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BUSINESS CONTINUITY PLAN TEMPLATE
INDIVIDUAL SERVICES
	NAME OF SERVICE DEPARTMENT : DENTAL SERVICE


	STATE WHETHER SERVICE IS ESSENTIAL OR SUPPORTING : SUPPORTING


	NAME OF BUSINESS CONTINUITY LEAD AND DEPUTY

BC Lead:  Sarah Hector
Deputy BC Lead:   Shirley Berman



Main responsibilities 

Please state the main responsibilities or roles of your service (to allow a duty manager to understand)

	· Provision of dental care and treatment to patients who are unsuitable for care by General Dental Practitioners e.g. due to physical or learning  difficulties, mental health problems, challenging behaviour, complex medical history, complex social problems

Locations- Community Clinics


St Christopher’s

Patrick Doody


Doddington


Morden


Wilson

Tudor Lodge




Brocklebank


Green Wrythe Lane

Shotfield

Balham


Roundshaw

Tooting


Nelson
Westmoor

Dental Office – Joan Bicknell Centre

Dental laboratory- Birches Close

· Dental screening – Special Schools

· Dental epidemiology – Primary Schools

· Oral Health Promotion – schools & community settings




Amendments   

Any amendments made to the plan should be forwarded to Ed Checkley EPLO
	Number
	Date
	Author
	Next review date

	
	
	
	

	
	
	
	

	
	
	
	


LEVELS OF SERVICE 

	1
	Critical and essential service – cannot be shut down

	2
	Needs to be your priority for service resumption the next day

	3
	Can be deferred for 2 to 4 days

	4
	Can be deferred for up to 1 week

	5
	Can be deferred for more than 1 week


	Name of Service: Dental Service


	Business Unit
	Business Function
	Number of staff
	Priority level 1-6

	JBC Dental Service
	Management
	8
	2

	Dental Clinics
	Clinical dental care
	40
	5

	Nelson Dental Clinic
	Clinical dental care
	3
	4

	Dental lab
	Technical laboratory
	1
	5

	
	
	
	


RISKS AND ACTION PLAN

State what the risks are in a failure under each heading, and the outline plan to reduce this risk.

	Staffing


	Staff are ill or dependents are ill or schools are shut leading to staff being unable to come to work.
Cancel non urgent appointments, Reduce number of clinics that are operational, centralise service provision at a few sites, Redeploy staff to cover clinics that are operational



	Resources (consumables, Equipment etc)

	Suppliers run short or run out of consumables, 

Delivery systems fail 
Dental surgeries start to run low and then run out of consumables.

Increase stock levels of high useage items 
Monitor stock levels
Share consumables around if some clinics run short and the supply chain is affected
Reduce sites of service provision if stocks start to run out




	Environmental (power, heat/light, heating, cooling)


	Failure leading to inability to have clinics operational
Monitor situation

Relocate staff and services to operational clinics if needed




	Information technology (computers for client information, email etc)
	IT failure affecting internet access and communication between staff or management & staff

Use telephones


Which services and functions in your department would be considered essential?

In the following tables Identify, which work services/functions/activities must be continued if there are staff shortages or absenteeism of 20%, 30% and 40%.  And in each scenario, what services, functions/activities can be cancelled or deferred until next day, 2 to 4 days, up to one week, and over 1 week.

	ASSUME STAFF SHORTAGES

What services will you continue, cancel or defer?



	Staff shortage in %
	Services continued
	Services cancelled
	Deferred up to 12 hours
	Deferred until next day
	Deferred 2 to 4 days
	Deferred up to one week
	Deferred over one week

	20%
	Management function

Clinical service maintained at reduced number of clinics
	
	
	
	
	
	

	30%
	Management function
Clinical service maintained at reduced number of clinics
	
	
	
	
	
	

	40%
	Reduced Clinic services

Clinical service maintained at reduced number of clinics
	
	
	
	
	
	


	Business Continuity Issues
	Requirements
	Enter your business continuity provisions below

	SERVICE ISSUES
	
	

	If you are a defined essential service, how many members of your staff would be required to continue essential services?


	State the number of staff required to maintain essential services. 
	

	At what staff shortage level can you no longer cope?
	Based on the table above on staff shortages, state at what percentage staff absenteeism you could no longer support essential services.


	At all levels of staff shortage maintain:

Essential management functions

· staff deployment and absence records

· management of incidents etc

· Telephone advice to staff and patients



	If you had to provide the minimum level of service what would that be?


	Describe the minimum level of service that would be acceptable that you could safely sustain for staff and clients.
	If  clinics/staff unavailable, consider transfer of caseload to alternative clinic depending on circumstances, or cancellation of routine cases and provision of emergency care only at alternative clinic. Decision to be taken by Head/Deputy/SDNMs based on circumstances

If more generalised problem, maintain usual clinical service provision for as long as possible at all clinics.

Once staff shortage precludes this, maintain routine service provision at a range of clinics spread across area and close others. Which clinics to be decided by Head/Deputy/SDNMs depending on number and range of staff unavailable for work. 

With increasing staff shortages : Patients under routine treatment can be cancelled until services resume, but maintain emergency/urgent care service provision initially at 3 clinics, one in each borough reducing this number if needed.


	If you are not an essential service how many staff could you release to support other services? 


	List the number of staff that can be released

a) Clinical

b) Non-clinical
	Clinical 42

Non-clinical 4

	Are you dependent on outside contractors or services?
	List any outside contractors or services that you are responsible for.  


	SSP for maintenance & repair.

If equipment fails and cannot be repaired, relocate staff to functioning clinics, cancel or reappoint patients until equipment functioning again
SSP& PHS for Waste management
Clinical waste & sharps bin removal-follow procedures for storage, stockpile waste unless becomes unsafe, then close clinic. Refer to SSP BC Plan
Supplies 
If supplies run out at particular clinics, borrow supplies from other clinics.

If supplies run generally low –.

· cancel routine treatments
· prioritise provision of emergency service

Decisions to be made depending on circumstances by Head/Deputy/SDNMs
Pharmacy
If replacement of out of date emergency drugs is not possible, borrow from other clinics. If not possible, close clinic

BOC & Tricodent

If emergency oxygen is low and cannot be replenished, borrow from any other clinic that has been closed. If not possible, close clinic

Patient Transport

If transport is not available, cancel routine patients; provide emergency care as a domiciliary visit

Lab Services

If unavailable, cancel patients
Occupational Health Service 

Clearance for return to work
· delay return to work
Clearance for new starters
· delay new starter
Sharps injuries 
· attend A&E department



	
	Develop alternative arrangements for these contractors and services assuming these services were suspended.  


	See above

	
	Confirm that these outside contractors and services have their own business continuity plans and that you have lines of communications set up between your section and them.


	assumed

	Do you have copies of all PCT policy documents with respect to likely risks to which you can refer when needed?
	Identify PCT policy documents, such as fire, bomb threat, white powder etc, and ensure they are readily available for use if needed.


	All policies Via  website or intranet


	If some of your staff are not available are there others ready to deputise on their behalf?
	List the staff who can deputise for others.


	Appropriate Deputising :

Deputy Head for Head of Service and vice versa for management function

Senior Dental Nurse Managers for each other

Some clinical staff for others – depending on the situation.

Decisions to be made by Head or Deputy Head of Service dependent on situation and which staff are unavailable



	
	Identify any unique skills that you feel may be difficult to locate outside of your department.


	

	Are you able to contact your staff in a crisis?  

Needed if decisions have to be made on who should report for work and where.   


	Compile a list of staff in your section, work locations, office numbers, office email, home numbers, mobile numbers, home postcode, and home emails.  Confirm in writing with each staff member that they agree that their confidential details can be kept in a password protected public folder location.


	List of staff and up to date addresses & contact numbers maintained and updated

Hard copies kept confidentially at JBC by Senior Dental Nurse Manager/Departmental Sec./Head/Deputy 

Also on shared drive password protected for access by  Head of Service, Deputy Departmental Sec & Senior Dental Nurses

	If you needed support from those staff who have cars or who can drive, do you know who they are?  


	Keep a list of staff who own/use cars and who have driving licenses.


	Information held by Senior Dental Nurse Managers

	If a member of your staff was injured at work or during a crisis would you know how to contact their next of kin?
	Understand that details of next-of-kin for your staff are kept confidentially with HR and what is the correct procedure to contact the next of kin.


	Maintain list of next of kin and contact details on Staff Details database, on shared drive, password protected.
Access by Head, Deputy Head, departmental Sec. & SDNMs

	If you do have a crisis would your staff know what to do and what was expected of them? 
	Communicate the need for staff in your department to be aware of BC issues and that their details are held at an appropriate confidential level, that in times of crisis they may need to deputise for others and that they may be asked to volunteer their services.
	Staff informed to contact JBC or SDNMs for information and instructions

	If you do have a crisis do you know the particular needs of your staff?


	Develop an awareness of staff needs such as; special needs, diet, mobility, medication, children at home/school, home carers, etc. which would have to be taken into consideration in a crisis.


	Information to be held by SDNMs

	LOCATION OF SERVICE DELIVERY
	
	

	Do you know the locations where your staff are working, or where you have responsibilities?


	List locations, addresses and contact details for all the different locations where your staff are working. 
	List of all clinics and locations available.

Hard copy kept at DS Office, JBC and all clinics.

Also with Head /Deputy & SDNMs

Copy on shared drive staff to access



	If you cannot get into your normal place of work where would you ask your staff to go?  
	Have an understanding of where staff can report in the event that their normal working location is closed (Alternative locations).
	Staff to report to most appropriate alternative location depending on situation.

Decision to be made by Head/Deputy/SDNM depending on circumstances

	If you use alternate locations can you continue business communications?
	Produce a list of possible telephone and fax numbers at potential alternate locations.  List contact details of all business network contacts.   Arrange alternate email addresses for staff.  Staff to understand the need to advise their network of new contact details in the event that their office is relocated. 


	List of all alternative DS clinics available as above

Contact IT Help desk if alternative login facilities required for longer periods of redeployment

IT Helpdesk details held at each clinic

	EQUIPMENT ISSUES
	

	If you have suffered a business continuity failure what equipment, staff or facilities would you need to recover to an acceptable level of service?


	List the equipment, staff, volunteers and facilities you would need to recover to an acceptable level of operations.  
	Specialist Dental equipment in each surgery.

Increase service provision and number of clinics operational as staff become available 


	Do you know the location of First Aid kits? 


	Identify location of basic first aid supplies.


	Staff identify locally

	Are you dependent on any Specialist equipment?


	Identify any specialist equipment at your location(s) without which you cannot function.  

If so identify equivalent equipment available at alternative location(s).


	Specialist Dental surgery equipment in each surgery.

If equipment fails seek  repair initially, if not possible or as an interim measure transfer service to appropriate alternative clinic. 

Cancel/reappoint patients as appropriate

As an interim measure use of Mini Dent from Westmoor, transfer to affected clinic to enable continuation of emergency dental care

Decision to be made by Deputy/Head of Service/SDNM as appropriate to circumstances



	DOCUMENTATION AND RECORD ISSUES
	

	If your IT systems were unavailable or data corrupted do you know who to contact or where to go to recover your electronic records; and what to do if you cannot recover your electronic records?


	Understand where back up electronic records are held, and how to contact the IT help desk team, both in and out of hours.  


	All clinics/base to keep available IT Help Desk contact details

All staff to backup important documents on the shared drive.

Dental guidelines etc updated as required and stored on shared drive



	
	Make local electronic back up of critical documents which are updated on a regular basis.


	Not able to save onto C drive

	
	Recording data:  if there is a failure in the IT system or any stand alone computer, for important data, the staff will change to a paper back-up system to capture that data so this can be recorded on system retrospectively. 


	If IT fails, capture in paper format:

· Clinician’s activity data 

· Deployment 

· Leave details

Record on system retrospectively when systems up

Paper based templates to be kept and used at  clinics/JBC as appropriate 



	
	Templates for recording information when the system is unavailable can be found (Think of all the data that you input, where there is s need to capture this information while the system is unavailable, produce a template and have these available in a designated place).


	

	
	Protection of servers: during periods of extreme heat ensure that the server is maintained at a temperature that will not cause overheating and subsequent failure.


	IT Department issue

	Do you know what to do in the event of a loss of Medical Records?


	The medical records are stored in (insert measures that are employed to store securely patients’ medical records, any protection against fire/ water damage that you have in place as well as security arrangements).
	Patient dental records are paper records kept in lockable metal filing cabinets at individual clinics. Rooms are locked when not in use.

If patients need to be seen at another clinic, arrange for DN to transfer records or use secure pouch and internal mail.

If paper records lost/damaged, review daybook and referral database if possible to identify caseload names, 
Some clinics have patient addresses in the recall book against the patient names so patients can be contacted; new medical records would have to be made up with an entry stating that previous records have been damaged/lost.



	
	If records are lost or damaged in any way these may be constructed using the data held on the computer system.


	No computer system

	
	The stationery required to reconstruct the medical records may be obtained by contacting  …….


	Staff to contact JB to order replacement stationary, request loan from another clinic in interim




CHAIN OF COMMAND

Briefly describe the chain of command for your department and where you sit in this chain.

	Dental Nurses are line managed by the Senior Dental Nurse Managers who are accontable to the Head of Service

Dental Officers are line managed by Deputy Head of Service who is accountable to the Head of Service
Other staff are line managed by the Head of Service



BUSINESS CONTINUITY PLAN CONTACT DETAILS AND SIGN OFF

When you have completed the business continuity plan for your service arrange for the approval of your line Director and complete the following section on contact details and sign off.

Business Continuity Lead 

	Name
	Job Title
	Contact Numbers

	Sarah Hector 
	Head of Dental Services 
	Work
	02087000588

	
	
	Mobile
	

	
	
	e-mail
	Sarah.hector@wpct.nhs.uk


Deputy Business Continuity Lead 

	Name
	Job Title
	Contact Numbers

	Shirley Berman
	Deputy Head of Service
	Work
	02087000588

	
	
	Mobile
	

	
	
	e-mail
	Shirley.berman@wpct.nhs.uk


SIGN OFF

Business Continuity Lead

	Name
	Position
	Signature
	Date

	Sarah Hector

	Head of Dental Service
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	30.4.09


Approved

Director

	Name
	Position
	Signature
	Date

	Stuart Reeves

	Assistant Chief Operating Officer
	
	


Please send a copy to Ed Checkley EPLO 

-------------  END OF DOCUMENT ----------------
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