Western Isles Association for Mental Health
Business Continuity Plan (Catch 23 Drop-in) 
                                                                                     [image: image1.emf]C

23



	Service: Catch 23 Drop-in

	Compiled By: Del Gunn
	Date: 25th June 2009

	 Service Overview

	Potential Impact
	Preparatory Actions

(Specify actions taken in advance to mitigate disruption)
	Action Required During Disruption
	Trigger Level

(Specify level of disruption at which mitigating actions will begin)
	Responsible Person

	Catch 23 
Drop-in 
The Centre has an average annual client group of approximately 170 clients and experiences in excess of 4000 drop-ins per annum.

The client group suffer from or have experienced a wide range of difficulties with regard to mental ill health
Where possible it essential to maintain a consistent service in order to ensure the wellbeing of client group.
	Staff Absence

Catch 23 has 5 staff members with roles within the centre (28 hours centre manager 34 hours project support workers). Most routine processes within the centre can be covered/ reassigned between staff. However some key tasks can only be carried out by the centre manager (e.g. Disclosure Scotland checking, specific financial duties). In addition specific arts activities are the responsibility of named support workers.

Volunteer Absence

The general volunteer team provide key support to staff in maintaining the smooth running of the Centre. With current staffing levels it is possible to maintain optimum opening times within the Centre without the availability of volunteers. However essential administration and networking can be impacted.
Many management and financial activities are also overseen by a number of the organisation’s volunteer team. In the event that either the WIAMH Committee or the Finance Sub-committee becomes inquorate, key decisions concerning the organisation’s decision making processes will be affected.
	Brief staff and volunteer group with regard to the organisations’ action plan.

Inform staff, volunteers and client group that they are requested not to attend the Centre if they have been diagnosed by a GP or believe they are showing flu like symptoms.
Inform staff of re-allocation of duties/ responsibilities in the event of staff/ volunteer shortages. This will include general administration work currently performed by the centre manager.
Inform staff and client group that specific art projects may have to be cancelled if the Centre is impacted with the onus being put on retaining the drop-in facility.
Representational duties and attendance at meetings will be reduced or possibly cease. If meeting is a matter of urgency (eg. due to a funding requirement), a Management Committee member will be nominated to attend in place of usual attendee.


	Alert Penumbra Project Manager, WIAMH Management Committee and all statutory and voluntary agencies currently engaging with the service.
 Alert client group of potential disruption to service. 
Update website with reduced service details.

Priority level of services provided during any disruption we be:
1. Basic Drop-in Centre facility to remain open
2. Continued provision of activities within the Centre
3. Continued attendance at external meetings/ networking events. 
4. Continuance of external activities e.g. arts events, day trips
No recruitment of new volunteers will be possible as result of the absence of the centre manager
The centre will open 4 days per week with items 3 and 4 being affected.
	Centre manager absent greater than 1 week


	Project support workers continue with day to day running of the Centre with assistance from volunteer group. Project support workers to report directly and to be supervised by the Chairman or an alternative agreed member of the Management Committee


	Catch 23 

Drop-in 


	As per above section
	As per above section
	As per the top section with the exception that item 4 may be affected and the volunteer recruitment process can continue 
There should be no disruption to Centre opening times
Centre manager will increase his hands on role with respect to day to day Centre duties. All low priority administration will be completed once the support worker returns to work. Centre manager will be able to attend essential meetings/ networking events. 
	1 Project Support Worker absent greater than 1 week


	Centre Manager


	Catch 23 

Drop-in 


	As per top section
	As per top section
	As per the top section with possible disruption to items 1, 2, 3 and 4. The volunteer recruitment process will continue.

If there is limited or no volunteer availability there will also be a requirement to reduce the opening times by 2 days per week. 

Centre manager will increase his hands on role with respect to day to day Centre duties. All low priority administration will be completed once the support workers’ returns to work. Centre manager will be able to attend essential meetings/ networking events
	2 Project Support Workers absent greater than 1 week


	Centre Manager

	Catch 23 

Drop-in 


	As per top section
	
	As per the top section with disruption to items 1, 2, 3 and 4.
Centre will open 2 days per week
	Centre Manager and 2 Project Support Workers absent greater than 1 week
	Project support workers continue with day to day running of the Centre with assistance from volunteer group. Project support workers to report directly and to be supervised by the Chairman or an alternative agreed member of the Management Committee


	Catch 23 

Drop-in 


	As per top section
	As per top section
	As per the top section with disruption to items 1, 2, 3, and 4. The volunteer recruitment process will be suspended. The centre manager will reduce attendance at meetings and networking events

Centre will open 2 days per week dependant on availability of volunteers.


	3 or more Project Support Workers absent greater that 1 week
	Centre Manager

	Catch 23 

Drop-in 


	As per top section
	As per top section
	The Centre will close  until staff become available for work

As per the top section with disruption to items 1, 2, 3, and 4.

	Centre manager and 3 or more Project Support Workers absent greater that 1 week
	Chairman or nominated member of Management Committee to become main point of contact for the organisation


Further notes:
· Although this plan aims to cover the potential disruption of service offered at Catch 23, other factors may also affect service. 
· The 4 Project Support Workers are allocated hours ranging from 4 hours to 12 hours per week, as a result there are a number of variables with regard to these members of staff and the impact their absence would have. This would have to be further assessed when absence occurs.
· Their may also be an unwillingness for volunteers to offer their services when they are made aware of staff sickness within the Centre which could further impact the service delivery.
· We are also entering the holiday period and staff availability could also impact on the delivery of the plan
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