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It provides a structured approach to understanding the situation, assessing the impact on prioritised services, considering available options and making clear, timely decisions. It should be used when an incident, disruption or emerging risk may affect service delivery, staff, buildings, ICT, suppliers or other critical dependencies. The model is particularly useful during incident meetings, escalation discussions and recovery planning, helping teams agree priorities, record the rationale for decisions and ensure actions are communicated effectively.








Step 1. This stage involves gathering information and intelligence to establish situational awareness.
· What has happened or may happen?
· When did it happen or when is it likely to happen?
· Where has it happened or where is it likely to happen?
· How long is it likely to go on for? 
· Is it short / medium or long term impact
· How is the incident being coordinated across the Council? 
· Is an early communication required (to staff)? 

Step 2. Assess the impact on Prioritised services and set the high-level priorities.
· Which Prioritised services have been disrupted?
· What is the priority order for recovery?
· Which Prioritised services are at risk of disruption?
· What is the priority order for protection?
· What are our top priorities (to do in the next x hours)?

Step 3. Consider existing BC plans, policies and procedures.
· Do we have a BC plan for this already?
· Is this subject to wider policies and regulations?
· Are there any constraints on the actions we can take?
· What issues should be escalated up the management line?

Step 4. Identify options and contingencies, make the decision.
· What does it say in the BC Plan or Action Card?
· Will this be sufficient to protect and recover the Prioritised services?
· If not, what else could we do?
· Is the action feasible, suitable and acceptable?
· Make the decision, i.e., choose the option/s that will protect or recover the Prioritised services most effectively within the RTO.

Step 5. Take action and communicate.
· What is the specific instruction or advice that needs to be issued?
· To whom does it need to be issued?
· Issue the instruction or advice and check for understanding.
· Respond to immediate feedback.
· Who else needs to be informed?
· If necessary, complete a Communications Plan using the template in Appendix 2.

This process is not one-dimensional and rigid. At any stage a INCIDENT MEETING can…
· Take in new information.
· Re-assess impact, risk or strategy.
· Consider a new option or contingency.
If this occurs, the INCIDENT MEETING merely asks itself, what should change.
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