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1.0 Introduction  
 

Essex Clinical Commissioning Groups (CCGs) are defined as Category 2 responders under 
the Civil Contingencies Act 2004 (Contingency Planning) Regulations 2005, meaning that 
there is a duty to cooperate with the Category 1 responders.  
 
In addition to meeting legislative duties, Essex CCGs are required to comply with guidance 
and framework documents, including but not limited to;  
 

 NHS England Emergency Planning Framework 2013; 

 NHS England Core Standards for Emergency Preparedness, Resilience and 
Response 2013; 

 NHS England (Operating Framework) Everyone Counts Planning for Patients 
2013/14;  

 
This is achieved through the publication, testing and exercising of plans for key services as 
agreed by the Essex CCG Executive Boards/Governing Body. 
 
This document provides the scope and policy for Emergency Preparedness, Resilience and 
Response (EPRR) across Essex, detailing the minimum requirements for planning and 
responding to a major incident.  
 
2.0 Policy Statement 
 
An integrated approach for EPRR across all 7 CCGs in Essex has been adopted. No 
individual CCG will need to write a plan as there is a generic pan Essex CCG Incident 
Response Plan. 
 
All Essex CCGs accept their statutory duties as a Category 2 responder under the Civil 
Contingencies Act 2004 (CCA) and as such will cooperate with Category 1 responders in 
order to enhance co-ordination and efficiency and to share information as required, prior to, 
during and following an incident. 
 
All Essex CCGs will have in place contingency plans that allow them to continue to provide 
services (or provision through its providers) during a major incident, so far as is practicable 
and to recover from the additional pressure that an incident may place on an organisation.  
 
All Essex CCGs will ensure that they are capable of responding to major incidents of any 
scale in a way that delivers optimum care and assistance to those affected, and one that 
minimises the consequential disruption to healthcare services and help brings about a 
speedy return to normal levels of functioning. 
 
In addition to its duties contained within the Civil Contingency Act all Essex CCGs recognise 
their EPRR responsibilities as detailed within section 46 of the Health and Social Care Act 
2012 (H&SCA) and will, in partnership with its commissioned services meet this 
responsibility through: 
 

 Building upon the existing strengths of current multi-agency coordination, and co-

operation which includes local NHS Trusts and other Category 1 Responders. 

 Ensuring that responsibilities of the Health and Wellbeing Partnership and the Local 

Health Resilience Partnerships enhance any response to emergency arrangements, 

both during the response and recovery phase. 
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 Fully integrating with partner agencies emergency arrangements, in supporting both 

the Acute Trust receiving hospitals and delivering primary healthcare directly within 

the community. 

 Reviewing the state of readiness and operability to extend further, with the 

assistance of new and improved partnerships, the capability to handle a new kind 

and potential magnitude of threat. 

 Ensuring that plans for business continuity are in place. 

 Engendering a culture within each CCG to make emergency preparedness an 

intrinsic element of management and operations. 

 
In order to achieve this CCGs will provide a 24/7 On Call Function, in the following locations: 
 

 South Essex (Thurrock CCG, Castle Point and Rochford CCG, Southend CCG and 
Brentwood and Basildon CCG) 

 Mid Essex 

 North East Essex  

 West Essex 
 
The On Call Director will hold a pager and will receive calls and respond to 
  

 Major Incident Notifications 

 Surge Management/Capacity Issues 
  
The on call rotas will be managed by the CCG Emergency Planning Team, and published, 
along with all other relevant on call information within Drop Box. All on call staff will have 
access to drop box.  
 
3.0 Scope 
 

3.1 In Scope of this policy 

  

 Brentwood and Basildon CCG - Phoenix Place, Christopher Martin Road, 
Basildon, SS14 3HG. 

 Castle Point and Rochford CCG - Phoenix Place, Christopher Martin 
Road, Basildon, SS14 3HG 

 Mid Essex CCG - Wren House, Hedgerows Business Park, Colchester 
Road, Chelmsford, CM2 5PF 

 North East Essex CCG - Primary Care Centre, Turner Road, Colchester, 
CO4 5JR 

 Southend CCG - Suffolk House, 102-104 Baxter Avenue, Southend on 
Sea, SS2 6HZ 

 Thurrock  CCG - Civic Offices, New Road, Grays, Essex RM17 6SL  

 West Essex CCG - 4 Spencer Close, St Margaret’s Hospital, Epping, 
CM16 6TN 

 

 3.2 Out of Scope of this policy 

 

 Essex Commissioning Support Unit - 8 Collingwood Road, Witham, 

Essex, CM8 2TT 
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4.0 Purpose  
 
The purpose of this document is to ensure that all Essex CCGs act in accordance with the 
Civil Contingencies Act 2004, Health &Social Care Act 2010 and the NHS England national 
policy and guidance by undertaking the duties listed below: 

 To clearly define Board/Governing Body level responsibilities and lines of 

accountability throughout the organisation 

 To ensure that major incident plans and service continuity plans have been 

established and are well communicated 

 To ensure that the plans address the consequences of all situations that might 

feasibly occur 

 To ensure that plans involve robust arrangements for the operational recovery from 

all such incidents 

 To ensure that all key stakeholders are consulted and collaborated with concerning 

their role in the plan and that they understand those responsibilities  

 To ensure that the plans are tested and are regularly reviewed 

 To ensure that funding and resources are available to respond effectively to major 

incidents 

 To ensure that all Essex CCGs have access to up to date guidance relating to EPRR 

 To ensure that staff receive emergency preparedness training that is commensurate 

with their role and responsibilities 

 To ensure that a risk based approach to planning is undertaken, and that all risks are 

assessed, mitigated and recorded onto the CCG EPRR risk register. 

 To ensure that indicators demonstrating emergency preparedness and/or early 

warning of risk are used within contracts and service specifications 

 To ensure that the whole system is monitored and audited regularly 

 
5.0 Command and Control (including On Call) 
 
5.1 Command and Control 
 
As part of an integrated EPRR function the Essex CCGs have a generic CCG Incident 
Response Plan. The role of the CCG in responding to an incident is defined within that 
document, and the CCG On Call Director will activate the local CCG Incident Coordination 
Centre if required. 
 
The NHS England Essex Local Area Team will declare a major incident and advise the CCG 
On Call Director accordingly. The CCG On Call Director will then activate and form part of 
the local CCG Incident Response Team, if needed. 
 
The CCG On Call Director will respond to all requests from the NHS England Incident 
Director, but will effectively manage and liaise with providers of commissioned services (not 
primary care) to ensure that they are responding as requested, providing ‘Business as Usual’ 
services and also managing surge at the Acute Trusts. 
 
5.2 On Call 
 
In order to fulfil the requirements above CCGs provide a 24/7, 365 day On Call Director 
function. This is split into 4 areas, South Essex, North East Essex, Mid Essex and West 
Essex. 
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Each On Call Director holds a pager and is on call for a 7 day period commencing at 0900 
on a Monday morning. 
 
The On Call Director is on call both in and out of hours. The CCG On Call Director may 
request the assistance of other CCG Directors and Senior Managers when responding to an 
incident. 
 
All calls and records of action taken must be logged and sent to the Head of Emergency 
Planning within 72 hours. 
 
5.3 Administration of On Call 
 
The CCG Emergency Planning Officer will manage the On call Rotas for all areas, with the 
exception of North East Essex CCG who manage their own rota.  
 
Rotas will be scheduled for a year from March annually and issued. Changes will be made 
and rotas re-issued as necessary. Staff on the rota requiring changes will arrange the 
changes and advise the CCG Emergency Planning Officer accordingly.   
 
A separate rota for the Christmas, New Year and Easter period will be produced. 
 
5.4 On Call Documentation 
 
There are a number of documents available to assist the on call staff. These documents 
include: 
 

 On Call Director Action Card 

 On Call Director Aide Memoire 

 On Call Manual/Guide 

 Initial Call Record Sheet 

 Incident Log Sheet 

 EP Contact Directory 

 List of trained Log Keepers 
 
All of these documents are available within the online Dropbox that all On Call Staff have 
access to. 
 
 
6.0 Roles and Responsibilities 
 
6.1 Chief Operating Officer 
 
The Chief Operating Officer (COO) is responsible for major incident and service/business 
continuity planning. The day to day implementation of this procedure is the responsibility of 
the Chief Operating Officer. 
 
In the event of a major incident the CCG Director On Call will be responsible for activating 
the response arrangements. 
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6.2 On Call Director 
 
The On Call Director is responsible for handling the initial calls, and responding as 
necessary, activating the local CCG Coordination Centre if required. 
 
6.3 Lay Board/Governing Body Member with EPRR Responsibility 
 
The Lay Board/Governing Body Member has oversight at board/governing body level for 
EPRR arrangements. 
 
6.4 Emergency Accountable Officer 
 
The Emergency Accountable Officer (EAO as required under the H&SC Act 2012), is 
responsible for the strategic implementation of major incident and service/business 
continuity planning in accordance with the aims as detailed within section 4 of this 
procedure. 
 
The EAO has a duty to attend the Local Health Resilience Partnership 
 
6.5 CCG Head of Emergency Planning 
 
The Head of Emergency Planning is responsible for all aspects of operational 
implementation of the aims contained within section 4 of this procedure and reports to the 
Emergency Accountable Officer. 
 
Specific responsibilities include: 
 

 Ensuring that the CCG jointly plans with Acute Trusts, Community Providers, Mental 
NHS England Local Area Team, Local Authorities, and other category 1 and 2 
responders as required. 

 Chairing the Integrated Emergency Preparedness Committee Meeting. 

 Developing and continuously monitoring the EPRR arrangements. 

 Ensuring that staff are appropriately trained and have the necessary skills to carry 
out their role 

 Providing regular updates and annual reports to the Emergency Accountable Officer 
and CCG board/governing body. 

 Lead the resilience elements of the CCG Risk Register 

 Overseeing the audit and fit for purpose requirements for both emergency planning 
and business continuity 

 Represent the CCG at the Local Health Resilience Partnership (LHRP) 
 

6.6 Integrated Emergency Preparedness Committee 
 
This committee is made up of the EAOs from all Essex CCGs and is chaired by the Head of 
Emergency Planning. 
 
Members of the Integrated Emergency Preparedness Committee will have responsibility for 
their operational area and will have responsibility for ensuring that the resilience policies and 
procedures and emergency plans, are adopted and that appropriate staff are trained and 
made aware of their roles and responsibilities. 
 
The Integrated Emergency Preparedness Committee shall also be responsible for ensuring 
that exercises are undertaken and that improvements are implemented where required. 
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The Integrated Emergency Preparedness Committee will work in partnership with the Local 
Health Resilience Partnership to ensure the integrated management of resilience across the 
county. 
 
6.7  Local Health Resilience Partnership (LHRP) 
 
The EAO and the CCG Head of Emergency Planning have a duty to attend the Strategic 
LHRP. 

 
The LHRP will provide a strategic forum for local organisations to facilitate health sector 
preparedness and planning for emergencies at Local Resilience Forum level.  
 
6.8 Staff with Specific Resilience Roles 
 
Members of staff identified in EPRR arrangements have a responsibility for attending training 
and responding to any incidents as detailed within the appropriate plans. 
 
It shall be the responsibility of each member of staff to identify a suitable substitute 
representative and ensure they are trained in accordance with the relevant EPRR functions. 
 
7. Record Keeping 
 
All staff involved in the response to any incident must keep records of actions/decisions 
taken and submit these records to the Head of Emergency Planning within 72 hours. 
 
8. Hazard Analysis and Risk Management 

 
A hazard analysis and risk assessment will be undertaken by the Head of Emergency 
Planning and include detailed assessments of all potential incidences that may occur.  
 
The assessments will be monitored through the Integrated Emergency Preparedness 
Committee and will relate to both internal and external potential threats. Risk assessments 
will be regularly reviewed, at least annually, or when such an incident dictates the need to do 
so earlier. Any external risk may be required to be entered onto the Local Resilience Forum 
Community Risk Register if it is felt to pose a significant risk to the population. This action 
will be co-ordinated through the Local Health Resilience Partnership. 
 
9.  Development of Plans 

 
EPRR arrangements will be developed to enable all Essex CCGs to respond to the identified 
risks contained within the risk register. Specific plans include: 
 

 CCG Incident Response Plan  

 Business/Service Continuity Plan  

 Other specific local threats 

 
Multi agency plans will be developed through the Essex Local Resilience Forum (ERF) and 
health related plans co-ordinated on behalf of the ERF through the Local Health Resilience 
Partnership. 
 
All Essex CCGs will work in partnership with the Local Health Resilience Partnership to 
ensure its actions and responsibilities are detailed within multi agency plans and clearly 
understood. 
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Plans requested in accordance with contracts, service specifications and threat specific 
agreements (including provider business/service continuity plans) will be monitored through 
the Integrated Emergency Preparedness Committee which will liaise with the Local Health 
Resilience Partnership as required.  
 
Assurance in respect of EPRR arrangements will be regularly provided to the CCG 
Board/Governing Body. 
 
10.  Training 
 
Systems will be established to ensure that staff are made aware of the Emergency and 
Business Continuity Plans and are trained as appropriate to the roles that they are 
anticipated to undertake. This will include: 
 

 Induction Training for all staff 

 Annual Awareness Training for all staff 

 On Call Training  

 Action Card training for specific roles as detailed within plans 

 Specialised training as necessary (for example Crisis Leadership and Loggist skills) 
 
Training needs will be identified through the Training Needs Analysis process and co-
ordinated by the Head of Emergency Planning. 
 
There is a separate training programme for Business Continuity Management System 
(BCMS) and this is referred to in the CCG BCMS Scope and Policy Document.  
 
11.  Testing/Monitoring of Plans 
 
Essex CCGs EPRR arrangements will be tested and reviewed annually, led by the 
Integrated Emergency Preparedness Committee. 
 
In line with the NHS England guidelines as detailed within the BCMS Testing and Exercising 
programme, exercises will be held on a regular basis.  
 
12.  Review 
 
This procedure shall be reviewed annually or as and when incidents or national guidance 
deem it to no longer be ‘fit for purpose’. 
 
The review of EPRR arrangements is as per the BCMS Management Review Programme. 
 
13.   Document Approval and Control 

 
13.1 Document Approval 
All documents relating to Emergency Preparedness Response and Resilience will be 
subject to the following formal approval, ratification and review process. Documents 
will be presented to the Integrated Emergency Preparedness Committee for 
development and approval, before subsequent approval by the CCG 
Board/Governing Body, via the required Committee. 
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Integrated 
Emergency 

Planning 
Committee 

 Basildon and Brentwood Quality and Governance 
Committee 

 
 

CCG 
Board / 

Governing 
Body 

Castle Point and Rochford Quality and Governance 
Committee 

Mid Essex Audit Committee 

North East Essex Formal Executive Board 

Southend Quality, Finance and Performance 
Committee 

Thurrock Quality and Governance Committee 

West Essex Formal Executive Board 

    
Approval of documents within the Integrated Emergency Preparedness Committee 
and Board/Governing Body Meetings must be reflected within the minutes taken. 
 
Documents will be required to be reviewed annually from the date of ratification, 
unless otherwise stated. However all documents will be required to be reviewed 
should there be a change to business process or services which affects the 
arrangements outlined within the document.  
    
13.2 Document Control 
 

All documents will be subject to Document Control to ensure the most up to date 
version is in use as follows: 
 

Sequence Explanation Example 

DRAFT First draft version of the document (should be followed 
by the date last updated) 

DRAFT 21 June 13 

1.0 First published version of the document. Version 1.0 

X.X DRAFT Subsequent version of the document in draft format 
(should be followed by the date last updated) 

Version 1.1 DRAFT 
20 June 13 

X.X Subsequent version of the document published with 
minor amendments 

Version 1.1 

X.0 Subsequent version of the document published after 
annual review or major amendment 

Version 2.0 

 
13.3 Document Publication 

  
Documents will be made available to all staff via the internal CCG websites. 

 
It is the policy of Essex CCGs to make Emergency Planning, Resilience and 
Response documents publically available via the public CCG website with 
information redacted as per Section 13.0 Freedom of Information Act 2000. 
 
Those individuals with specific emergency planning responsibilities such as named 
roles within the plan and On Call Directors will receive an electronic copy of all newly 
published documents or versions via email from the Head of Emergency Planning. 
The documents will also be placed in Dropbox. 
 
Stakeholders and partner agencies requiring copies of the EPRR documents will 
receive them electronically via email from the Head of Emergency Planning. 

  
13.4 Document Retention 

 

 Electronic copies of all previous versions of documents will be retained for 7 years.  
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14. Freedom of Information 
 

The Freedom of Information Act 2000 gives the public a wide-ranging right to see all kinds of 
information held by the government and public authorities. Authorities will only be able to 
withhold information if an exemption in the Act allows them to. As such a publically available 
version of this document will be made available. In line with Government and NHS 
Document Protection Markings some information (confidential and sensitive) will be redacted 
from publically available versions.  
 
15. Associated Documents 
 

 CCG On Call Director Action Card / Initial Call Record 

 CCG On Call Director Aide Memoire 

 CCG On Call Policy 

 CCG Incident Response Plan 

 CCG Business Continuity Suite of Documents 
 


