
   

 

3.5.1 Appoint a co-ordinator 

It is important that employers have a robust communication strategy in place to prevent 

rumour and misinformation and to: 

• provide up-to-date reliable information to employees; 

• provide up-to-date reliable information to suppliers and customers; 

• clarify the company’s procedures and policies; 

• ensure central visibility regarding resourcing and operational needs; 

• this can involve cross functional team comprising key areas of a business or be a 

single appointment depending on the complexity of the organisation. 
 

3.5.2 Communicating with suppliers, customers and other stakeholders 

• Identify essential suppliers and service providers and discuss continuity issues 

with them such as understanding their business continuity plans, see 4.1. 

• Identify essential customers and ensure that plans are in place to meet customer 

needs. 

• Develop a plan on how and when to activate alternative suppliers and/or 

alternative delivery means to customers. 

• Identify stakeholders in your local network and share best practice concerning 

defence against COVID-19 
 

3.5.3 Communicating with employees 

Identifying the communications co-ordinator to disseminate your communications plan 

in line with business needs and the business continuity plan. Employers should ensure all 

managers and staff are familiar with company policies and relevant legislation including: 

• absence, 

• sick leave, 

• lay-off and short time, 

• force majeure, 

• Employment Equality Acts 1998 to 2015, 

• Payment of Wages Act 1991. 

Managers must be prepared to deal with these issues as they arise, and employees need 

to be clear about what is required. 

The appointment of a communications co-ordinator will centralise the information and 

manage the resulting impact. This ensures that the business is aware of absences across 

the organisation, other operational issues and any problems with suppliers or other 

related issues, in real time. This will facilitate making informed decisions on the allocation 

of resources. 

The Department of Business, Enterprise and Innovation have created a Business 

Continuity Planning Checklist. 


