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Guides to Business Continuity Planning During Communicable Disease
Outbreaks

Introduction

Centers for Disease Control and Prevention (CDC) and Occupational safety and
Health Administration (OSHA) estimate as much as 40 % of workforce could be
affected by a pandemic. Absenteeism could be due to employee's illness, taking care
of sick family members or having to care for children when schools or nurseries are
closed. This high percentage of absenteeism can cause significant disruptions for
businesses and it is critical for all organizations to have business continuity planning

(BCP) to prevent this from happening or to decrease its impact.

Business continuity planning (BCP) is an ongoing management process to ensure
continuity of core business during an outbreak and prevent potential threats that can
disturb the function of an organization. This management system should identify the
critical functions, operations and services of the organization and proactively plan
how it would maintain or resume the work in the event of outbreaks/pandemics. The
complexity BCP will depends on the size and nature of the business to ensure a plan is

in place to minimize the disruption of disaster.

Scope

All organizations or institutes either governmental or private sectors must have BCP

in the event of pandemics.

The information provided in this guide does not, and is not intended to, constitute

legal advice; instead, the guides is for general informational purposes only.

Aim
To proactively have a plan to respond to interruptions to business activities and to

protect critical business processes from the effects of pandemics.
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Objectives

1. To identify risk and impact for various threats to operation, especially
critical operations.

2. To provide a standard operating procedure for BCP.

3. To identify the communication gap and essential stakeholders for the
organization

4. Identify organization stockpiling products and its essential supply chain

The Guides

Adhere to all travel and health advisories issued by ministry of health- Oman

Ensure proper employees awareness of infection control practices and personnel

hygiene — refer to health education materials produced by ministry of health-

Oman

Perform risk Assessment, analyze the finding and develop a management plan

accordingly in the following areas

Human resources management
Process and business function
Supply Chain

Communication

Human resources management

17

Identify vulnerable employees (age above 60 years, pregnant women,
employees with chronic diseases) and plan flexible work arrangement.

Identify employees with critical skills and a replacement plan in case they got
sick or were in home quarantine (e.g. looks for other who can do the tasks,
return recent retirees or consider an outsourcing plan)

Identify fieldwork employees and ensure their health and safety during travel to
field, accommodation, food supply and availability of health facilities.

Review and prepare a work-from-home strategy for those areas in business that
can support telecommuting practices (a work from home strategy can be used

for employees on home quarantine).

DGDSC 16May 2020



e |dentify foreign employees who have any upcoming plans to travel back to
their countries and obtain advice for travelling back to Oman from ministry of
health or Public Authority for Civil Aviation (PACA).

e For organization with workers camps;

I. Develop and maintain infection prevention and personal hygiene
practices.

ii. ldentify the communication channels with the MOH, governorate
health affairs, in case needed to report a sick worker.

ii.  Allocate isolation units within the campus — refer to MOH
recommendation for home isolation or quarantines as well as
governorate health affairs advices.

Iv. Maintain social distancing practices for workers as much as possible
to prevent disease transmission, especially in their accommodation.

v. Ensure adequate ventilation in workers accommodation.

vi. Ensure adequate supply of food and essential commodities.

vii. Adequate supplies of hand washing soaps, alcohol-based hand
sanitizers and surface disinfectants.

viii. Conduct regular cleaning and disinfection of bathroom facilities and
high touch surfaces.

iX. Develop and maintain a log/line-list of ill workers.

e Identify the minimum employees needed to run the organization operation
(without effecting the health and safety of workers) and ensure absence

recording is consistent as high absence levels may trigger some BCP actions.
Process and business function

e |dentify what are the most probable consequences a pandemic outbreak will
have on the organization (either internal or external) rank the risks in order of
priority.

¢ Identify the organization business priority (it can be either good or a service) or
critical function and make a list of the kinds of interruptions that might strike

them and set up a management plan. i.e. which operational activities must be

18 DGDSC 16May 2020



kept going “no matter what” and what less priority operation that can be
temporarily suspended.

e Insevere level of disease outbreak, when a product or service is identified as
critical, then all resources and actions should employs to prevent production
interruption.

e Products that are not selected as business priorities are not to be ignored or
dismissed and their production should be resumed when conditions return back
to normal.

e Identify the Time-Critical Operations, which is the time frame during which
business output is essential.

e Review the IT infrastructure and if it can support flexible working arrangement
at home or webcam meeting or its alternatives instead of face to face meeting.

e Provide Standard Operating Procedures of BCP during outbreaks with clear
instructions, role and responsibilities that ensure the continuity of critical

processes.

Supply Chain

¢ Identify the organization main suppliers and service providers and ensure they
have a BCP in place.
e Develop a plan on how and when to activate an alternative suppliers or

alternative delivery means.

Communication

e Update the contact list of all the employees and relevant stakeholders.
¢ Identify relevant stakeholders or suppliers to the organization and begin a

discussion with them on potential contingency measures during an outbreak.
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Ensure the BCP is communicated to all employees and they have a clear
understanding of their roles and responsibilities in it.

Review or create an internal communications plan to ensure that the BCP
updates and changes are communicated in real-time to the concern personnel.
Establish a chain of command with clear instruction when and who to contact,

especially in critical areas.
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