
Influenza A (H1N1) and Business Continuity Management
Assessment and Planning Meeting
<venue>

<date>

Agenda

1. Welcome & Purpose

2. Current Situation
· Influenza

· Current business priorities

3. Likely impacts on Business Activity

· Staffing & absences

· Suppliers, subcontractors

· Throughput

· Commitments and reputation

4. Planning and Responding
· Identifying critical activities 

· Staff and resources needed to deliver these
· implementing changes in work priorities
· communications with staff, customers and suppliers

5. Actions

6. AOB

Note for Chair
Theses notes are necessarily generic and will need to be interpreted according to the scale of the business concerned, its sector and business model.
Only businesses themselves have the necessary knowledge of their organisations to prepare for challenges such as this effectively.
The meeting is not intended to cover health aspects of a pandemic, although you may wish to modify the agenda and consult health information at the NHS24 swine flu pages 
Purpose
· To ensure that business activity continues in as near normal a way as possible even if faced with high levels of staff absences and other difficulties that might arise in an influenza pandemic
Context and Preparatory reading
· It will be helpful to be familiar with the influenza and business continuity issues outlined on the Scottish Government Advice for Businesses page.
Participants
Influenza can affect many parts of a business so a similarly broad representation is suggested, including:  
· Managers of your main areas, departments or processes

· Finance manager
· Procurement / supplies
· Occupational health

· Staff representative
Current Situation
· Information about current national levels of influenza can be found at the Health Protection Scotland website http://www.hps.scot.nhs.uk/resp/swineinfluenza.aspx
· There may be important local variations as different areas are affected and respond
· The number of people who fall ill are expected to rise although the rate and pattern of spread is difficult to predict
· Higher levels of illness during the autumn and winter are a particular concern

· Current business priorities…
Likely impacts on Business Activity
· Exact predictions are not available; staff may be absent for a variety of reasons
· For planning purposes it is prudent to consider total absences of 10-15% lasting 7 weeks and 20-30% during the worst fortnight (these figures include estimates of absences due to non-pandemic illness, caring for sick children and dependent relatives or friends, and additional absence due to fear of illness) if school closures have to be implemented, these figures may rise by an additional 15%.  
· These planning values assume an average absence of 7 working days for those with flu without complications.

· Consider both staff with generic skills that might be reassigned and staff with specialist skills/knowledge/authority who are difficult to substitute
· Staff of suppliers and subcontractors may also suffer illness, affecting the levels of service they provide 

· These difficulties may in turn temporarily affect throughput and revenue
· Difficulties in honouring commitments to customers and trading partners could have longer term consequences for reputation

Planning and Responding
To reduce the impact of these potential problems businesses should ensure they have:
· Identified critical activities that must be maintained and, by implication, what work could be deferred

· Identified the resources needed to deliver these, particularly staff

· Considered both the number of staff and which specialist skills, knowledge or authority are required

· Made available the information required by those staff who might be required to deputise for others

· Put in place arrangements so changes in work priorities can be implemented and resources realigned, in order to maintain critical activities

· Put in place arrangements to maintain good communications with staff, customers and suppliers
influenza bcm - assessment and planning meeting v2.doc

