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	 YOU SHOULD ENSURE THAT:-
· You read, understand and, where appropriate, act on this information

· All people in your workplace who need to know see this procedure

· This document is properly filed in a place to which all staff members in your workplace have access


PURPOSE

This document is the Departments’ Policy on continuity of service in the event of the loss of an office base or local loss of access to critical systems, applications or data.

SCOPE

The Procedure contains guidance on actions to be taken to ensure a service to the public following a temporary or permanent loss of a major office base, or associated systems, equipment or  records.

POLICY

The Departments are committed to and will  provide a service to the public and cooperate with other Hampshire County Council Departments and external agencies.  The Departments  will put in place necessary arrangements to ensure a continuance of services as close to normal working as is practicable in emergency situations.

REFERENCES TO LEGAL, CENTRAL GOVERNMENT AND OTHER EXTERNAL DOCUMENTS

Civil Contingencies Act 2004 Regulations and Guidance.

HAMPSHIRE COUNTY COUNCIL AND DEPARTMENT REFERENCES

Risk Management Board

Corporate Risk Management and Business Continuity Group

DEFINITIONS

Disaster: the loss of use of a building for any reason or the loss of use of

a system or data, for any reason.

Continuity: the ability to continue to provide necessary services to clients in the event of a disaster

Temporary: up to 24hrs/48hrs

Medium: up to 3 months.

Long term: more than 3 months.

ROLES

The Assistant Director (Resources) will be the lead officer for the Departments in ensuring a preparedness to respond in the event of a loss of an office base. Lead Service managers (LSM) and Office Premises Managers (OPM) will ensure suitable systems are in place at each office base to ensure continuity of service to the public.

AUTHORITY TO VARY THE PROCEDURE

David Ward   Assistant Director

PROCEDURE
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Appendix 1 Disaster Recovery
1. INTRODUCTION

The Departments have a responsibility to maintain a service to the public and other agencies and this Procedure provides guidance on the actions required  following the loss, for any reason, of an office base and/or its related facilities. 

2. DECLARATION

A member of DMT will be required to formally a declare a disaster and whether it is likely to be temporary, medium or long term. A temporary situation would have little impact on the Departments or local  work and would effectively mean closing an office down for 1-2 working days, whereas medium or long term disruption would initiate the actions described in this procedure.

In the event of an interruption to Information Services (systems, applications or data), the County Manager (IS) or his designated deputy will inform the DMT as soon as possible and will offer an estimated time to fix based on best available information. A contact person will be named and a direct phone contact number provided both to the DMT and to the nominated site managers (LAM & OPM).

3. ACCOMMODATION

3.1  Large Office Bases

All office bases will have a nominated “sister” site that will function as an alternative base in the event of an emergency. The groupings of sites will follow the ones used by Office Premises and Local Administrative Managers  which are already well known.  They are :

Alton  (100) and Aldershot (100)

Andover (80) and Basingstoke (140)

Eastleigh (104) and Romsey (65)

Fareham (90) and Gosport (75)

Havant (190) and Petersfield (35)  plus Fareham(90)

Hythe (65) and Lymington (110)

Winchester – any combination of Corinium House (125), Trafalgar House (120), Regency House (30) and South Side (200).

Nuance Global House (40 )  to be split: One section to South Side and the Help desk to IT Help or the Glen House site with the remainder split between local offices.

(Figures in brackets are the approximate numbers of staff at each base)

3.2 Small (unit) bases.

There are a number of units that function as office bases and  groups of staff  that work in non-HCC accommodation  (eg.  Those at the Glen House site, Family  Centres, CMHTs).   In general they have far fewer staff than the large bases and could more easily be accommodated elsewhere.

Managers of these units and teams need to discuss emergency arrangements with their nearest large base or make reciprocal arrangements within their client groups.

4. TRANSPORT

It is recognised that moving numbers of staff to another location would seriously overwhelm existing parking facilities. In addition, not all staff have the use of a car. Therefore, in any move to another base the provision of coaches or minibuses to run a daily service must be considered seriously and hired through Hampshire Transport Management when required. The needs of part-time staff should also be considered in any transport plan.

5. ACTION TO BE TAKEN


( A short  guide is attached at Appendix A) 

5.1. Short Term. (up to 48hrs)

In general, staff should be sent home with the exception of a small team comprising of  the Senior or Duty Manager and a group of  duty staff representing all disciplines.  This team to move to the nearest Unit or Office location with IT2000 – which should be the one identified and agreed locally and named  in the Office Emergency Evacuation Plan.

The Team must immediately notify:

The Department via the IS Section who will send out an Outlook message – wide distribution.

IT Help Desk to get calls transferred to the Call centre at Glen House.

Local agencies (Police, doctors surgeries, etc)

The public - by notices on the door of the building or any other suitable means.

5.2. Medium Term. (up to 3 months)

Action as 5.1 above. The entire staff group, less a small team, will migrate to the sister site with accommodation allocated by host OPM and LSM using the following as a guide:


Maximum desk sharing with 50% of accommodation allocated to the visitors.

Home working where possible.

Planned programme of visits to clients so that stays in the office base are as  short as possible and at staggered times.

Extended working hours – the building should be open (to staff) for 12 hours per day, 0700-1900, which would allow 2 X 6 hour working periods/shifts.

The office should be open to volunteer staff at weekends with time off in lieu taken during the normal working week.

Staff  should also look for accommodation at other bases or units near their homes – coordinated through Team Managers and OPMs.

A shop front in the disaster locality is required to provide a skeleton service to the public, staffed and operated by the small team referred to (Para 5.2). The ideal location would be one with IT2000 voice and data on site – possibly the local library. If not, then a short-term rental of empty premises will be required quickly with some form of IT2000 and telephones available.

Telephones. One of the first actions necessary is to divert calls made to the disaster site. This is technically feasible and can be done in several ways but will be dependent in some respects to any damage to the voice/data equipment.

IT Services are to be notified and they will then arrange for  calls to be diverted to  the call centre at Glen House. Extra staff will possibly be required which could come from disaster site switchboard operator(s).

IT Services arrange for calls to be diverted to the Sister site either by loading on to the existing switchboard and operator, or by providing  a second set using the “spare” operator.

5.3. Long Term (more than 3 months)

As soon as it becomes obvious that the disaster will be long term i.e. more than 3 months, such as a fire in a building which is subsequently condemned, then major work  concerning the future requirement and any change to the organisation will be initiated through Capital Resources Unit with a final decision by DMT.

6. OTHER FACTORS

There are a number of items to take into account  when  medium or long term action outlined above has been initiated which LSMs will be required to action, coordinate and monitor.

6.1   Budgets. Certain cost centres will come under pressure quickly and action will be needed to increase or transfer funding: office costs (stationery, post, photocopying, hygiene supplies, cleaning, etc),travel and transport, additional IT and telecom facilities as necessary.

6.2.  Health and Safety. Induction for visiting staff will be essential and should be carried out as quickly as possible. Fire and evacuation plans will need to be amended as necessary to cope with increased numbers.

6.3.  Organisation. All managers will need to coordinate activities within the base to ensure maximum cooperation and minimum disruption to other teams. 

6.4.  Team Structures. Managers may need to increase communications and /or meetings to avoid losing control of, and contact with, staff.

6.5.  Other Accommodation. There may be a necessity  to hire rooms for staff meetings, case conferences, etc in the locality.

6.6. The OPM(s) will be required to initiate and action a transport plan –dependent on staff numbers and distance from the disaster site. 

7.  RECORDS AND FILES

7.1.  Loss of Files. There are five major groups of files that, in the event of a disaster, might be destroyed or unavailable for a considerable time.

7.2.  Client Files. There are likely to be current and closed files on site (archived files held at County Records are easily retrievable).

7.2.1. Children and Family Clients.

 Current files – Child Protection  Work. Most information is recoverable from copies of minutes held electronically and by  Panel members so work can continue.

Standard files. A quantity of handwritten notes, contact sheets, etc would not be available and staff would be reliant on memory.  Much information will remain available on electronic systems  (SWIFT) but many items such as one off documents and photos and other information would be lost making continuation difficult but not impossible. Assuming electronic systems are up to date then lists of clients and basic details would be available.

7.2.2  Adult Clients. As for standard files above but much less information held on paper files and more electronically making recovery easier.

7.3.  Finance Files. In general files are held for audit, tax and VAT purposes and most information held is electronically. Sections could continue working with few problems.

7.4.  Personnel Files. The introduction of SAP has lead to much information being held electronically. Any files will constitute the historical record and contain original documents – contracts, sickness certificates, etc.  Loss would be very inconvenient and in the longer term could raise staffing difficulties but all critical data is held electronically so work will continue, and staff will be paid.

7.5.  Administrative Files. The majority of files, data, etc, can be retrieved from other recipients or the originators. Any original work should now be filed electronically. Sections should be able to continue working.

8. PUBLICITY

8.1.  The public, as well as other official bodies will need to be informed. For  a short term emergency a note on the door or telephone call intercepts by the Call Centre will suffice but for longer periods more robust action is required :

Information,  via the Communications Team, to the local media.

HANTSWEB public pages

Poster campaign via Communications Team in local shops, surgeries, library, etc.

Local Managers to inform official organisations and contacts.

9. PERFORMANCE STANDARDS

9.1.  Standards will be monitored by the Assistant Director (Resources) through the medium of Lead Service Managers’ meetings. 

LSMs will :

Follow the guidance outlined in this Procedure.  

Through local management meetings ensure all managers at the base are aware of the Policy and through them individual teams are briefed.

Ensure key staff  (OPM, AISO, LAM, Duty Managers) are aware of their individual responsibilities.

Ensure up to date personal details are held.

APPENDIX 1

DISASTER RECOVERY

ACTIONS AS A DISASTER SITE

When a “Disaster” is declared or in your opinion a building becomes unusable for any reason the following points should be considered and action taken or delegated dependent on circumstances:

Contact the LSM at your sister site.      

Name………………………….Location……………. Tel …………. …..

Contact the following staff:

OPM.  Name…………………Tel …………. …..

Service Manager(s). Name…………………Tel …………. …..

LAM.   Name…………………Tel ………….

Contact and inform as many staff as possible.

Move a small duty team to a pre arranged site  (nearest base/unit with facilities) or open up a local “shop front”.  Contact the Capital Resources Unit before entering into any tenancy agreements.

Notify :

Relevant agencies     (List with telephone numbers)

IT Help Desk     
 (01962 847396)


Social Services via IS Section
(023 8068 7300)

The Public (note on door/local media/local shops/library/etc)


Arrange (through OPM) transport for staff and any files and equipment to be moved to new location.

Arrange  (through OPM) security of building

ACTIONS AS A HOST SITE

When notified of a disaster at a sister site:

Contact the following staff:

OPM.  Name…………………Tel …………. …..

Service Manager(s). Name…………………Tel …………. …..

LAM.   Name…………………Tel ………….

Contact and inform as many staff as possible

Arrange (through managers) for space, F & E, telecoms and computers to be made available for incoming staff.

Arrange (through OPM and other managers) brief induction to include H & S. 

Arrange (through OPM) other facilities (Domestic, car parking, etc)
	DEPARTMENTAL  DISTRIBUTION  LIST


	Children’s DMT

	All Managers


Disaster Recovery







(Proc 29/05 – 9 Dec 2005)


