INSERT BUSINESS LOGO
INSERT BUSINESS NAME
BUSINESS CONTINUITY PLAN

This plan was completed by _______________________(Name)

On __/__/__(Date)

This plan will be reviewed by

__/__/__(Date)

UNDERSTANDING YOUR ORGANISATION
1. Write each of your business activities in a circle in the matrix below
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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 Critical Business Activity (Multiple Sheets)

	Critical Business Activity:
	VSB Reputation


If this Critical Business Activity is disrupted for the following time periods what would the effect be?

	Time
	Effect on Your Entire Operation:

	1-2 Hours
	Could cause potential damage to organisation, staff, core business and partnerships

	Your response
	Crisis Meeting to discuss

	8 Hours
	Could cause potential damage to organisation, staff, core business and partnerships


	Your response
	Would require media response involvement

	First 24 hours
	 Could cause potential damage to organisation, staff, core business and partnerships



	Your response
	2nd Crisis Meeting to monitor and discuss

	24 – 48 hours
	Could cause potential damage to organisation, staff, core business and partnerships



	Your response
	Would require ongoing monitoring

	Up to 1 week
	 Could cause potential damage to organisation, staff, core business and partnerships



	Your response
	Would require ongoing combined response to media, volunteers and partner agencies

	Up to 2 weeks
	Could cause potential damage to organisation, staff, core business and partnerships



	Your response
	

	Up to 6 weeks
	Impact on credibility and  recruitment


	Your response
	


4. From the Business Impact Analysis determine the “Recovery Time Objective” for this Activity. 

CRITICAL BUSINESS ACTIVITY >NAME<  MUST BE OPERATIONAL BY ___1-2 hours_____________ (TIME) AFTER A DISRUPTION

Business Impact Analysis

3. Complete this sheet for each Critical Business Activity (Multiple Sheets)

	Critical Business Activity:
	Volunteer Brokerage Service


If this Critical Business Activity is disrupted for the following time periods what would the effect be?

	Time
	Effect on Your Entire Operation:

	1-2 Hours
	Minimal impact


	Your response
	

	8 Hours
	 Minimal impact


	Your response
	

	First 24 hours
	· Possible compromise of existing volunteer mobilisation
· Possible effect on community services


	Your response
	Call Staff Meeting – discussion on contingency plan

	24 – 48 hours
	Could impact on reputation, recruitment of volunteers and relationship with partner organisations 


	Your response
	Enlist press media support

	Up to 1 week
	

	Your response
	Monitor situation

	Up to 2 weeks
	

	Your response
	Would require on-going monitoring of situation

	Up to 6 weeks
	Impact on credibility of organisation/funding and potential funding


	Your response
	


4. From the Business Impact Analysis determine the “Recovery Time Objective” for this Activity. 
CRITICAL BUSINESS ACTIVITY >NAME<  MUST BE OPERATIONAL BY ____24-48 hours____________ (TIME) AFTER A DISRUPTION

Business Impact Analysis

3. Complete this sheet for each Critical Business Activity (Multiple Sheets)

	Critical Business Activity:
	Distribution of Information to Public & Groups


If this Critical Business Activity is disrupted for the following time periods what would the effect be?

	Time
	Effect on Your Entire Operation:

	1-2 Hours
	Minimal Disruption


	Your response
	

	8 Hours
	Minimal Disruption


	Your response
	

	First 24 hours
	 Minimal Disruption 



	Your response
	

	24 – 48 hours
	Potential damage to relationships with Public and Partner Organisations


	Your response
	Would require discussions/contingency planning with core staff

	Up to 1 week
	

	Your response
	On-going Monitoring of situation



	Up to 2 weeks
	High possibility of damage to recruitment and relationships with partner organisations


	Your response
	Would require press statement/advertising targeting general public & groups



	Up to 6 weeks
	Impact on credibility from general public & groups & key funders


	Your response
	


4. From the Business Impact Analysis determine the “Recovery Time Objective” for this Activity. 

CRITICAL BUSINESS ACTIVITY >NAME<  MUST BE OPERATIONAL BY __24-48 Hours____ (TIME) AFTER A DISRUPTION

Business Impact Analysis

3. Complete this sheet for each Critical Business Activity (Multiple Sheets)

	Critical Business Activity:
	Community Care Services


If this Critical Business Activity is disrupted for the following time periods what would the effect be?

	Time
	Effect on Your Entire Operation:

	1-2 Hours
	Minimal impact – minor disruption to service


	Your response
	

	8 Hours
	 Could potentially lead to cancellation of medical appointments, school runs etc.


	Your response
	Review forthcoming activities/ plan contingencies – clients/ volunteers would need to be informed

	First 24 hours
	

	Your response
	Call meeting of core staff – contingency plan discussion

	24 – 48 hours
	

	Your response
	Would require on-going monitoring of situation

	Up to 1 week
	Possible impact on reputation and partnerships,


	Your response
	May require press / media involvement

	Up to 2 weeks
	Critical disruption to service – impact on credibility and reputation/ major detrimental impact for clients


	Your response
	

	Up to 6 weeks
	Impact on confidence/ ability to deliver services on sustainable basis. Potential impact on Funding and recruitment of volunteers to deliver service.


	Your response
	


4. From the Business Impact Analysis determine the “Recovery Time Objective” for this Activity. 

CRITICAL BUSINESS ACTIVITY >NAME<  MUST BE OPERATIONAL BY ____8 Hours_______ (TIME) AFTER A DISRUPTION

UNDERSTANDING THE HAZARDS 
	HAZARDS►
	1.
Prolonged widespread absence of staff
	2.
Prolonged denial of premises
	3.
Prolonged disruption to

 transport
	4.
Loss of 

phones/

utilities
	5.

Denial of IT Services
	6.

Major

Equipment Failure
	7.

Product Recall/Bad Press
	8.
____________
	9.
__________

	CRITICAL ACTIVITY▼
	
	
	
	
	
	
	
	
	

	Volunteer Brokerage Service
	X
	X
	
	X
	X
	
	X
	
	

	CommunityCare Services
	X
	
	X
	X
	
	
	X
	
	

	Information to Public & Groups
	
	
	
	X
	X
	
	X
	
	

	VSB Reputation
	X
	
	
	X
	X
	
	X
	
	

	TOTAL RISK SCORE
	3
	1
	1
	4
	3
	
	4
	
	


	
	Hazard to Organisation

	Total Risk 

Score
	What to do BEFORE anything goes wrong
	What to do AFTER things go wrong 


	1
	Prolonged
Widespread Absence of Staff
	       3
	1. Set up home working

2. Information manuals for key roles
3.  Set up remote IT access
4.  Liaison with Trust re Flu vaccine for key community care service staff

	1  HOME WORKING

· Who  - Key staff
· What -  Home working/remote IT access
· When - After one day
· Where -  Home-working
· How  - Via remote IT/Phone communication


	2
	Prolonged Denial of Premises
	      1
	1. Second premises availability 
2. Insurance Policy for re-location/re-build
3. 
4.


	· Who  - All staff re-located
· What – Re-location & information to general public & groups
· When -  One month
· Where – Lisburn Road/Bangor or alternative rental
· How – Liaise with Estate Management Provider

	3
	Prolonged Disruption to Transport
	      1
	1. Working from Home

2. Use  non – fuel dependent transport

3.Discussion with Trust re: higher priority fuel provision for community care services
4.


	· Who – All staff
· What – Home working
· When – After one day
· Where – Home-working
· How – Via remote IT/Phone Communication

	4
	Loss of utilities/
phones
	      4
	1. Diversity of utilities eg. gas/electric
2. Access to staff / other mobile numbers
3. Analogue phones (no power supply)

4. UPS availability re server


	· Who  - 3   Accessible to all staff
· What - provision of analogue phone
· When-  already on premises
· Where- Stationary Room
· How     N/A


	
	Hazard to Organisation

	Total Risk 

Score
	What to do BEFORE anything goes wrong
	What to do AFTER things go wrong 



	5
	Denial of IT Services
	      3
	1. Off-site back-up – through service provider
2. Keep hard copies of key data off-site
3. Regularly updated - Anti-virus Software

4. UPS for main server
5.  Off-site document storage contract


	· Who  Independent Company, Director, Head of Operations
· What –off-site back-up retrieval
· When – As required
· Where – Directors Home
· How – manual removal

	6
	Major Equipment Failure
	
	1. retain redundant equipment

2. 

3.                   N/A
4.


	· Who

· What

· When

· Where

· How

	7
	Product recall/ Bad press
	   4
	1. Draft Press Statement

2. Maintain media contacts

3. Complaints Policy & Procedure in place
4.


	· Who -Director/Corporate Affairs Co-ordinator, Head of Operations
· What -Co-ordinated response
· When-When incident occurs
· Where-local press & media
· How-via press contacts

	8
	
	
	1.

2.

3.

4.


	· Who

· What

· When

· Where

· How

	9
	_____________
	
	1.

2.

3.


	· Who

· What

· When

· Where

· How
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