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TERMS AND CONDITIONS FOR USE

This document (the Enterprise Care Product) contains information which is proprietary and valuable to Enterprise Care Pty Ltd (“Enterprise Care”) and is intended for disclosure to, and internal use only by, the organisation whose name and address have been recorded by Enterprise Care at time of purchase as being entitled to be the Licensee of the Enterprise Care Product (“the Licensee”). 

It is a condition of supply and use of this Enterprise Care Product that the Licensee agrees to the following: 


1. Sharing – The Licensee can copy, distribute, display and use the Enterprise Care Product for internal organisational purposes solely and must make known at all time the proprietary nature of the Enterprise Care Product and these conditions as to use. 

2. Use - The Licensee may rely on internal resources to use the Enterprise Care Product. However it is a condition of the Licence that written permission of Enterprise Care must first be obtained should any person other than an employee of the Licensee be sought to use the Product. Enterprise Care may at its sole discretion not grant permission for external persons to access and use the product. 

3. Attribution – The Licensee must at all times and for each use of the Enterprise Care Product, including derivative works, attribute to Enterprise Care as follows – “This is an Enterprise Care Product. The copyright is owned by Enterprise Care and the Licensee has a limited licence to use the Enterprise Care Product only for the Licensee’s internal organisational needs. No rights of use are given to any other organisation. © Enterprise Care Pty Ltd.” 

4. Derivative Works – The Licensee may only alter, transform or build upon this work for use internally and provided at all times the Attribution in 3 above is clearly recorded on the Derivative Works. 

5. Non commercial - The Licensee may not use this work for commercial purposes. 

6. Non publication – The Licensee is not entitled to publish the Enterprise Care Product on their website or any external publication or medium. The Product is strictly for the internal use of the Licensee only. 

Additional rights may be sought in writing and are subject to Enterprise Care’s prior written consent.
	
	
	DISCLAIMER
	
	


The information contained in the ePublication is provided on the basis that neither Enterprise Care nor its consultants – 

· are providing legal or other professional advice.  No person should act solely on the basis of material contained in this ePublication.  Expert advice should be obtained before applying information in this ePublication to particular circumstances, or

· are in any way responsible for any loss or liability by anyone acting on the basis of information in this ePublication or for any error in or omission from it.
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A CONTINGENCY PLAN TO PERMIT THE ORDERLY MANAGEMENT OF [ORGANISATION NAME] IN THE EVENT OF THE DEATH, SUSPENSION, TERMINATION OR LENGTHY ILLNESS OF THE CEO

1.
AUTHORITY

This plan is a sub plan of [Organisation Name]’s Governance Plan.
2.
PURPOSE

This plan describes the arrangements made for [Organisation Name] to provide an effective emergency response in the case of the CEO resigning without notice, falling sick without being able to resume work for a lengthy period, dying, or being unable or unavailable to continue in their role.

The priorities are:

1. minimise impact on staff;

2. minimise impact on organisation;

3. minimise impact on constituents; and

4. minimise impact on reputation.
3.
SCOPE

The plan covers [Organisation Name].
4.
CO-ORDINATION

The key persons to be immediately notified and involved in the implementation of the Contingency Plan are to be the Chairman, HR Manager, Finance Manager, Company Secretary, PR manager, and Chairs of the Risk and Nominations Committees.
5.
EXPLANATION AND DETAILS

· [Organisation Name]


· Chief Executive Officer


· Interim Chief Executive Officer


· HR Manager


· Finance Manager


· Company Secretary


· Chairman of [Organisation Name]


· Chair of the Risk Committee


· Chair of the Nominations Committee


· PR


· Emergency is the unavailability of the CEO to continue in their role

6.
PLAN GENERAL

6.1
Review of this plan

This plan must be formally reviewed at least every twelve (12) months.  Any proposed changes to this plan must be referred immediately to the Board for their consideration and approval.

The Chairman and Chairs of the Risk and Nominations Committees and Company Secretary are responsible for maintaining the plan reviews as outlined above.

6.2
Informed and ready

To ensure the operability of the plan, its existence must be acknowledged at each meeting of the Risk and Nominations Committees as a standard agenda item.
7.
IMPLEMENTATION
	Identified issue/activity
	Assessment
	Response
	Action by whom
	When
	Status

	Emergency incident
	
	
	
	
	

	Collect detail
	
	
	
	
	

	Initial notification
	
	
	
	
	

	Communication to Board
	
	
	
	
	

	Informing others as agreed
	
	
	
	
	

	Communicate to staff and key stakeholders
	
	
	
	
	

	Establishment of immediate plan to address emergency
	
	
	
	
	

	Activation of plan
	
	
	
	
	

	Manage media and inquiries
	
	
	
	
	

	Summarise key projects and activities situation status report
	
	
	
	
	

	Determine immediate and short term action plans
	
	
	
	
	

	Circulate for Board approval
	
	
	
	
	

	Determine tasks/assignments
	
	
	
	
	

	Allocate tasks/assignments
	
	
	
	
	


8.
RELATED EXISTING POLICIES GUIDELINES AND WORK INSTRUCTIONS

Insert relevant details here:
9.
PRELIMINARY PLAN

9.1
Damage control

Rumours and hearsay can damage staff morale.  The details of the nominated Interim CEO are to be publicised and all communications are to show a positive attitude in order to maintain morale and confidence in the organisation going forward.

An important component of damage control is the communication plan which is about informing the stakeholders/constituents quickly that everything is under control and being managed.  Act quickly to avoid letting the information be conveyed through the rumour mill.  The focus of damage control communications initiative will have both internal and external audience publics.

For external publics, the communication plan should include information on:

· the new person to contact;

· the protection of information - assure contacts, as appropriate, that project information, intellectual property, etc will not be compromised; and

· continuity - everything will proceed as before; the integrity of the relationship is secure.

· For internal publics, the communication plan should focus on:

· assurances that the organisation’s interests have been protected;

· continuity issues -  work and projects will continue as before; and

· reminders that staff should not share any critical information with those who have left the organisation.

9.2
Risk assessment

After the initial, immediate damage control effort, it is time to assess whether the actual risks that this loss throws up are the same as had already been identified, or are they worse?

Do whatever is prudent and necessary to reduce risk and protect the interests of the whole of the organisation.

9.3
Security

Security issues also need to be addressed, as is the case when any staff member leaves your team.  Some security issues are:

· change the door locks and building access codes;

· change all passwords;

· back up all e-mail and data from the CEO’s work station;

· redirect e-mail from the CEO to the designated person; and

· ensure that the CEO did not “take” any proprietary code/contacts/lists/data with them; they should leave with only personal effects.

9.4
Legal considerations

The standard manner of mitigating the risks posed by the CEO leaving concerns their employment contract.  Check its terms and ensure compliance.

If there is one, check the Non-Disclosure Agreement (NDA).  This is a confidentiality agreement that protects the information and intellectual property of the organisation.

9.5
Staff morale

Communicate with all staff and volunteers affected and take immediate action to protect against any exposure to risk.  Help staff and volunteers remain calm, focused, and organised.  It is not ‘the end of the world’; the organisation is bigger than the individual.

9.6
Delegation lines

In the CEO’s absence the delegation lines are as follows:

To ensure the day-to-day operational continuity of the organisation, any management decisions would be addressed by the following people/positions:

· ‘X’ issues referred to the Director of ______________________.

· ‘Y’ issues referred to the Manager of _____________________.

· ‘Z’ issues referred to the Director of ______________________.

· Financial issues referred to the Finance Manager.

· Human Resources issues referred to the Human Resources Manager (who if required will engage a nominated external party).

The interim CEO would liaise with the Chairman of the organisation on a daily basis initially to ensure the Board is kept abreast of the operations of the organisation.

The Senior Staff would work within their limitations and refer any issues to the Interim CEO for discussion with the Chairman of the organisation as agreed.
10.
APROVED BY BOARD

	DATE OF APPROVAL
	


	SIGNED BY CHAIRMAN
	


	DATE FOR REVIEW
	


	SIGNED BY COMPANY SECRETARY
	



Enterprise Care 

Enterprise Care was established in 1988 and is a respected long standing provider of governance and related products and services to Not for Profit, government and commercial organisations. 

At Enterprise Care we are:

· Authentic;

· Innovative;

· Accountable; and

· Collaborative.

These values define the way we work. The Vision is of “organisations accomplishing optimum performance through good governance practices.”

The stated Mission of Enterprise Care is “to guide organisations in undergoing positive transformation and accomplish their Mission.”
Enterprise Care helps Boards, Directors and CEOs:

· discover their governance performance aspirations;

· design a practical blueprint to improve governance practice and performance;

· deliver guidance on the implementation of the blueprint.

Enterprise Care provides a complete spectrum of governance products and services to empower Directors, CEOs and senior staff to deliver ongoing positive transformation within their organisations.

Enterprise Care works with Boards, Directors, CEOs and senior staff to ensure the sustainable transformation of their organisations. We discover the organisation’s governance performance aspirations via reviews and assessment; we then design a relevant, pragmatic and workable strategy, by way of a blueprint, to improve the organisation’s governance performance and practice; and we deliver guidance as to the tailored governance solutions that can be implemented for a positive transformational outcome.

This is a part of the ‘whole of organisation’ approach that encompasses the Enterprise Care seven (7) governance domains of Culture, Leadership, Strategy, Innovation, Engagement, Capability and Structure.
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