	BUSINESS CONTINUITY PLAN
(TEMPLATE)


(Organisation Details :

 insert text here to include name, logo etc.)

	Date of Plan:
	

	Last updated on:
	

	Amendments: please notify (insert name)
	


PREFACE
Business Continuity Management is a planning process that can be applied to any business, small or large, that helps to manage the risks that threaten its survival by providing a framework to ensure the resilience of the business so that it can continue to operate in the event of any disruption

This document has been developed to outline the general procedures to be taken in the event of a serious business disruption (or the threat thereof) affecting the operation of our key functions.  A business interruption is defined as –

“An unwanted incident that threatens personnel, buildings, operational procedures 
 or the reputation of the business which requires special measures to be taken to
restore things back to normal.”

This Business Continuity Plan is the property of (insert details here).  It is an operational document which is constantly being monitored and updated to reflect our ongoing business operations.

Activation of this Plan is the responsibility of (insert details here)
This Plan was last tested on (insert date here) and reviewed by (insert) accordingly.
	PLAN DISTRIBUTION LIST

(List who has a copy of your plan and where each copy is held.  This will ensure that when you update the plan, you know who will need an updated copy)

	Copy No.
	Name
	Location

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	STAFF CASCADE  - CONTACTS 

(This list ensures that all key members of your staff are contacted and made aware of the incident. Make sure a list of all those contacted and those not contacted is kept)


	Name
	Telephone Numbers

	
	WORK
	HOME
	MOBILE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: in the event telephony network is unavailable you might want to consider collating a listing of home addresses of key personnel.
	KEY STAFF -  ROLES & RESPONSIBILITIES

(In the event of an emergency, carry out the following actions)

	Name
	Role
	Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	OFF-SITE RECOVERY LOCATION

(Alternative work place to organise your recovery from)

	Location


	

	Contact Numbers


	

	Contact Name


	


	RECOVERY ACTION PLAN

(List of tasks that are essential to the successful recovery of your business, with the reinstatement of the essential functions first.  The content of this should be based on your previously identified critical services or key business functions list)

	Task
	Detail
	Instructions/Contact

Numbers
	Completed

	IN THE FIRST HOUR
	
	
	



	IN THE FIRST 24 HOURS
	
	
	



	IN THE FIRST 48 HOURS
	
	
	


	RECOVERY ACTION PLAN

(Continued)

	Task
	Detail
	Instructions/Contact

Numbers
	Completed

	WITHIN THE FIRST WEEK
	
	
	



	WITHIN 2 WEEKS
	
	
	



	WITHIN THE FIRST MONTH
	
	
	



	LONG TERM RECOVERY
	
	
	


	BUSINESS CONTACT LIST

(The details of important business contacts where it is necessary for personal contact to be made, it will include key customers and key suppliers)

	Client/Supplier
	Company
	Contact
	Tel. Number(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	ALTERNATIVE SUPPLIERS

	Company
	Contact
	Numbers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	OTHER USEFUL TELEPHONE NUMBERS

(For example, utility companies)

	Company
	Contact
	Tel. Number 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	INSURANCE DETAILS

	Company
	Contact
	Tel. Number
	Policy Ref.

	
	
	
	

	
	
	
	

	
	
	
	



	BACK-UP INFORMATION/EQUIPMENT

	Back-up

Computer

records/data location


	

	Critical paper records/information

location


	

	Emergency Pack location


	



	KEY EQUIPMENT REQUIREMENTS

(What essential equipment would you need if you had to move to an alternative site)

	Key Business Function Area
	Equipment

	
	

	
	

	
	

	
	

	
	

	
	


	INITIAL RECOVERY LOG

(Maintaining this log at the time of the incident will provide a record of all events, actions/decisions taken, it should include the names of those instructed, timings and actions taken)

	Date/Time
	Name
	Action
	Comment

	
	
	
	


	OTHER NOTES:



	


This template has been provided by the Emergency Planning Team, Bridgend County Borough Council for use by local businesses in preparing their Business Continuity Plan. 
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