Staff Contacts
	Name
	Position
	Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Supplier Contacts
	Name
	Company
	Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Customer Contacts
	Name
	Number

	
	

	
	

	
	

	
	

	
	

	
	


Other Useful Contacts
	Name
	Number

	
	

	
	

	
	

	
	

	
	

	
	


Insurance Details
	Insurer
	Contact No.
	Policy No.

	
	
	

	
	
	

	
	
	

	
	
	


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 contents.
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Plan Distribution List
	Name
	Position

	
	

	
	

	
	

	
	

	
	

	
	


Emergency Management Team
	Name
	Position

	
	

	
	

	
	

	
	

	
	

	
	


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
	


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
	


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
	


Service Priorities
	Service
	Priority

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Essential – Recover in 4 hours 

High – Recover in 24 hours

Medium – Recover in 72 hours

Low – Recover in 1 week

Staffing Breakdown
	Service
	Minimum Staff Req.
	Actions to maintain

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Operation Location
	Location
	Back Up Site(s)

	
	

	
	

	
	


Documents and Data
	Item
	Back Up

	
	

	
	

	
	


Systems
	System
	Back Up

	
	

	
	


Suppliers 
	Name
	Supplies
	Alternative

	
	
	

	
	
	

	
	
	

	
	
	


