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If there is ever a business disruption or emergency call the main on call number as soon as you can which is:


	Name
	Job Title
	Office Contact
	Mobile Contact
	Home Contact

	Staff name 1
	Manager
	01*** ******
	07*** ******
	01*** ******
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Use the information from the Guide at Step 1 and copy into the table below

	PRIORITY
	SERVICE / PRODUCT

	1
	Receiving orders – restore within 2 hours

	2
	

	3
	

	4
	

	5
	

	6
	







It is important to think about your suppliers.  If they do not have a robust business continuity plan in place how would this affect you?
2
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	Objective
	Actions or Considerations

	Establish the current situation at the affected site or workspace.


	• What has happened?
• When did it occur?
• Are the Emergency Services informed or on-site?
• Is there access to the site?
• Are the IT systems and services still running?
• Who else has been informed?
• How potentially serious is it?
• Are there any casualties? If so, details?

	Decide whether to invoke Business Continuity plan.

The decision will be based upon the information provided consideration should be given to:

	· How quickly the business will be able to re-enter the affected workspace?
· Prevailing weather conditions.
· Whether the area is currently responding to an external incident.
· If the decision is to relocate key staff to the agreed alternative accommodation alert the site – (contact details in table below).
· If the decision is made not to invoke the plan, continue to monitor the situation until such time as normal access is granted to the disrupted location.

	Communicate with staff, suppliers, or customers. 

	· If a disruption occurs out of hours (OOH), staff communication will be co-ordinated by the manager or their designated staff member.
· Assess business and staff needs – do you need to have alternative working arrangements
· Enable staff to work from home or an alternative location.  Remind them to check in with their manager at an agreed time.
· Prioritise critical functions 
· Ensure communications is in place (staff, stakeholders, website, social media
· IF EVACUATION IS NEEDED: follow site evacuation plan considering staff, customer, and visitor safety.







	WHAT ARE THE CHANGES TO BE INFORMED
	WHO WILL THIS INFORMATION GO TO

	Alternative accommodation location:
	

	Contact name at location:
	

	Contact number:
	

	Staff to be relocated:
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	Objective
	Actions / Considerations

	Confirm the nature of the disruption.

	· What has happened?
· When did it occur?
· Which systems and/or services are affected?
· How potentially serious is it?
· What is the estimated duration of the problem?
· Who else has been informed (staff/ suppliers / customers)?

	Decide whether to invoke Business Continuity plan.

The decision will be based upon the information provided consideration should be given to:

	· How long systems will be unavailable?
· Whether the systems affected are required to support the business priorities?
· Whether the area is currently responding to an external incident?
· Inform staff that the Business Continuity Plan is being invoked or put staff on standby or invoke agreed manual systems to ensure that the service can continue to operate.
· If the decision is made not to invoke the plan, continue to monitor the situation until such time as normal service is resumed.

	Enter specific actions or considerations if the disruption is due to non-availability of   
IT systems or Data. 

Some examples of solutions / strategies:

	· Instigate manual work around systems 
· Accessing and making available critical data to key staff which has been protected.
· Keeping back up data securely off site, consider how often you might need to back data up, daily, weekly etc.
· Working from a secondary location unaffected by the IT issue.
· If the main landline(s) are lost revert to mobile phones and give number to key staff / suppliers / customers. Consider putting the mobile number on your website/twitter account if you lose your main land line.
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	Objectives
		Actions / Considerations

	Confirm the nature of the disruption

	· What has happened?
· When did it occur?
· Who and how many are affected?
· Which systems and/or services are affected?
· How potentially serious is it?
· What is the estimated duration of the problem?
· Who else has been informed (staff / suppliers / customers)

	Decide whether to invoke Business Continuity plan.


The decision will be based upon the information provided consideration should be given to:

	· How long staff will be unavailable
· Whether the staff are required to support the business priorities.
· Whether the area is currently responding to external incident
· Inform staff that the Business Continuity Plan is being invoked or put staff on standby or invoke agreed manual systems to ensure that the service can continue to operate.
· If the decision is made not to invoke the plan, continue to monitor the situation until such time as normal service is resumed.

	Enter Specific actions or considerations if the disruption is due to non-availability of Staff.
	· Change of job functions for some staff (to support the business priorities) 
· Employ agency staff
· Offer overtime  
· Consider outsourcing some services if possible until you are ready to restore and deliver them yourselves.
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	Objectives
	Actions / Considerations

	Confirm the nature of the disruption

	• What has happened?
• When did it occur?
• Which systems and/or services are affected
• How potentially serious is it?
• What is the estimated duration of the problem?
• Who else has been informed? (staff / suppliers / customers)

	Decide whether the Business Continuity Management Plan should be invoked.

The decision will be based upon the information provided consideration should be given to:

	· How long resources will be unavailable
· Whether the resources affected are required to support the business priorities?
· Whether the area is currently responding to an external incident?
· Inform staff that the Business Continuity Plan is being invoked or put staff on standby or invoke agreed manual systems to ensure that the service can continue to operate.
· If the decision is made not to invoke the plan, continue to monitor the situation until such time as normal service is resumed.

	Enter Specific actions or considerations if the disruption is due to non-availability of resources.
	· Arrangements/contracts to hire / borrow / purchase replacement resources from suppliers.
· Protective measures for resources e.g. not having all resources at one site/shop/office.
· Planning for loss of power for up to 2 days.
· Plan for fuel supply interruption.
· Planning for disruption to key water utilities.
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Staff need to be given clear direction about what the priorities of the business are, this can be achieved by having well thought out continuity strategies in place. Ensure that you monitor staff more closely to ensure that their welfare is maintained (e.g. regular breaks due to increased intensity or pressure of work, and support in case their normal duties change).

Staff must be made aware of what communication methods are going to be used so they can find out the latest information, especially if they are going to be working from home or a different location than normal.  If staff are going to be working from a different location, ensure that they know where the location is (provide a map and or directions if necessary) and they can get there and get access.  
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Out of office hours

The manager for the business or the designated staff member will keep staff up to date by the following methods:

· Telephoning staff and passing on essential information.
· Mobile phone text cascade of information if appropriate

Information may be available via the following depending on the reason for disruption:

· Business name and website
· Or via the business Twitter account    

Staff should be given the opportunity to feedback any comments they may have after the response phase and the service has returned to normal.  This may be in the form of a structured debrief or more informally.

Managers who suspect that staff members have suffered undue stress or even trauma from the business disruption must consider aiding those staff that have been affected.  

[bookmark: _Toc53574654]Media / Public Information 

In the event of a major disruption to the business the business communications lead must be contacted to inform them of what has happened and the estimated length of the disruption and possible impacts of the disruption.  

[bookmark: _Toc53574655]Plan Maintenance Procedures

Review contact lists every 6 months and review the whole plan annually. Carry out a text during a meeting to test the Business Continuity Plan works and your staff understand arrangements.
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A list of contact details for suppliers, customers etc (including out of hours) is to be completed and maintained by the responsible person named in this plan

	Organisation
	Contact Name
	Job Title
	Office Hours Contact
	Mobile Contact
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	Team:
	Incident:  

	Name:
	

	Report No:           
	

	Date / Time:
	

	Team report
	

	Status of service (e.g. working normally, within capacity, etc):

	

	Key deadlines:

	

	Staff welfare issues:

	

	Key decisions required:

	

	Manual working arrangements:

	

	Communication arrangements:

	

	Other issues:
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This form provides the framework for undertaking a structured De-brief 

	Issues
	Response

	What went well?
	

	What did not go well and why?
	

	What can we do better in the future?
	

	Is there a need to modify the plan/training?
	

	Other Issues
	

	Communications
	

	Equipment
	

	Human resources
	

	Planning and briefing
	

	Other issues
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