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Introduction

Give a quick introduction to the Business Continuity Plan, why it has been developed and
what you expect of it and from your staff. Dedicate a whole page to this section to give it
more impact and put your signature to this section of the plan.

Distribution List

Name Location Copy Number

001

002

003

004

005

etc

Document Owner

If you have any suggested changes to this plan, please notify:

J B Bloggs — R&D Branch — Extension 2478

References and Related Documents

1. Document title.
2. Etc
3. Etc




Aim of This Plan

To prepare this company/business to cope with the effects of an emergency etc, etc.

Objectives
* To define and prioritise the critical functions of the company/business
* To analyse the emergency risks to the business
* To detail the response to an emergency
* To identify key contacts during an emergency

Etc




Business Continuity Plan

This is the main text of your plan on how to mitigate any emergency that befalls your
company/business. In it you lay down how you as a company/business and who within the
company/business will do this.

The tools which you have used (i.e. business impact analysis, critical function priority list,
etc) to produce the plan should be inserted as Annexes to the main document.

This plan is to be comprehensive enough to cover all eventualities you have highlighted in
your investigations and noted in your annexes.

The plan should have your signature at the end, before the annexes.




Business Impact Analysis

Annex A

| Critical Function:

Effect on Service:

Time iEffect on Service
First 24 hours i
24 — 48 hours Z
Up to 1 week z
Up to 2 weeks Z

Resource Requirement for Recovery:

Time Number of staff Relocation? Resources Date required
required
First 24 hours * *
24 — 48 hours * *
Up to 1 week * *
Up to 2 weeks * *




Critical Function Priority List

Annex B

Priority

Critical Function

Slo|xo|Nlo|u|s(wiN| =

Etc




Risk/Hazard Analysis Table

Using the risk/hazard analysis table on page 11

Annex C

Risk/Hazzard Matrix Score
VH = Very High
H = High
M = Medium
L = Low
Hazard Impact Mitigation in Mitigation Risk Matrix
Place Possible Score
Loss of IT
Access to
Building

Loss of Utility

Loss of Supplier

Loss of staff

Loss of
Telecomms

* 0¥ kX * * OF X kX L I L B * 0¥ Ok kX[ X * X F  *

* 0¥ kX Ok *  * X kX * 0¥ kX X *  * X %k * * 0¥ %k ok X[ F  * X X *

* 0¥ kX * * OF X F * 0¥ kX X * OF X F * 0% Xk Ok X[ X F X X F




Emergency Response Checklist

For use during an emergency

* Start a Log of Actions Taken:

* Liaise with Emergency Services:

* ldentify any damage:

* ldentify functions disrupted:

* Convene your Response and Recovery Team:

* Provide information to staff:

* Decide on course of action:

* Communicate decisions to staff and business partners:

* Provide public information to maintain reputation and business:

* Arrange a debrief:

* Review Business Continuity Management Plan:

Annex D
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Loqg Sheet

TIME
(24 FROM

hour)

TO

EVENT

ACTION TAKEN

ACTION
BY
(NAME)

SIGNATURE

TIME

hour)
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Annex F

Response and Recovery Team Contact List

Name

Appointment

Office
Number

Mobile
Number

Address




Business Continuity
Essential Contact List

Annex G

Service Service
Provider

Contact
Name

Office
Number

Mobile
Number
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Staff Contact List

Annex H

Name Home Number

Mobile
Number

Address
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Annex |
Example of a Holding Statement

1. (Company/Business name) is a (small/medium/large) (independent/family
run) company/business employing personnel in the (describe what
your company/business does).

2. It is with (regret) that (Explanation as to what incident has occurred).
Or,

2. Today at (Time), (Explanation as to what incident has occurred).

3. We are in contact with the (families/customers/contractors/suppliers etc

(dependent upon the nature of the incident)).
3. The company/business has a helpline which is (telephone number).

4. When more information is available we will inform everyone by (put in
what means of communication).

Once the statement has been passed do not get drawn into answering on the
spot questions. State that you have to return to the company/business to help
implement any ongoing plan, direct questioners to the helpline.

Have a pre-prepared one page document stating exactly what your
company/business does, for the press/media to take away. This will concentrate
any reports they publish, or air about your company/business factually based and
not on assumption.
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