




If it’s a company-related incident, will
this damage your reputation? (Do you
have a planned PR response?)
How will other stakeholders be
affected?
Staff - Do they know that you have a
business continuity plan in place and that
their jobs should be secure in case of an
incident? 
Staff - Are your staff aware of the role
they have to play in case of an incident?
Suppliers - Have you assured them that
you have a business continuity plan in
place and that you will endeavour to pay
them on time in case an incident occurs?
Shareholders?
Local community?
Business neighbours?
If you share your premises with other
companies:
Have you thought about working with
your neighbours to create a joint business
continuity plan?
What is the nature of their business(es)?
What will happen if you are denied
access to the building due to another
company’s accident?
Can you do anything to mitigate the risk
from another’s business?
Does your landlord have a business
continuity plan?
Is your landlord complying with their
responsibilities under law?
How will your financial systems be
affected?
Do you have company financial details
off-site? 
Do you have back ups of recent
transactions?
Do you have an extra copy of your
chequebook?
Will you be able to pay your staff/
suppliers?
Other issues to consider
Will you be able to get hold of your vital
papers eg. do you have copy details of
your insurance cover off-site?
Do you keep staff organisation lists and
contact lists off-site?



How risk averse are you?

Establish how long your business could continue to function at reduced capacity and
what level that is. Consider how much you can afford to lose if you are unable to run
your business for days/ weeks/ months. 

I.e. should this reduced capacity be 50% operational, 20% operational, 80% etc? Is it
better to close the office/ plant down for a while? Make sure you know your break-
even point and what needs to be done to make sure the company can function at
minimum capacity.

Remember, the impact of an incident on your business is likely to be a more
pronounced affair than it would be in larger businesses. This might be because you are
operating in specialised markets, have limited product ranges or relatively small
customer bases. Therefore, any short interruption to normal working can have a
profound effect, often halting output and leaving your customers in a helpless
situation.

Step 3. Develop Your Strategy

What needs to be included?

Your plan should address the weakest links in your organisation and focus on the
most vital aspects of your business. It should take into consideration worst-case
scenarios having analysed their likelihood and suggested ways of minimising the risks
of them occurring.  

How do I formulate my strategy?

Although it is essential to perform business analysis and risk assessment prior to
drawing up the plan, these components should not form part of the plan itself, but
should be used as basis for formulating strategy.

Each business continuity plan should contain the following:

a) Statement of clear purpose of the plan
b) The structure of the crisis team(s)
c) Business recovery
d) Work area recovery
e) Technology recovery
f) PR
g) Staff focus
h) A description of the premises



a) Statement of clear purpose of the plan

The statement should outline the direction the plan will take in case of an incident and
include a clear statement on how risk averse you are.

It should include a statement of support by senior management to install confidence
amongst employees and give the plan sufficient importance and authority. 

You might find it helpful to classify what you consider to be a disaster within your
statement, for example a standard definition may be: “any unwanted significant
incident which threatens personnel, buildings, or the operational structure of an
organisation which requires special measures to be taken to restore things back to
normal”, (Taken from part 2, ‘How Resilient is Your Business to Disaster’, Home
Office publication, 1997)

b) The structure of the crisis team(s)

Everyone in your business should know when emergency plans should be
implemented and who has the authority to implement it. The plans should specify all
persons responsible for initiating their implementation.

Make sure that all levels of staff involved in business recovery understand the nature
of threats and the importance of planning. Allocate a list of suitable locations where
your Business Continuity team should meet, if an incident occurs. This should consist
of a room on-site, or a place in a public building, e.g. local hall, someone’s house or a
meeting room at your alternative fall-back site.

If an incident occurs, meet with everyone from the Business Continuity team as soon
as you can, probably after the first planned emergency procedures have been
implemented, and then continue meeting every 24 or 48 hours.

c) Business Recovery

Develop practices and procedures needed to mitigate risk and preserve your reputation
if business operations have been affected. Include the priority tasks that must be
addressed if the business has to relocate, including communication with clients and
service providers during the period of disruption.

Devise a strategy that prevents the worst from happening and minimises the effects of
an incident. 

Make sure that at this stage you have the answers for the following:

Considerations in developing your
strategy:

Answer

What are the three most vital things to
your business?
What is the weakest link in your
business?
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It is vital to test the plan with all the appointed business continuity team members to
make sure each has read the plan and is fully aware of their particular responsibilities.
By training your team in the details of the plan they will be much more efficient at
implementing it should the need arise, and they may have useful feedback about their
area of company expertise. 

It is important to revise your plan regularly, to reflect staff turnover and updates in
technology, for example. Assign the duty of updating the plan to a member of staff
and make sure it is regarded as an important regular activity.
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