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1. [bookmark: _Cel_dokumentu_i][bookmark: _The_aim_of]The aim of the document and the scope of application
The aim of this procedure is to determine the conduct in case of a crisis situation which may be detrimental to the activity and/or the reputation of Dr Gerard and its shareholders.
2. [bookmark: _Treść][bookmark: _The_content_of] The content of the procedure
[bookmark: _2.1_Definicja][bookmark: _2.1_Definition]2.1	Definition
2.1.1 The crisis situation is every situation dangerous to:
· the health and life of an employee, other person staying in the premises of Dr Gerard or the consumer of the products of Dr Gerard;
· the good reputation of Dr Gerard or its shareholders;
· the value of Dr Gerard.
2.1.2 The examples of crisis situations: accident at work, the death of an employee or other person in the premises of Dr Gerard, quality problems, which may pose a risk to the health of consumers or result in the decrease of the value of the company, terrorist incident, sabotage (attempt, the use of firearms, intentional poisoning of products), unannounced strike of employees, publishing negative or detrimental information about the company (financial problems, the cooperation with contractors with a bad reputation), bad quality of produced goods), ecological crisis, crimes (proven violation of law, accusations, signs of bringing an action at law), IT incidents (e.g. leakage of sensitive data).
[bookmark: _2.2_Komunikacja_wewnętrzna_1][bookmark: _2.2_Internal_communication]2.2	Internal communication
2.2.1	The employee recognising crisis situation is responsible to immediately initiate communication in line with the below communication tree: 
Employee -> Supervisor -> Crisis Team Coordinator
When it is impossible to contact direct supervisor, the following outline applies:
Employee -> Crisis Team Coordinator
2.2.2	When it is impossible to contact either the direct supervisor or the Crisis Team Coordinator, an employee shall notify any of the members of the crisis centre. 
2.2.3	Contact numbers are included in Attachment P-DG-11-z1 to this procedure. 
2.2.4	On the request of the Crisis Team, the Crisis Team Coordinator is obliged to notify other employees.
[bookmark: _2.3_Sztab_kryzysowy][bookmark: _2.3_Crisis_Team]2.3	Crisis Team
2.3.1	For the event of a crisis situation, the Management Board of Dr Gerard appointed the Crisis Team, the aim of which is to:
· analyse the crisis situation;
· assign the risk category;
· prepare the plan of anti-crisis measures;
· acceptance of anti-crisis action plan;
· coordinate and supervise the realisation of anti-crisis measures.
2.3.2	Crisis Team is composed of Crisis Team Coordinator and permanent members. In addition, other employers may be appointed to the Crisis Team depending on the needs arising from the type of crisis situation. 
2.3.3	Depending on the category of crisis situation, the Crisis Team Coordinator notifies other members of the crisis centre, the Management Board and the Supervisory Board as well as they coordinate the activities of the centre.
[bookmark: _2.4_Klasyfikacja_zaistniałej][bookmark: _2.4_The_classification]2.4	The classification of the crisis situation
2.4.1	Depending on the type of the crisis situation and its influence on the activity of reputation of Dr Gerard, three categories of incidents may be distinguished: 
· category 1 (high risk) 
· category 2 (medium risk)
· category 3 (low risk)
2.4.2	The classification of crisis situation is performed by the Crisis Team Coordinator. The following guidelines have to be made while determining the level of an incident:
Category 1:
· every incident dangerous to the life and health of employees or consumers,
· the risk of the suspension of production over 24 hours,
· IT incidents with „high” priority according to IT security policy (P-DG-08),
· the risk to the value of the company over 3% (revenue, result, value of the company)
· countrywide reputation risk. 
Category 2:
· the risk to the value of the company between 1% and 3%,
· accident at work, without the risk to life or the risk of permanent invalidity, resulting in a sick leave over 14 days,
· local reputation risk.
It should be noted that the above list does not include all of the possibilities and only gives guidance on how to classify a crisis situation properly.
2.4.3	The incidents of category 2 and 3 are reported only internally (to the President of Dr Gerard). In case of these incidents, the President together with other members of the Crisis Team decides on the further actions.
2.4.4	The Members of the Supervisory Board are informed about all incidents which have great influence on the activity and reputation of the company (category 1).
2.4.5	The procedure in case of the necessity to withdraw a product is conducted according to the manual I/R/M/17/2 Withdrawal of a procedure / The management of incidents.
[bookmark: _2.2_Komunikacja_wewnętrzna][bookmark: _2.3_Komunikacja_zewnętrzna][bookmark: _2.5_Komunikacja_zewnętrzna][bookmark: _2.5_External_communication]2.5	External communication 
2.5.1	The Crisis Team decides on the manner, content and time of the external communication in case of a crisis situation.
2.5.2	The following persons are authorised to provide the media with information: The President of Dr Gerard, a person designed by The President of Dr Gerard.
2.5.3	It is advised that appropriate declarations should be submitted at first to persons affected by a crisis situation, then to employees and then to the media.
2.5.4	Other employees of Dr Gerard cannot provide any information to media representatives as well as to other third parties except from the authorities conducting investigation. The breach of this rule may result in consequences provided for in the Labour Code.
2.5.5	A special attention should be paid to the conduct on the Internet (social networks, discussion forum). You should not enter in discussions, block or delete posts. When you notice the statements on the Internet which are detrimental to the reputation of Dr Gerard, you should inform the supervisor or Crisis Team Coordinator about it.
2.5.7	In case of the risk to health and life, appropriate services (emergency medical services, fire service, and police) should be immediately notified. 
2.5.8	Provided that it results from legal regulations, relevant members of the Crisis Team, upon consulting a lawyer, are obliged to notify external institutions (e.g. National Labour Inspectorate, Chief Inspectorate of Environmental Protection, Inspector General for Personal Data Protection).
[bookmark: _2.6_Raportowanie][bookmark: _2.6_Reporting]2.6	Reporting
2.6.1	In case of a crisis situation, the incidents of category 1 are immediately reported to the Supervisory Board; the incidents of category 2 are reported to all members of the Crisis Team; and the incidents of category 3 are reported only to the Crisis Team Coordinator.
2.6.2	Once in a month, Crisis Team Coordinator prepares a report including all of the crisis situations which took place and sends this report to the members of the Crisis Team and the Supervisory Board. The template of the report is included in Annexe P-DG-11-z2.
3. [bookmark: _2.4_Sztab_kryzysowy][bookmark: _Dokumenty_powiązane][bookmark: _Related_documents]Related documents
I/R/M/17/2 Withdrawal of a product / The management of incidents
P-DG-08 IT security policy
4. [bookmark: _Wskaźniki_efektywności_(opcjonalnie][bookmark: _Historia_zmian][bookmark: _History_of_changes]History of changes
Not applicable. Edition no. 1
	Responsible department: Dr Gerard Board Of Management
	Prepared by: E. Bagińska
	Approved by: J. Zawadzki
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