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Checklist: Business continuity: Developing a contingency plan for exceptional events

Sudden or unexpected changes that are beyond an organisation’s control can cause significant tests for existing workforce policies or standard procedures. People professionals can use this checklist to ensure they have contingency plans in place for various types of external changes that may have an impact on their staff and organisation more widely. 

	Areas to review 
	Questions to consider 
	Responses 
	Progress 
	Completion 

	Workforce planning
	· Does this external change have a long-term labour market impact?
· Will this create skills shortages or surpluses?
· Will this cause relocation of staff or recruitment areas?
· Will this require roles to be redesigned?
	
	
	

	Communication
	· How is information going to be shared quickly and consistently?
· Are communication channels accessible if normal systems are unavailable? Do you have more than one channel you could use?
· How will employee concerns be captured and addressed?
	
	
	

	Cost and capacity
	· Will this external change cause an increase or decrease in demand for your goods/services?
· Will this raise operating costs?
· Will this affect staff working hours?
· Will you need to increase or decrease staff capacity/numbers?
	

	
	

	Working patterns
	· Does this external change mean an increase in remote working required?
· Are transport options for employees affected? 
· Will employees need more flexible working for caring responsibilities?
· Are handovers in place for emergency cover?
	
	
	

	Grief and loss
	· Are bereavement leave policies suitable for sudden activation or longer than usual leave requests?
· Do considerations need to be made for changes that affect the entire organisation (eg national tragedy/collective grief)? 
	
	
	

	Stress, anxiety and mental health
	· Is this external change likely to increase levels of fear, worry or stress? 
· Are there greater risks of burnout?
· Could this external change cause financial issues for employees which may affect their mental wellbeing?
	
	
	

	International workforce 
	· Does this external change create sudden changes to visas or legal working conditions?
· Will this cause international staff to be restricted in travelling abroad?
· Does this external change require the permanent relocation of offices or staff? 
	
	
	



See our guide for more information on responding to sudden exceptional events and ensuring business continuity.
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