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KEY CONTACTS
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07976 821675
frank.mcfadden@storycontracing.com

Helen Jameson
HR Director
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Managing Director – Rail England
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Managing Director – Story Scotland
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COVID-19 BUSINESS CONTINUITY PLAN

CURRENT  
STATUS

BACKGROUND  
INFORMATION

COMPLETE
•	 Business Continuity Team created - Executive Leadership Team and others  

as necessary

•	 Daily Business Continuity Meeting created

•	 Key functions identified to ensure business continuity: 
   - Payroll  
   - Procurement  
   - Purchase Ledger  
   - Roster and Planning  
   - Supplier Assurance  
   - HSQE  
   - HR  
   - Project Management 

•	 Key function set up as home workers and testing completed to ensure full 
functionality 

•	 Route critical key sites identified 

•	 Key workers identified 

•	 Letters issued to key workers in order the maintain access to education and 
childcare 

•	 Site Priority List created to ensure resource can be directed to high priority sites 
in the event of increased sickness absence

•	 Intranet hub created with FAQs, wellbeing information and information on 
where to find financial advice.

•	 Key Worker letters distributed to all staff working in critical roles

•	 Implemented all social distancing and safety measures on-site including one-
person-per-vehicle travelling.

ONGOING
•	 Continue to work with clients to identify key sites 

•	 Track worker absence rates associated with COVID-19 symptoms 

•	 Be prepared to close lesser priority worksites and divert resources

•	 Implementation of Coronavirus Job Retention Scheme phase one

•	 Supporting our supply chain strategically and, where necessary, financially

PENDING GOVERNMENT DECISIONS
•	 Prepare for further site closures including the need to make safe and secure 

worksites
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BACKGROUND  
INFORMATION

Story Contracting have adopted a 6-stage practical and strategic approach to 
tackling Covid-19, and the progression of the pandemic increasing its impact  
on our business. 

These stages are moving very quickly so it is important to review each stage  
as we are dealing to some extent with the unknown. 

As and when the business believes we are moving into the next stage, all 
actions for the previous stages will be reviewed as well as the plan going 
forward. 
 
The 5 business critical stages we have summarised and considered are: 

Stage 1 – Business ‘almost’ as usual – awareness of risks and plans in place 

Stage 2 – Cases of Covid-19 confirmed in staff or staff off work self-isolating with 
symptoms 

Stage 3 – Government Restrictions in place affecting work and 20% staff on sick 
leave 

Stage 4 – Regional offices shutdown/only critical sites remain  

Stage 5 – Business shutdown – unable to maintain any sites 

Stage 6 - Business reopening and recovery

This is based on 6 key areas of the business: 

•	 People Management 
•	 Operations and Strategic Management 
•	 Housekeeping 
•	 Communications 
•	 Supply Chain Management 
•	 Critical Support Function Protection (IT, Payroll, Purchase Ledger) 

At all stages of this plan, Government Advice will be followed and adhered 
to as a minimum to protect everyone at Team Story. 
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STAGE ONE
BUSINESS ‘ALMOST’ AS USUAL

PEOPLE
•	 Test working at home 
•	 Consider sick pay 
•	 Ensure staff contact and emergency contact lists up to date 
•	 Minimise meetings 
•	 Minimise visits between offices 
•	 Minimise visits between sites  
•	 Increase hygiene awareness 

OPERATIONS & STRATEGIC MANAGEMENT
•	 Weekly board meeting moving to twice weekly 
•	 Liaison with all clients to understand their position 

HSQE & HOUSEKEEPING
•	 Ensure cleaning regimes and awareness 
•	 SSOW and appropriate risk assessments 
•	 Protection of vulnerable groups 

COMMUNICATIONS

•	 Daily communication with all staff via text and/or email 
•	 Posters developed for all workplaces with PHE advice 
•	 Comms planned formulated 
•	 Information Hub on intranet for Covid-19 

SUPPLY CHAIN MANAGEMENT

•	 Reassure suppliers 
•	 Ask for their continuity plans 
•	 Ensure plenty of stock where possible 
•	 Ensure programme critical sites are highlighted in case supplies run short 

CRITICAL FUNCTION SUPPORT

•	 Test IT, Payroll, Procurement and Purchase Ledger functions are all tested 
remotely, and staff trained in remote working methods 

•	 VPN reviewed and tested 
•	 Mobile phone provision analysed, and additional phones provided where needed 

STAGE TWO
CONFIRMED CASES OF COVID-19 OR  

STAFF SELF-ISOLATING WITH SYMPTOMS
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STAGE TWO
CONFIRMED CASES OF COVID-19 OR  

STAFF SELF-ISOLATING WITH SYMPTOMS

PEOPLE
•	 All staff working at home where possible 
•	 No office/site cross contamination 
•	 Site staff understand social distancing and hygiene regimes 

OPERATIONS & STRATEGIC MANAGEMENT
•	 Board meeting 3 times a week to continually monitor advice

HSQE & HOUSEKEEPING
•	 Vulnerable groups identified and contacted with advice 
•	 Deep clean of office/site conducted if any employees are sent home with 

symptoms 

COMMUNICATIONS

•	 Daily communication so all employees understand social distancing, self-
isolation and NHS guidelines 

•	 Upbeat comms introduced 
•	 Message from CEO to go out weekly to reassure staff 
•	 FAQ section on intranet introduced 

SUPPLY CHAIN MANAGEMENT

•	 Additional information requested from supply chain and made aware of our site 
restrictions and requirements 

•	 Transparent communication with supply chain if restrictions start to affect 
productivity 

CRITICAL FUNCTION SUPPORT

•	 Payroll and Procurement teams working remotely at all times and all system 
issues are now fully resolved 

•	 2000 meetings by Skype/Teams held successfully over a 2-week period 
transitioning from face to face meetings to technological solutions 
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STAGE THREE
GOVERNMENT RESTRICTIONS IN PLACE  
AND 20% OF STAFF OFF ON SICK LEAVE

PEOPLE
•	 Look to retain all staff using the Coronavirus Job Retention Scheme 
•	 Potential for sacrificial and critical sites conversation with clients 
•	 Consider ‘holiday’ policy and impact when economy starts to recover, if staff are 

on annual leave 
•	 Consider impact of school closures and key workers 

OPERATIONS & STRATEGIC MANAGEMENT
•	 Board meeting 3 times a week continues with special subgroups addressing 

relevant issues as they arise 

HSQE & HOUSEKEEPING
•	 3-month isolation for high risk vulnerable conversations 
•	 Tool box talks formulated 
•	 Reminder about best practice 

COMMUNICATIONS

•	 Daily comms continues 
•	 Simple jargon buster guide for staff 
•	 Inviting questions from staff to answer on FAQ’s 
•	 Texts sent to personal and work mobiles alerting staff to critical comms 
•	 Key worker comms sent out 

SUPPLY CHAIN MANAGEMENT

•	 Update sent to supply chain and clients with Story updated Business Continuity 
Plan

CRITICAL FUNCTION SUPPORT

•	 Helpdesks and contact details circulated  
•	 IT support remote working 
•	 IT sourcing additional ink supplies and consumables for staff working at home 

STAGE FOUR
REGIONAL OFFICES CLOSE AND  

ONLY CRITICAL SITES REMAIN
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STAGE FOUR
REGIONAL OFFICES CLOSE AND  

ONLY CRITICAL SITES REMAIN

PEOPLE
•	 Key worker letters distributed to all workers in critical roles
•	 Implemented all social distancing and safety measures on-site including 

one-person-per-vehicle travelling
•	 Implementation of Coronavirus Job Retention Scheme phase one

OPERATIONS & STRATEGIC MANAGEMENT
•	 Continue to protect long term plans and ensure programme critical sites are 

maintained where possible 
•	 Shutdown plan in place

HSQE & HOUSEKEEPING
•	 Ensure all plans and policies are being adhered to 
•	 Ensure staff are getting support and HSQE advice 

COMMUNICATIONS

•	 Clear comms to all about sites that remain operational 
•	 Daily updates continue 
•	 Mental wellbeing comms and support 
•	 Intranet hub created with FAQs, wellbeing information and information on 

where to find financial advice
•	 Coronavirus Job Retention Scheme hub set up on staff intranet, providing 

information for all staff who have been ‘Furloughed’

SUPPLY CHAIN MANAGEMENT

•	 Continue to be transparent with supply chain regarding potential decrease in 
requirements

•	 Supporting our supply chain strategically and, where necessary, financially

CRITICAL FUNCTION SUPPORT

•	 Payroll and Purchase Ledger staff supporting Procurement with supply chain 
and invoicing to minimise disruption
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STAGE FIVE
BUSINESS SHUTDOWN 

UNABLE TO MAINTAIN ANY SITES

PEOPLE
•	 Consider use of holidays/parent annual leave 
•	 Maximise Coronavirus Job Retention Scheme to ensure we are ‘ready for action’ 

once lockdown lifted 

OPERATIONS & STRATEGIC MANAGEMENT
•	 Site shutdown implemented

HSQE & HOUSEKEEPING
•	 Consider all HSQE issues with site shutdown

COMMUNICATIONS

•	 Clear comms to clients and workforce 
•	 Maintain daily message to staff 
•	 Additional mental wellbeing comms distributed 

SUPPLY CHAIN MANAGEMENT

•	 Communicate with supply chain to pay invoices and support them

CRITICAL FUNCTION SUPPORT

•	 Payroll implement Coronavirus Job Retention Scheme for staff as advised

STAGE SIX
BUSINESS REOPENING AND RECOVERY



COVID-19 BUSINESS CONTINUITY PLAN

STAGE SIX
BUSINESS REOPENING AND RECOVERY

PEOPLE
•	 Phased return back to sites and office
•	 Full briefing on return to work from managers
•	 Phased visits behind sites and offices
•	 Phased return to work for those classified in vulnerable groups
•	 Continue increased hygiene awareness on sites and in office
•	 Assess wellbeing of workforce
•	 Employees should not return to work for 7 days if they have had symptoms or 14 

days if anyone in their household has had symptoms
•	 Employees should not return to work if they still have a high temperature or feel 

unwell

OPERATIONS & STRATEGIC MANAGEMENT
•	 Weekly board meeting held twice weekly 
•	 Liaison with all clients to understand their recovery plans. 
•	 Identify start up sites. 
•	 Strategy created for the event of a second wave of Covid-19

HSQE & HOUSEKEEPING
•	 Ensure increased cleaning regimes and awareness prior to return to work
•	 SSOW and appropriate risk assessments prior to returning to work
•	 Identified employees who require competence renewed following extensions
•	 Check PPE stock

COMMUNICATIONS

•	 Regular communication with all staff via text and/or email to help them settle 
back into work and communicate any changes

•	 Comms plan created to engage staff with getting back to BAU
•	 Positive PR internally and externally to say Story is back in business
•	 Adapt Covid-19 intranet page to include return to work guidance

SUPPLY CHAIN MANAGEMENT

•	 Reassure suppliers that we’re back in business
•	 Share our recovery plan
•	 Ask for their recovery plans
•	 Share which sites will be opening first
•	 Ensure plenty of stock to service sites 
•	 Ensure critical sites are highlighted in case supplies run short 

CRITICAL FUNCTION SUPPORT

•	 IT to support payroll, procurement and purchase ledger and other systems based 
functions with their return to work

•	 Mobile phone provision analysed and additional phones provided where needed 
•	 Team leaders to plan phased approached of their departments
•	 Sites to be supported in start up



APPENDIX ONE 
SOCIAL DISTANCING

COVID-19 BUSINESS CONTINUITY PLAN

KEY WORKERS  
& WORKSITES

Employees of Story Contracting Limited working in critical roles in the transport 
sector, are classified as a ‘key worker’ in accordance with the guidelines issued 
by Government on 19 March 2020. 

The work these employees do is critical to the COVID-19 response as they work 
in one of the identified critical sectors within the following category: 

Transport: This includes those who will keep the air, water, road and rail 
passenger and freight transport modes operating during the COVID-19 
response, including those working on transport systems through which supply 
chains pass. 

Communications to key workers 

Employees of Story Contracting Limited who have been identified as key 
workers have been formally contacted to inform them that their specific role is 
necessary for the continuation of the essential public transport service. 

HSQE guidance for work sites 

Employees of Story Contracting Limited who have been identified as key 
workers have been sent guidance information on how to keep themselves safe 
and help keep our critical infrastructure sites operational. 

Accomodation for key workers 

Letters have been drafted and sent to hotels to ensure that they can remain 
open for employees of Story Contracting Limited who have been identified as 
key workers who are working on critical infrastructure work sites. 

Letter from Ministry of Housing, Communities & Local Government regarding 
hotel accommodation for key workers distributed to all relevant staff.

School arrangement for key workers 

Letters have been drafted for schools of employees of Story Contracting Limited 
who have been identified as key workers with children. 

If required, to arrange school attendance employees should show this letter 
to their child’s school.  If the school is closed, they should contact their local 
authority who will seek to redirect you to a local school in their area that their 
child can attend. 

Network Rail Key Worker Letter

Letters from Andrew Haines, Chief Executive of Network Rail, confirming status 
of Story Contracting staff as key workers as a member of the Network Rail 
supply chain distributed to all relevant critical workers.
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APPENDIX ONE 
SOCIAL DISTANCING

HSQE Communication - 24th March Toolbox Talk - 24th March

Staff Intranet Information Hub



COVID-19 BUSINESS CONTINUITY PLAN

APPENDIX TWO 
MINIMISING THE SPREAD OF COVID-19

Staff Intranet Post - 28th February

HSQE Communication - 2nd March

HSQE Communication - 5th March

HSQE Communication - 6th March

Staff Intranet Post - 9th March

Staff Intranet Post - 13th March

APPENDIX TWO 
MINIMISING THE SPREAD OF COVID-19



Staff Intranet Post - 17th March

COVID-19 BUSINESS CONTINUITY PLAN

APPENDIX TWO 
MINIMISING THE SPREAD OF COVID-19

Distributed Poster - 19th March

HSQE Communication - 24th March

Toolbox Talk - 24th March



APPENDIX FOUR 
GUIDANCE ON KEEPING OUR SITE TEAMS SAFE

COVID-19 BUSINESS CONTINUITY PLAN

APPENDIX THREE 
WHAT TO DO IF SOMEONE SHOWS  

SYMPTOMS OF COVID-19

HSQE Communication: 11th March

Newsletter to all staff - 16th March

Texts to all staff - 13th & 16th March

Staff Intranet COVID-19 FAQs
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APPENDIX FOUR 
GUIDANCE ON KEEPING OUR SITE TEAMS SAFE
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APPENDIX FIVE 
KEEPING IN TOUCH

APPENDIX SIX
KEEPING THE PUBLIC INFORMED

Texts to all staff Story Shout Outs: Site focused daily staff newsletter
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APPENDIX SIX
KEEPING THE PUBLIC INFORMED

Key Worker notification poster - to be displayed on site cabins of critical sites

Key Worker notification poster - to be displayed in vehichles of key workers

Non-Network Rail Site Example Network Rail Site Example Site Specific Information Example

Non-Network Rail Site Example Network Rail Site Example


