
Ethics-Bits and Pieces 

February 2016 

 
Ethics and Risk Management 

“The Red Folder” 

What’s in your “Red Folder”? 

It is your plan or course of action to help your 

department/and or organization respond 

effectively to a significant future event or 

situation that may or may not happen. 

 

Often referred to as “Plan B” having a plan of 

action in a “Red Folder” can be used as an 

alternative for action if expected results fail to 

materialize.  This type of planning is a 

component of practicing ethics and risk 

management. 

 

Fires, floods, tornadoes –these are things that 

we often connect with contingency planning. 

However, planning is not always just about 

major disasters. 

 

On a smaller scale, it's about preparing for 

events such as the loss of data, people, 

customers, and suppliers, everyday functions 

and other disruptive unknowns. That's why it's 

important to make “Red Folder” planning a 

normal part of the way your organization works. 

 

Maybe you rationalize and say that there is often 

a low probability of a crisis occurring so you 

don’t see Red Folder planning as an urgent 

activity.  Unfortunately, this can mean that the 

Red Folder gets stuck at the bottom of the “To 

Do List” as a task that never gets done.   

 

Remember these guidelines as you prepare your 

“Red Folder”. 

 

 

Your main goal is to maintain business 

operations –  

Look closely at what you need to do to deliver a 

minimum level of service and functionality. 

Identify your essential personnel, spokesperson 

should news media be involved with contact 

information in your folder.  Include a chain of 

command. In a tense or emergency situation, 

you may forget the numbers you think that you 

know. 

 

Define time periods – 

 

 What must be done during the first hour 

of the plan being implemented?  

 The first day? The first week? If you 

look at the plan in this way, you're less 

likely to leave out important details. 

 

Identify the trigger –  

 

What, specifically, will cause you to implement 

the contingency plan?  

Decide which actions you'll take, and when 

Determine who is in charge at each stage and 

what type of reporting process they must follow. 

 

Keep the plan simple – 

 

 You don't know who will read and implement 

the plan when it's needed, so use clear, plain 

language. 

 

Consider related resource restrictions –  

 

Will your organization be able to function the 

same way if you have to implement Plan B, or 

will Plan B necessarily reduce capabilities? 

 

Identify everyone's needs – 

 

 Have people throughout the organization 

identify what they must have, at a minimum, to 

continue operations. 

 

 

 

 



Define 'success' –  

 

What will you need to do to return to 'business 

as usual'? 

 

Manage your risks – 

 

Look for opportunities to reduce risk, wherever 

possible.  

Here are some key steps in the maintenance 

process: 

1. Communicate the plan to everyone in the 

organization. 

2. Inform people of their roles and 

responsibilities related to the plan. 

3. Provide necessary training for people to 

fulfill these roles and responsibilities. 

4. Conduct disaster drills where practical. 

5. Assess the results of training and drills, 

and make any necessary changes. 

6. Review the plan on a regular basis, 

especially if there are relevant 

technological, operational, and personnel 

changes. 

7. Revise your plan if needed, throughout 

the organization, and make sure that the 

old plan is discarded. 

8. Keep copies of the plan off-site, and in a 

place where they can be accessed 

quickly when needed. 

 

This is a proactive approach to being prepared 

for the not so ordinary circumstances that could 

occur.  In view of the new laws on open carry, is 

your organization prepared if someone points a 

gun at the customer service clerk?  What would 

you do? Do they know what to do? 

What if a customer drives through the building?   

What if a customer has a heart attack in the 

lobby?   

 

Be prepared.   Use your Red Folder. 

 

 


