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Purpose

This business continuity plan has been established to ensure that critical business functions will be available to customers in the event of a natural or human-induced disaster.
Scope

This plan shall apply to all JL Allen Services, Inc locations.

Phased Planning

Phase 1 – Preparation


The very nature of crisis means, it cannot be predicted when a crisis might happen, we plan for the most inconvenient times – weekends, early morning or late evening.  In view of this it is recommended that copies of this plan are kept by each member of the management team both at the workplace and at home.

Phase 2 – Disaster Occurs



For Level 2 we need to be able to service clients based upon a priority ranking.  Some major impact consideration will include:

· supply shortages as hoarding begins

· revenue falls as customers delay work
· staffing difficulties as employees choose not to travel

· list any others that may be applicable

Phase 3 – Pandemic Crisis



In this situation it is the mission of the government bodies to minimize serious illness and overall deaths and second to minimize societal disruptions among the public.  Some major impact consideration will include:

· government acts to reduce unnecessary travel and potential for person-to-person contact, leading to revenue losses

· public transport systems reduced/closed down

· fuel supplies rationed to only essential workers

· food supplies rationed to only essential businesses and public

· governments will close all non-essential services

· list any others that may be applicable that would impact the business
Business Continuity Core Planning
If the home office facility is closed or not able to be used:

· Management staff members based out of the home office that have a functioning laptop will meet at a location designated safe by senior management (I.E. President’s, V.P., or Safety Directors home), where initial plans will be discussed, internet access and telephone/fax lines must be available.  Flip charts and other office supplies and shelf stable food and water for a minimum of three days will be purchased and stored for use as needed.

· Management will notify office employees as soon as possible what the initial contingency plan is and where staff members can meet for further information.

· Management will watch closely the legal announcements of governmental bodies.  This is to ensure compliance with local and federal announced requirements.

· If travel to a facility is not possible then the emergency essential employees contact list will be used to allow work for essential employees from their homes if necessary.

Emergency Essential Employees Contact List (triple version = list kept in office, in car, at home):

· Key Management Personnel - a contact list including home and mobile phone numbers in triple version

· Successor Planning - “Alternates” for key positions if unavailable for an undetermined time.
· Travel Planning - No more than 2 senior management members should travel together in the same means of transportation, i.e. plane or car.

· Request clients to provide emergency contact number in case the clients facility is closed since “not essential service” (home phone number if client’s ok)

· Management will have employee’s home phone numbers (triple version) in order to inform them about eventual closing of the unit.

· Client contacts – a list of clients and their emergency contact data is to be maintained.

Crisis Considerations 

Safety & Human Resources Director:

· Implement a report to work policy - if in doubt, in a crisis, all workers must report by phone to their supervisor for information.
· Emergency leave processing.

· Accommodations for workers where required. 

· Calling staff to find out who’s coming and how many hours they can make or find alternative staffing. 

· Assist with records of hours worked and finding a way to get people paid.

· When public transport is down and also gas shortages at gas stations become obvious, staff transportation needs to be coordinated. 

Purchasing:
· Contingency planning must identify current stock of equipment and alternate sources.

· Minimum tank filling: all key personnel and JL Allen Services, Inc owned vehicles trucks should keep tank at least half filled to ensure in gas shortage crisis situation a minimum of travel is possible

Money:

· Since banks are most likely closed, how will employees, suppliers and contractors be paid?
IT & Computer:

· IT backup of data is required and to be maintained
· IT system back-up must be on a different power grid system or have separate power backup.
Evacuation Planning

The below areas are identified for severe weather and evacuation planning:

Equipment that needs to be Moved/Stored/Secured from Weather within 24 Notice of Severe Weather

· Employee files (Contact names, and numbers)

· Client Files (Contact names and numbers)
·  Computer data (Banking information, Payroll)
·  Equipment for remobilization (back-up power generators, power cords, GFCI’s)

· List any others that may be applicable 
Equipment Transport – What and Who 
	Equipment
	Personal Computer
	Vehicles
	Priority Documents

	Designated Person
	Individual
	Individual
	Designated Manager


Evacuation Plan Location & Communications

JL ALLEN SERVICES, INC personnel will evacuate in accordance with the following requirements:

	Location of Staff
	Home Office
	Jobsite
	
	
	

	Assembly Area
	Cross the road, in front of the office 
	TBD in the SSSP
	
	
	

	Secondary Site Based on Severity 
	Vacant lot South side of the office
	TBD in the SSSP
	
	
	


The JL ALLEN SERVICES, INC Safety Director is responsible for ensuring communications to receive directions on when to return based on local governmental and federal disaster guidelines.  The JL ALLEN SERVICES, INC Safety Director shall maintain a list of all JL ALLEN SERVICES, INC personnel and phone contacts and document all on duty personnel are notified and accounted for.

How Will Left Behind Equipment be Secured?
· Office doors will be locked, glass windows boarded up 
· All equipment that is reasonable and able of being safely lifted on top of desks and wrapped in plastic.  
· Vehicles will be locked with parking brakes on.

· All equipment that can become lose or airborne, shall be secured in a way to eliminate free movement
· Enter more as needed.
Demobilization of Environmentally Sensitive Equipment (i.e., fuels, etc.)
· JL ALLEN SERVICES, INC will remove as many assigned vehicles as possible

· All fuel transfer (I.E. propane, diesel, etc.) tanks will be shut-off and locked out

Training
· All JL ALLEN SERVICES, INC employees will receive a copy of this plan and it shall be posted.

Electronic and Written documentation
· All electronic information is backed up via the JL ALLEN SERVICES, INC intranet for emails.
· Critical JL ALLEN SERVICES, INC documents will be in the possession of the senior manager for each site.

Remobilization
· The JL ALLEN SERVICES, INC Safety Director is the designated point of contact and will determine (in conjunction with state and federal officials) when roads, field conditions, site safety, etc. determine it is safe to return to the work site.
Communication with Personnel during Evacuation
· The JL ALLEN SERVICES, INC Safety Officer will confirm all effected staff have evacuated.

· Once enough time has elapsed the JL ALLEN SERVICES, INC Safety Officer will confirm all staff are at the designated Assembly Area.

· Evacuated employees are not to leave the Assembly Area or Secondary Area without notifying the JL ALLEN SERVICES, INC Safety Officer in order to maintain continual awareness of all staff.
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