Business Continuity and your business

Emergencies can develop suddenly and without warning. If youre not prepared your business might suffer loss of income,
customers, reputation or worse. This card is designed to introduce you to the concept of Business Continuity, helping you to
identify what your critical business functions are and what resources are required to continue these functions.

The risks to your business can be considerably reduced by taking the time to complete this Business Continuity Plan.

Getting started - what is critical to me?
What are your critical functions? (e.q. Card payments, food prep.)

staff contact details

Name Role Contact
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Responding to an incident

- What impact has the incident had « Prevent escalation
- Contact emergency services if required  Ensure staff safety
and communicate  Invoke business continuity arrangements

What if...?

Key suppliers & customer contact details
Phone Number Supplier of ... /customer

Company Name
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WREET .. th's, Bu.smess

, Continuity Plan
Local AUEhOTItY ......oo.ooooeeeeeee,
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Has the incident impacted on your key functions? Assess what has been impacted Initiate alternatives & Communicate

Guidance Notes

In this row you
need to consider
what is the bare
minimum that you
require in order to
carry on your critical
functions.

This row contains
quidance and

advice to consider to
help you fill out the
row below.

Use this row to
identify alternatives
that would help you
continue your
critical functions
after an incident

Staff
Minimum staff and
skills required

* Recruit via agency?

* Reciprocal arrangements
* Rotas

« Ex staff - can they help?

» Record staff details -
see overleaf

» Do you have alternative
contact details?

Premises
Where do you work
from?

+ Local Risks - assess and
mitigate against if possible

+ Could you function without
premises?

« Work from home or alternate
premises?

« Can you function online?
+ Reciprocal arrangements

ICT/ Data
What ICT & key records/
documents do you need?

« Do you frequently back up
data?

* (loud-based?

« Do you keep copies of key
documents off site/scan to
electronic version?

« External ICT supplier?

Suppliers/Customers
Who do you rely on? Who
relies on you?

« Do your suppliers have BC
plans?

« Do you have alternative
suppliers just in case?

« Record customer and
supplier details - see
overleaf

Resources
What equipment/stock/
vehicles do you require?

« Make sure resources
are stored safely and
securely

« Can you work without
equipment? Is there a
manual work-around?

« Is equipment owned,
c@n it be replaced?
(e.g. hire)

« Maintain a stock of old
equipment as a back up

* Reciprocal arrangements




