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1. Aim of the plan

This plan has been designed to prepare {organisation name} to cope with the effects of an emergency or crisis. It is intended that this document will provide the basis for a relatively quick and painless return to “business as usual” regardless of the cause.

2. Objectives of the plan

· Understand the critical functions and activities of the organisation

· Analyse and respond to the risks to the organisation

· Provide a detailed prioritised and timetabled response to an emergency situation

· Identify the key roles, responsibilities and contacts to respond to an emergency
3. Emergency Management Team
The decision to use this plan will be taken by the following, which will also be responsible for taking the “difficult” decisions for the organisation overall:

	Name
	Position
	Deputy

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. Emergency Response Actions

4.1. Initial Actions

	Action
	Done

	Start of log of actions and expenses undertaken
	

	Liaise with emergency services
	

	Identify and quantify any damage to the organisation, including staff, premises, equipment, data, records, etc
	

	Identify which critical functions have been disrupted
	

	Convene emergency management team and decide actions to safeguard services
	

	Provide information to:

•Staff

•Suppliers and customers

•Insurance company
	


4.2. Daily actions during the recovery process

	Convene those responsible for recovery to understand progress made, obstacles encountered, and decide continuing recovery process
	

	Provide updates to staff, suppliers, insurer and customers
	

	Provide public information to maintain the reputation of the organisation and keep relevant authorities informed
	


4.3. Following the recovery process

	Arrange a debrief of all staff and identify any additional staff welfare needs (e.g. counselling) or rewards
	

	Use information gained from the debrief to review and update this business continuity management plan
	


5. Service Priorities
This list may be used as a checklist to ensure that critical tasks are completed on time and according to a pre-agreed priority schedule. It may also be used to provide a hand-over document between different shifts in the recovery process.

	Service
	Priority
	Operating Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Essential – Recover in 4 hours 

High – Recover in 24 hours

Medium – Recover in 72 hours

Low – Recover in 1 week

6. Staffing Breakdown

	Service
	Minimum Staff Req.
	Actions to maintain

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


7. Operation Location

	Location
	Back Up Site(s)

	
	

	
	

	
	


8. Documents and Data

	Item
	Back Up

	
	

	
	

	
	


9. Systems

	System
	Back Up

	
	

	
	


10. Suppliers 

	Name
	Supplies
	Alternative

	
	
	

	
	
	

	
	
	

	
	
	


11. Contacts
11.1. Staff Contacts
	Name
	Position
	Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


{For larger organisations, this contact list may be split into separate cascades for different departments or locations}

11.2. Supplier Contacts

	Name
	Company
	Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


11.3. Customer Contacts

	Name
	Number

	
	

	
	

	
	

	
	

	
	

	
	


11.4. Other Useful Contacts

	Name
	Number

	
	

	
	

	
	

	
	

	
	

	
	


11.5. Insurance Details

	Insurer
	Contact No.
	Policy No.

	
	
	

	
	
	

	
	
	

	
	
	


12. Site Plans
Include a plan of your premises (for use by emergency services) showing locations of:
- Main water stop-cock

- Switches for gas and electricity supply
- Any hazardous substances
- Items that would have priority if salvage became a possibility

13. Disclaimer
This Business Continuity Management Plan (BCMP) is intended by Haringey Council to be a guide only and the Council does not intend the BCMP to be a definitive business continuity management plan.  There may be other formats or methods of business continuity management plans which are more suitable for particular businesses or organisations than the BCMP. Whilst Haringey Council has made every effort to ensure that the material contained in the BCMP is accurate, the BCMP is only available for public viewing and use on the basis that Haringey Council disclaim all liability to the fullest extent permitted by English Law for any loss or damage arising out of the use of the BCMP or for any reliance by users of the BCMP upon its content
