power NI 

• Suppliers of Telephony 
Services (BT, Cable & 
Wireless, Siemens) 



 142 

• NI Water Service  

• ICT systems 

• Belfast HSC Trust (Estates 
Services) on-call engineers 

• ATC Engineers (Heating 
engineers) 

 

Impact:  

 

• Inability of HSC Board 
Eastern Office to function  

 

2.4 What is the impact of non delivery 

of the service/product? 

• Inability to commission HSC 
Services on behalf of the NI 
population; 

• Impact on patients: Patient 
Bowel Screening Helpline, 
Complaints Helpline, Breast 
Screening; 

• Inability to deal with media 
inquiries; 

• Inability to interact with 
DHSSPS, HSC Trusts 

• Inability to deal with NI Court 
Service instructions; 

• Reputation of HSC Board, 
Public Health Agency and 
Business Services 
Organisation; (Belfast Trust – 
Breast Screening) 

• Inability to comply with 
requirements of Circular HSC 
(SQSD) 10/2010 (Early Alerts) 

 

2.5 What is the minimum acceptable 

level of service? 

• Patient Bowel Screening 
Helpline, Breast Screening 

• Response to NI Court Service 
instructions 

• Maintenance of contact with 
DHSSPS, HSC Trusts 

 

 

2.6 How quickly would you like the 

service/product to be delivered after 

an interruption?  

Immediately after systems check has 

declared all utilities functional. The 

Facilities Manager will undertake the 

following checks in Linenhall Street, 

which will take no more than 1 hour 
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to perform: 

 

• Safety testing of electricity 
supply 

• Test ICT systems are 
operational 

• Test fire alarm, PA systems, 
intruder alarm and CCTV 

• Check/reset heating system 

• Check lifts 

• Check water system 

3. Continuity Requirements Analysis (s3) 

    For each KEY SERVICE/PRODUCT provide the following information; 

• The resources required to deliver each key service: 

People and Skills • Facilities Manager 

• Corporate Business Manager 

• Belfast HSC Trust Estates 
On-call Engineers (Service 
Level Agreements) 

• BT Engineers 

• Cable & Wireless Engineers 

• Siemens Engineers 

• NI Water engineers 

• ICT staff (Business Services 
Organisation) 

• ADT Fire Security  

• Securitas guards 

• ATC Heating Engineers 
 

Premises HSCB Headquarters, Linenhall 

Street, Belfast 

 

Technology ATC System, ICT System, 

Telephony systems  

Information  

Equipment PC, telephone, blackberries 

Supplies  

4. Risk Assessment (s4) 

    For each KEY SERVICE/PRODUCT list the following; 

4.1 What could cause an interruption 

to the activities that make up this 

service? 

• Inclement weather – staff 
unable to attend for work 

• Industrial action by staff 

• Disruption to utility supply 

• Failure of telephone system 

• Failure of ICT system 

4.2 What has previously caused an Failure of electrical supply in 
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interruption to the delivery of this 

service? 

Linenhall Street which, in turn, led to 

a failure of the Telephony Service. 

The business of HSC Organisations 

was badly disrupted as a result of 

this 

4.3 Could this interruption occur 

again? 

Yes, although contingency plans 

have been discussed with suppliers 

of telephony services – Siemens, 

BT, Cable and Wireless. The matter 

of a sole supplier of telephony 

services to HSCB will be progressed 

by the Procurement and Logistics 

Service in 2012. In the interim, the 

contingency plans of the 3 suppliers 

to Linenhall Street will be tested. 

4.4 What has nearly caused an 

interruption – near misses? 

 

 

 

 

 

 

As per 4.2. 

5. Strategy Selection (s5) section needs to be completed 

BCM strategy describes what has to be done, not how it has to be done. 

For each KEY SERVICE/PRODUCT list the following; 

5.1 Identify continuity strategies for each product or service (except those with 

long Recovery Time Objective (RTO)  

 

Loss of Telephony Services 

5.2 Strategy must support the continued delivery of products and services 

within their MTPD and must cover; 

 

People    Senior Management Team contacted through blackberries 

(MTPAS); HSC Board issue- blackberries to Eastern Office staff (75);e-mail to 

all staff in HSC Board Eastern Office;  HSC Board staff in HSC Board 

Northern, Southern and Western Offices 

 

Premises HSC Board , Linenhall Street, Belfast  

In Linenhall Street, Belfast a battery back-up in the PABX phone room will last 

for approximately 8 hours: this will, however, ensure that Direct Dialling Lines 

are operational for this period of time. However, if the outage occurs on a 

Saturday there will be no supply to the PABX room after 8 hours and this will 
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only be rectified upon the opening of the building on Monday morning.  

 

If the outage lasts more than 2 days, staff may have to relocate to other HSC 

Board Offices in Armagh, Ballymena and Derry. In such circumstances, there 

would be equality implications for two groups of Section 75 staff: Dependent 

status and; Disability. In respect of the former, the temporary relocation could 

incur additional expenses in respect of childcare or extra care arrangements 

as well as travel costs; in respect of the latter the local office must be DDA 

compliant and appropriate transport would be required to bring the staff 

member to and from the Local Office. These costs should be borne by HSC 

Board and must be factored into contingency arrangements.  

 

Technology : E-mail/Microsoft Office 

 

Equipment PC, Laptop and blackberries 

 

Supplies 

5.3 For each strategy, identify; 

Costs In respect of equipment, nil because there 

are a number of  additional blackberries in 

stock which can be utilised for staff in the 

Eastern Office 

In circumstances where staff are asked to 

relocate, there could be a cost implication in 

respect of childcare or extra care 

arrangements as well as a transport/travel 

claims cost 

Advantages Maintenance of contact, through 

blackberries, with a limited number of HSCB 

Eastern Office staff (75) and through Direct 

Dialling Lines in L’hall Street, albeit for a 

maximum period of 8 hours. Telephone 

contact can also be made directly with 

HSCB Offices in Armagh, Ballymena and 

Derry 

 

Contact can be maintained through e-mail in 

Linenhall Street 

Disadvantages Loss of main switchboards in L’hall Street 

which service HSCB, PHA and BSO 

Not all Eastern Office staff have HSCB issue 

blackberries; not all external contacts (ie., 

those outside the HSC family) have 
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blackberry numbers; HSCB Eastern Office 

staff member can only be contacted if 

blackberry number, or Direct Dial number, is 

widely known. The telephone number for 

other HSCB Offices in Armagh, Ballymena, 

Derry may not be known by contacts or 

public in the Eastern Office geographic area 

6. Anticipatory Preparations Completed 

 Test of Contingency Plans from 3 current 

providers of telephony services;  

HSCB Eastern Office staff to provide e-mail 

address, individual blackberry numbers, 

Direct Dial number,as well as the telephone 

numbers for the HSC Board offices in 

Armagh, Ballymena and Derry to business 

contacts 

HSCB Eastern Office staff can be contacted 

by e-mail 

Advice about loss of telephony service with 

arrangements for alternative ways of 

contacting HSCB Eastern Office can be 

posted on HSCB website  

 

7. Conditions for standing down the business continuity arrangements and 

recovering to normal working 

 

Restoration of Telephony Services. 

 

8. Contact Details and Deputies 

Name Contact Details 

1. Colm McAtamney, Facilities 

Manager 

028 90 553714 (tel)    

07766077326  (B’berry) 

2. Patricia Crossan, Corporate   

Business Manager, HSCB 

Headquarters 

028 90 321313 (Tel) 

077664 77405 (B’berry) 
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1 Role of the Health and Social Care Board 

The role of the Health and Social Care Board (the Board) is broadly contained 
in three functions: 

• To arrange or ‘commission’ a comprehensive range of modern and 
effective health and social services for the 1.8 million people who live in 
Northern Ireland;  

• To work with the health and social care trusts that directly provide services 
to people to ensure that these meet their needs;  

• To deploy and manage its annual funding from the Northern Ireland 
Executive – currently £4 billion – to ensure that all services are safe and 
sustainable. 

2        Purpose 

  2.1 The aim of this policy is to detail the framework for Business Continuity 

Management so that the Board can continue to function through an 

operational interruption. 

  2.2 This document sets out the general principles and processes for the 

development, maintenance and review of business continuity plans for the 

Board. The Business Continuity Plan shall ensure that the HSCB is resilient to 

disruption and interruptions and will be able to maintain its critical or priority 

functions.  

  2.3 This policy is separate from, but complements, the Board’s Risk Management 

Process.  It is based on the requirements of BS25999 – Business Continuity 

Management – Code of Practice. 

  2.4   DHSSPS require HSC Organisations to have in place a Business Continuity 

Management plan designed to the British Standard BS25999 by March 2012 

3 Definitions/Scope of the Policy 

  3.1 What is Business Continuity Management? 

Business Continuity Management is a business-owned, business driven 

process that establishes a fit-for-purpose strategic and operational framework 

that: 

 

• Proactively improves an organisation’s resilience against the disruption 
of its ability to achieve its key objectives; 
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Business 

Continuity 

Plan 

 

Business 

Plan 

 

Maintain & 

Review 

 

Risk 

Register 

Establish objectives 

• Provides a rehearsed method of restoring an organisation’s ability to 
supply its key products and services to an agreed level within an agreed 
time after a disruption; and 

• Delivers a proven capability to manage a business disruption and protect 
the organisation’s reputation and brand. 

 

3.2  Business Continuity Management involves managing the continuation or 

recovery of business activities in the event of a business disruption, and 

management of the overall programme through training, exercises and 

reviews, to ensure that business continuity plans stay current and up-to-date. 

 

    33..33 Relationship with Business Planning and Risk Management 

 

  Business Continuity Management shall be part of the planning cycle 

undertaken within the Board, ie business planning, development of corporate 

plan, risk registers, etc. The cycle applies to all levels of planning in the Board 

and processes for the maintenance and review of plans will be included within 

the cycle. Directorate level Business continuity plans will be developed if 

required. An outline of the planning cycle is set out in Figure 1 below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1 – Business Continuity planning cycle 

Identify risks that may 

cause interruption to 

business or prevent the 

achievement of 

objectives 

Document procedures and information in 

readiness for use in an incident to enable 

the Directorate to continue to deliver its 

critical activities at an acceptable pre-

defined level 

Process for the ongoing 

maintenance and review of 

the business plan, risk 

register and business 

continuity plans 
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  3.4  Civil Contingencies and Business Continuity Management 

Civil contingencies activities are those undertaken by individuals and 

organisations to prevent emergencies and critical business interruptions, to 

mitigate and control their effects and to prepare to respond. These activities 

include horizon scanning, risk assessment, Business Continuity Management, 

Integrated Emergency Management, preparedness, validation, response and 

promotion of recovery and restoration. 

 

  3.5 Business Continuity Management provides an organisation  with the resilience 

to continue to function during an emergency and to return to full functionality 

effectively and efficiently once the crisis has passed. 

 

4.0    Roles and Responsibilities 
 

  4.1  BCM is a Management Board Level (SMT) responsibility. 

 

  4.2  The Head of Corporate Services on behalf of the Chief  

  Executive and Board is responsible for Business Continuity Management 

within the Board.  The lead manager supporting this function is the 

Emergency Planning and Business Continuity Manager. 

 

  4.3 The Board’s Senior Management Team will ensure that all directorates take 

responsibility for the Business Continuity planning process within their 

respective areas. 

 

  4.4 The Senior Management Team will ensure the development of a plan(s) 

containing strategies for Business Continuity Management across the Board 

by: 

 

• Defining the objectives of the strategy 

• Developing the risk assessment process which will identify critical activities 
and critical dependencies, which need to be addressed to ensure 
continuation of a pre-determined level of service. 

• Implement a training programme in Business Continuity Management. 

•  Ensuring that the Directorates undertake their risk assessments and 
produce   Business Continuity strategies to overcome the critical risks 
identified in the shortest possible time. 

• Ensure that the Directorates have considered the cost benefits between 
reducing the risk and the benefit achieved. 

• Regularly reviewing the Business continuity plans 

• Conducting exercise events to regularly test the effectiveness of the 
Business continuity plans. 
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  4.5  A BCM Project Team led by the Head of Corporate Services and Emergency 

Planning BCM shall develop, on behalf of SMT, the strategies to support the 

delivery of key services in the event of disruption.  

 

  4.6   The SMT shall receive regular updates in respect of BCM 

and development of plan(s). 

 

5.0 Key Policy Principles 
 

  5.1 Key Policy Statement 

 

5.2 The Board:- 
 

� Is responsible for the commissioning of health and social care services for 
the population of Northern Ireland, and is required by statute to prepare 
and publish each year, a Commissioning Plan, setting out the range of 
services to be commissioned and the associated costs of delivering these. 
The Board’s commissioning processes are underpinned by the five Local 
Commissioning Groups or LCGs which are committees of the Board; 

� Works with the health and social care Trusts that directly provide services 
to people to ensure that these meet their needs; 

� Deploys and manages its annual funding from the NI Executive to ensure 
safe and sustainable services 

 

It is therefore essential that irrespective of demands and circumstances the 

Board is able to deliver its critical services. 

 

  5.3 The Board shall develop, exercise, maintain and review Business Continuity 

Plan(s) for its critical services in the event of a service disruption or disaster. 

These Business continuity plans will facilitate the rapid, efficient and cost 

effective continuity of the Board’s critical services. 

 

6.0 Implementation of Policy (Framework and Approach) 
 

  6.1 The Board shall establish a framework of plans which shall be underpinned by 

a corporate Business Continuity Plan. The corporate Business Continuity Plan 

shall take account of the key services and products in the Board and plan for 

their ongoing delivery through strategies in the event of an interruption to 

normal business.  Further plans shall be developed at Directorate level, if 

required, to support the corporate plan and ensure resilience of key products 

and services. 
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  6.2 The Board shall adopt the code of practice as set out in the British Standard 

BS25999 -1 and establish a Business Continuity Management Programme 

within the Board.   

 

7.0 Monitoring 
 

7.1 The Business Continuity Plan(s) will be validated through testing. 
 

  7.2 The Business Continuity Plan(s) will be reviewed at least annually and tested 

in accordance with relevant controls assurance standards. The plan(s) will be 

revised/ updated accordingly.  

 

  7.3  For the purposes of monitoring the BC Project Team shall continue to meet at 

least bi-annually after the development of the appropriate plans.  

 

8.0 Evidence Base/References 
 

  8.1 This policy has been developed in accordance with the following list of 

legislative, guidance and standards; 

 

• NI Civil Contingencies Framework 2004 

• British Standard for Business Continuity BS25999 

• Controls Assurance Standards 

• Joint Emergency Response Plan 
 

9.0 Equality and Human Rights 
 

  9.1 This policy has been drawn up taking account of the Board’s responsibilities in 

relation to Section 75 of the Northern Ireland Act 1998. The aim of this policy 

is to detail the framework for business continuity management and is part of 

the planning cycle of the Board. It has been screened in accordance with the 

requirements and the screening outcomes are available. In relation to the 

policy no particular equality issues were identified. But whilst the policy 

impacts on all staff the Board considers that it is in its implementation, that is, 

in the development of Business Continuity Plan(s), where equality issues will 

need particular attention. Consequently equality will be an integral part of the 

development of the Business Continuity Plan(s).  The Plan(s) will be screened 

in detail paying attention to the equality categories, in particular the needs of 

people with disabilities, those with caring arrangements and more generally 

communication and accessibility issues. Mitigation will be considered as part 

of the developmental process. 
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As the policy aims to mitigate the disruption to the Board during a major 

incident in order to ensure business continuity the Board is satisfied that it 

complies with the obligations of the Human Rights Act 1998. 

 

As part of the monitoring arrangements equality and human rights impacts will 

also be considered.  
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Appendix III 

 

 

Contact Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 156 

 

 

Appendix IV 

 

Incident Management Team Control Log 
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Incident Notification Form   

 

Ensure that the PHA and/or BSO have been contacted as appropriate 

 

Completed by ……………………………………………………………….. 

Date and Time ……………………………………………………………… 

 

Call Details 

Name and Contact Details of Caller: 

……………………………………………………………………………………

…..……………………………………………………………………………… 

……………………………………………………………………………………

…..……………………………………………………………………………… 

 

Incident Details 

 

……………………………………………………………………………………

…..……………………………………………………………………………… 

……………………………………………………………………………………

…..……………………………………………………………………………… 

 

Current Status of Incident: (Minor, significant, major) 

…………………………………………………………………………………… 

 

Hazards: (present/potential) 

…………………………………………………………………………………… 

Number/Group of Staff/Directorate Affected: 

…………………………………………………………………………………… 
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HSCB Actions to Date: 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

 

BSO Actions to Date: 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

 

PHA Actions to Date: 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

 

 

 

 

 
 

 

 

 

 

 

 

 



156 

 

Key Decisions IMT/IMAT 

 

 

Date and Time ……          Completed By 

 

Decision 

Number 

Decision Person Responsible 

1 

 

 

  

2 

 

 

  

3 
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Incident Management Action Team 
 

Chair:  

 

Date Action 
No 

Action Agreed Person 
Responsible 

Status  

 1    

 2    

 3    
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Incident Management Team 
 

New Developments (Date :      ) 

New Developments 
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