Business logo:
Business name:
Business Continuity Plan
This plan was completed by: 
_______________________

on:
____/__________________/_______
This plan will be reviewed by:
                         ____/ _______________/ ________
Understanding your organisation: the activities of your business

1. Write each of your business activities in a circle in the diagram below:
(most important activities at the top, less important ones at the bottom).






2. Draw a line between each business activity which depends on another business activity. These lines identify “Dependencies”
Business impact analysis

3. Complete this sheet for each business activity 
	Business activity:
	 Name:


If this business activity is disrupted for the following time periods what would the effect be?

	Time
	Effect on your entire operation:

	1-2 hours
	

	Your response:
	

	8 Hours
	

	Your response:
	

	First 24 hours
	

	Your response:
	

	24 – 48 hours
	

	Your response:
	

	Up to 1 week
	

	Your response:
	

	Up to 2 weeks
	

	Your response:
	

	Up to 6 weeks
	

	Your response:
	


4. From the business impact analysis work out the recovery time needed for each business activity. 
Type of business activity: _____________________

This activity must be operational by: ________________ (hours or days) after a disruption.

Understanding the hazards to your business from
5. Prioritise your business activities. Rate them in the order they need to be recovered. (Rate the most important first).

6. Undertake a hazard analysis for each business activity (listed on this sheet)
	Hazards►
	Long term absence of staff


	Loss of premises for a long period

	Prolonged disruption to transport services

	Breakdown of communication

channels and utilities, such as electricity or gas supplies
	Disruption of IT services


	Major equipment failure


	Damage to your business reputation 
	Hazards to your business 

_______
	Hazards 
to your business 

______

	Business activity▼
	If effected: tick
	If effected: tick
	If effected: tick
	If effected: tick
	If effected: tick
	If effected: tick
	If effected: tick
	If effected: tick
	If effected: tick

	Recover first
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Recover last:
	
	
	
	
	
	
	
	
	

	Total risk score
	
	
	
	
	
	
	
	
	


7. Count the ticks in the columns to give a total risk score for each hazard
Business continuity strategy
	Hazards
▼

	Total risk 

score
	What to do before anything goes wrong

8. Treat the risks
	What to do after things go wrong 

9. Plan a response

	Long term absence of staff


	
	a) Set up home working

b)Training manuals for key tasks

c)

d)

	a) Who
b) What

c) When
d) Where

e) How


	Lack of premises for a long period


	
	a)  Second premises 

b)
c)
d)

	a) Who

b) What

c) When

d) Where

e) How



	Prolonged disruption to transport services


	
	a)  Use  non – fuel dependent transport

b) Provide accommodation for key staff
c)

d).


	a) Who

b) What

c) When

d) Where

e) How



	Breakdown of communication

channels and utilities, such as electricity or gas supplies
	
	a) Generator with fuel supply

b) Uninterruptible Power Supply

c)  Analogue phones (no power supply)

d) Alternative water supply/storage
e) Belfast City Centre Radio Link

	a) Who

b) What

c) When

d) Where

e) How




	Hazards
▼

	Total risk 

score
	What to do before anything goes wrong

8. Treat the risks
	What to do after things go wrong 

9. Plan a response

	Disruption of IT services


	
	a) Off-site back-up

b) Keep hard copies of key data

c) Anti-virus software

d)

	a) Who

b) What

c) When

d) Where

e) How

	Major equipment failure


	
	a) retain redundant equipment

b)
c)
d)

	a) Who

b) What

c) When

d) Where

e) How

	Damage to your business reputation
	
	a) Draft press statement

b) Maintain media contacts

c)
d)

	a) Who

b) What

c) When

d) Where

e) How

	Hazards to your business 


	
	a)
b)
c)
d)

	a) Who

b) What

c) When

d) Where

e) How

	Hazards to your business 
_____________
	
	a)
b)
c)
d)


	a) Who

b) What

c) When

d) Where

e) How




Critical





Critical





Non Critical





Non Critical
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