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	A BCP cannot be considered reliable until it is exercised or tested. This ensures arrangements are effective and up to date. Exercising the plan must cover the following three principles:
· Validation – to verify it works
· Rehearsing key staff – to familiarise staff with what is expected of them during a disruption to normal service
· Testing systems – to ensure that systems relied upon to deliver resilience, activity correctly and offer the degree of protection expected.
Exercises should be followed by a debrief which captures issues and actions arising plus any lessons learned.  These should be recorded and used to improve existing contingencies and planning.  Insert in the table below details of exercises which have been completed.

	Date
	Details of Exercise / Incident (please indicate)
	Contact Name
	Actions / Comments
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	Plan & BC role training (annually)
	Date Completed
	Participants
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[bookmark: _Toc390699684][bookmark: _Toc390763176][bookmark: _Toc390763880][bookmark: _Toc390764353][bookmark: _Toc151985834]Part One – Critical Activities covered by this plan

Please list below in priority order (1=most urgent) the services your area provides as identified in the Business Impact Analysis and Risk assessment process.
RTO (how quickly you need to be up and running)
MCBO (to what level of service)
RPO (Maximum data loss: point to which, in time, information must be restored to enable service delivery)

	
	Critical Activity
	Recovery Time Objective (RTO)
	Minimum Business Continuity Objective (MCBO)
	Recovery Point Objective (RPO)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Note:  Business Continuity strategies improve the organisation’s resilience to a disruption by ensuring critical services or activities continue at, or are recovered to, an acceptable minimum level (MCBO) and to timeframes stipulated by the RTO.  Critical services or activities can be described as ‘those activities whose loss would have the greatest impact in the shortest time and which need to be recovered more rapidly.’


[bookmark: _Toc151985835][bookmark: _Toc214257410][bookmark: _Toc34373608]1. Overview of Critical Activity dependencies

Within 4 hours
	Critical Activity
	Staff Req’d
	Building Red’d
	IT Req’d
	Fuel dependency to deliver activity
	Stakeholder Dependency
	Service Lead & Contact Details

	
	
	
	
	
	Internal
	External
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Within 24 hours
	Critical Activity
	Staff Req’d
	Building Red’d
	IT Req’d
	Fuel dependency to deliver activity
	Stakeholder Dependency
	Service Lead & Contact Details

	
	
	
	
	
	Internal
	External
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Within 48 hours
	Critical Activity
	Staff Req’d
	Building Red’d
	IT Req’d
	Fuel dependency to deliver activity
	Stakeholder Dependency
	Service Lead & Contact Details

	
	
	
	
	
	Internal
	External
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


[bookmark: _Toc151985836]
2. Non-Critical Activities

Within 1 week
	Activity
	Staff Req’d
	Building Red’d
	IT Req’d
	Fuel dependency to deliver activity
	Stakeholder Dependency
	Service Lead & Contact Details

	
	
	
	
	
	Internal
	External
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Within 2 weeks
	Activity
	Staff Req’d
	Building Red’d
	IT Req’d
	Fuel dependency to deliver activity
	Stakeholder Dependency
	Service Lead & Contact Details

	
	
	
	
	
	Internal
	External
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Within 1 month
	Activity
	Staff Req’d
	Building Red’d
	IT Req’d
	Fuel dependency to deliver activity
	Stakeholder Dependency
	Service Lead & Contact Details

	
	
	
	
	
	Internal
	External
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




[bookmark: _Toc34373607][bookmark: _Toc151985837]3. Roles and Responsibilities of the Incident Response Team

	Role
	Designated Employee(s)
	Nominated Deputy

	Head of Service of Critical Activities

	Name: 
Contact Information: 

	Name: 
Contact Information: 


	Incident Responsibilities:
Attends IMG during incidents and report service level impact 
Activate the BCP if appropriate
· Ensure tasks within the BC Incident Checklist have been nominated to a responsible person and monitor progress
· Report to IMG the requirement for continuation of activity(s)
· Start an Incident Log
Ensure key stakeholders are informed as appropriate
Provide key messages/important information to the Communication Officer for distribution
Keep key staff appraised of any changes to situation.




	Role
	Designated Employee(s)
	Alternate

	BCP Lead

	Name: 
Contact Information: 

	Name: 
Contact Information: 


	Incident Responsibilities:
Collate service impact assessments from Service Leads and precis based on priority to HOS/Deputy attending IMG
If service is impacted
Identify resource requirements to deliver affected activity(s) and advise HOS/Deputy
Monitor progression of BC Incident Checklist & update HOS/Deputy
Contact Business Continuity Officer to advise of incident and for them to set up an RD Incident Page (if more than 1 authority affected consider an LRF Incident Response Page via EP)
Provide assurance that all key stakeholders have been advised of situation
Collate the key messages from Service Managers and supply to the Communication Officer for distribution and to HOS/Deputy for information
Keep key staff appraised of any changes to situation and updates from IMG









 
	Role
	Designated Employee(s)
	Alternate

	Service Managers

	Service Area:
Name: 
Contact Information: 

Service Area:
Name: 
Contact Information: 

Service Area:
Name: 
Contact Information: 



	Service Area:
Name: 
Contact Information: 

Service Area:
Name: 
Contact Information: 

Service Area:
Name: 
Contact Information: 


	Incident Responsibilities:
Complete service impact assessments and share with BCP Lead and if appropriate the EP&BC Service via RD - upload to incident page.
Identify resource requirements to deliver affected activities and advice BCP Lead
Deliver tasks assigned from the BC Incident Checklist
· Evacuate affected sites if necessary
· Account for all staff
· Identify any injuries – report, deal with
· Check that the Emergency Services have been informed, if appropriate
· Assess the impact from any damage assessment forms on the provision of the service and report to HOS
· Report as per instructions on the Damage Assessment Form to other LCC departments
· Identify what impact there has been on activity delivery and complete a service impact assessment
Start an Incident Log
Contact all key stakeholders and update BCP Lead
Collate the key messages from your service area and supply to the BCP Lead
Keep key staff appraised of any changes to situation and updates from BCP Lead






	Role
	Designated Employee(s)
	Alternate

	Forward Liaison Officer 
(FLO)





	Trained staff member
Name:
Contact Details:
	Trained staff member
Name:
Contact Details:

	Incident Responsibilities:

· Start an Incident Log and ensure all hazards have been identified before proceeding
· Attend the scene (if property related) and safe to do so
· Liaise with the Emergency Services on the scene and advise that a Damage Assessment Form needs to be completed
· Complete the Damage Assessment Form for any property or assets that have been impacted by the incident and return to Service Manager
· Advise Emergency Services (Forward Command Post (FCP)) when you leave the incident ground.
· Update Service Manager when back at work/home.





























[bookmark: _Toc34373610]4. Process for Activation of the BCP and Escalation Procedure[bookmark: _Toc151985838]Part Two - Activation of the Plan
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[bookmark: _Toc390764379][bookmark: _Toc34373632][bookmark: _Toc151985839][bookmark: _Toc34373615]5. Service Area Incident Reporting Procedure

Critical Service Areas

During major incidents or emergencies, the Corporate Incident Management Group (IMG) may request service status reports from Service Managers of the company’s critical service areas. The objective of the request is to assess the level of disruption to the delivery of critical services.  Service Managers are asked to report on the situation within their service area using the RAG (Red-Amber-Green) system (see below). 

All Service Areas

During a major incident the IMG may ask all service areas to provide mutual aid in the 
form of non-critical staff, property or equipment, for example, to support affected critical services. 

Unless an alternative email address is supplied, completed Service Impact Assessments (SIA’s) should be e-mailed to:

BCP Lead
{Name}
{Contact Details}

Also including;

Add any relevant people here

If the email system is unavailable, please relay the information by telephone


BCP Leads will then summarise the assessment of impact across the service area and upload a copy to Resilience Direct as per instructions from the Business Continuity lead from a link sent via email to the BC Incident Page.  If the incident has affected email’s then the BCP Lead for the service area should phone the details through to the company BC Lead as per above contact details. 















[bookmark: _Toc151985840]6. Action Plan for initial response to a service disruption

[bookmark: _Toc34373616][bookmark: _Toc151985841]6.1 Initial Response Checklist

This is a list of actions which should be taken in response to the initial incident. The checklist is not prioritised or exhaustive and actions will vary depending on the nature of the incident or disruption.  All incidents will require a dynamic assessment of issues and actions required.
You will need to customise this list to include information specific to your service.

	INCIDENT RESPONSE
	
	ACTIONS TAKEN

	Who will:
· assess the severity of the incident? 
	
	

	· evacuate the site if necessary?
	
	

	· account for everyone?
	
	

	· identify any injuries to persons?
	
	

	· contact Emergency Services?
	
	

	· implement your Incident Response Plan?
	
	

	· start an Incident Log? 
	
	

	· activate staff members and resources? 
	
	

	· appoint a spokesperson? 
	
	

	· gain more information as a priority?
	
	

	· brief team members on incident?
	
	

	· allocate specific roles and responsibilities?
	
	

	· identify any damage?
	
	

	· identify critical business activities that have been disrupted?
	
	

	· keep staff informed?
	
	

	· contact key stakeholders?
	
	

	· have understood and complied with any regulatory/compliance requirements?
	
	

	· initiate media/public relations response?
	
	






[bookmark: _Toc151985842]6.2 Communications during a BC incident

A member of the Communications Team will reside on the IMG meeting when convened to coordinate the response messaging to a BC incident affecting the business.  They will outline the messages that need to be shared, based on the details of the incident and sign off by the IMG chair - with staff, member of the public, elected members and operational partners, providers and if appropriate suppliers. 

Heads of Service should assess the impact across their service area and be prepared to share appropriate details of their impacts to ensure the correct corporate messages are going out.  These could be:

· Minimum number of staff required to deliver their basic critical service
· Alternative work locations if a premise is affected by the incident (if appropriate)
· IT Applications that the service uses to deliver the service
· Key Suppliers, providers and partners that help to deliver the service
· Appropriate method for communicating with all relevant stakeholders


[bookmark: _Toc34373617]

[bookmark: _Toc151985843]7. Action & Contingency Plans for continuing critical activities

This section focuses on your services action plan for contingency working during disruption to key dependencies (Premises, Staff, Suppliers/Partners, Utilities and IT). Think about what will be done to ensure critical activities are recovered within the RTO and to the agreed level (MBCO) and the minimum resources required to do so. 

[bookmark: _Toc151985844][bookmark: _Toc34373618]7.1 Loss of People 
(pandemic / transport disruption / severe weather)

	PHASE 1 - ACTIONS TO BE TAKEN IN FIRST 24 HOURS

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Contact to be made with operational partners stating the following message “the Company is currently experiencing major staff shortages across Lincolnshire owing to {nature of staff shortage}.  Work is taking place to redeploy staff to cover priority areas.  We will keep you updated with developments.”
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	PHASE 2 - ACTIONS TO BE TAKEN DAYS 2-7

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





[bookmark: _Toc34373619][bookmark: _Toc151985845]7.2 Loss of Premise

	PHASE 1 - ACTIONS TO BE TAKEN IN FIRST 24 HOURS

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Contact to be made with operational partners advising the following.  “the Company is currently experiencing an issue with {name of building} which is currently being dealt with.  We will keep you upated.”
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	PHASE 2 - ACTIONS TO BE TAKEN DAYS 2-7

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






[bookmark: _Toc34373620][bookmark: _Toc151985846]7.3 Loss of ICT

	PHASE 1 - ACTIONS TO BE TAKEN IN FIRST 24 HOURS

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	Report loss of provision to IT Service Desk {insert contact details here}

	
	

	
	Notify service area BC Lead and complete Service Impact Assessment form, sending it to BC Team via Resilience Direct or email to {insert email address here}
	
	

	
	Contact Operational partners with an appropriate message – concur with communications team {insert contact details here}

“IT outage {insert date & time}
The Company is currently experiencing technical difficulties with a wide number of IT services.  These are being investigated.  We will keep you updated.
This is /  is not a malware attack” (use relevant message if possible)
	

	

	
	If Customer Services is affected then ensure the following alternative phone numbers are disseminated to partners, stakeholders and contractors of services.
“We are experiencing technical issues with the phone numbers for our Customer Service Centre.
While we are working to resolve this issue, if you need the {insert relevant department names & contact details here}
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	PHASE 2 - ACTIONS TO BE TAKEN DAYS 2-7

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







[bookmark: _Toc151985847][bookmark: _Toc34373621]7.4 Loss of Utilities
 (electricity / gas / water)

	PHASE 1 - ACTIONS TO BE TAKEN IN FIRST 24 HOURS

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	Gas Leak: For suspected gas leak – contact Gas Emergency Service –Tel. 0800 111999, then property helpdesk on {insert contact details here} 
	
	

	
	Follow local emergency evacuation plans.
	
	

	
	Restrict access to building
	

	

	
	Relocate to alternative premises (if available) or remote working options.
	
	

	
	Notify line management.
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	PHASE 2 - ACTIONS TO BE TAKEN DAYS 2-7

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc34373622]


[bookmark: _Toc151985848]7.5 Loss of Key Supplier 
(interdependencies identified in your Business Impact Assessment / Risk Assessment)

	PHASE 1 - ACTIONS TO BE TAKEN IN FIRST 24 HOURS

	Critical Activity/Service
	
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	PHASE 2 - ACTIONS TO BE TAKEN DAYS 2-7

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	











[bookmark: _Toc34373623][bookmark: _Toc151985849]7.6 Loss of Specialist Equipment 

	PHASE 1 - ACTIONS TO BE TAKEN IN FIRST 24 HOURS

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	

	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	PHASE 2 - ACTIONS TO BE TAKEN DAYS 2-7

	Critical Activity/Service
	Action
	Person 
Responsible
	Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc151985850][bookmark: _Toc15369436]7.7 Priority Software systems 
Software systems listed in the order of critical Activity. 

	Critical Activity/Service
	Software package of system required
	Alternative or control measure
	Priority order for IT Support

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc34373624][bookmark: _Toc151985851]8. Incident Recovery / Return to Normal Operations Checklist

You will need to customise this list to include information specific to your service.

	INCIDENT RECOVERY
	
	ACTIONS

	Now that the crisis is over have you:
· Refocused efforts towards recovery?
	
	

	· Deactivated staff members and resources as necessary?
	
	

	· Continued to gather information about the situation as if affects you?
	
	

	· Assessed your current financial position?
	
	

	· Reviewed cash requirements to restore operations?
	
	

	· Contacted your corporate insurance lead?
	
	

	· Developed financial goals and timeframes for recovery?
	
	

	· Kept staff informed?
	
	

	· Kept key stakeholders informed?
	
	

	· Identified information requirements and sourced the information?
	
	

	· Set priorities and recovery options?
	
	

	· Updated the Recovery Plan?
	
	

	· Captured lessons learnt from your individual, team and business recovery?
	
	










[bookmark: _Toc151985852]Appendices




1.	Service Impact Assessment Form

2.	Damage Assessment Form

3.	Contact Details – Staff

4.	Contact Details – Internal Dependencies

5.	Contact Details – External Contacts

6.	Incident Log

7.	Expenses Log

8.	Corporate P-Card holders / Budget Codes

9.	Alternative Work Locations

10.	Recovery Action Plan Template

11.	Incident De-brief Form

[bookmark: _Toc151985853]Appendix 1 – Service Impact Assessment Summary Form

	
Service Impact Assessment Summary Form

	Service Area(s):
	

	Date:
	

	Contact(s):
	

	Telephone/Mobile No’s:
	

	Overall Status:
(select only one which best describes your services current position)
	Green


	Amber


	Red



	
	Service operating at a level of ‘business as usual’ and can deliver its activities adequately.

	Service operating below advisable levels, critical activity delivery being prioritised.  Minimum standards are being met.
	Service operating at a greatly reduced level.  Resources directed to maintaining critical activities. Risk of minimum standards not being met.



Specific service impacts

Please describe the impact on your critical activities being experienced due to the incident.

	Service Area
	Critical Activity
	RAG Status (Red, Amber or Green)
	Impact / issues being experienced

	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	






Do you require any additional resources at this time to enable a critical activity to keep operating at an acceptable level? 

If yes, list them below (e.g. Staff, specific skills, equipment, premises etc.)

	Service Area/Critical Activity
	Resource Required
	Timescale

	
	

	

	
	

	

	
	

	




Can you provide mutual aid to other service areas if required?

If yes, what could you provide and for how long? {e.g. staff (approx. numbers), premises (location, type, capacity), equipment (mobiles, laptops etc.)}

	From Service Area
	Mutual Aid Resource
	To Service Area
	Timescale & Duration

	
	

	
	

	
	

	
	

	
	

	
	





[bookmark: _Toc151985854]
Appendix 2 – Damage Assessment Form
This document will be completed by an appropriately trained Forward Liaison Officer (FLO) from the company.
	Date:				
	Time:

	Person completing form & position:
Contact Details:	
	

	Person requesting the completion of form & position: Contact Details:	
	

	No.
	Property Damage Questions
	Response (please provide detailed explanation)

	1.
	What is the full postal address of the property affected? (If you can find out the Unique Property Reference No. (UPRN) please include it)
	



	2.
	What type of hazard has affected the property?
	

	3. 
	Is a structural assessment necessary?
	

	4. 
	Will alternate premises be required?
	

	5.
	Are there any clean up or repair issues for the premise(s)?
	

	No.
	IT Damage
	Response (please provide detailed explanation)

	6.
	Is computer hardware damaged? (laptops, screens, cables, server rooms?)
	

	7.
	Are replacement computers required? (How many?)
	

	No.
	Equipment Damaged
	Response (please provide detailed explanation)

	8.
	Please enter details of visible equipment damage making a note of make, model, serial number etc.. if appropriate.
	

	No.
	Other Considerations
	Response (please provide detailed explanation)

	9.
	Check the surrounding area and make a note of any damage i.e parked vehicles, environmental, outside storage areas etc..
	

	10.
	Are any other areas affected by the incident that needs to be addressed corporately?
	



When completed please submit this form to: The requesting person within IMG.
Email a copy to:  	{insert relevant insurance company details/property services details here}




[bookmark: _Toc151985855][bookmark: _Toc34373625]Appendix 3 – Contacts – Staff Details
[bookmark: _Toc34373626]Service Contact List – Internal

Use this table to document your staff emergency contact details. Each service will have different positions identified in its contact list. 
	Service Business Continuity Team 

	Person
	Contact numbers  or WhatsApp Group Name
	 Email
	Role 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	[bookmark: _Hlk140061539]Head of Service (s)  – Critical Service Area [                   ]

	Person
	Contact numbers or WhatsApp Group Name 
	 Email
	Role 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	








	Service Managers – Critical Service Area [                   ]

	Person
	Contact numbers or WhatsApp Group Name
	 Email
	Role 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	










[bookmark: _Toc151985856]Appendix 4 – Contact – Internal Dependencies

	[bookmark: _Toc34373627]Internal Service dependency

	Name
	Contact details or WhatsApp Group Name
	Activity/Service Area

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






[bookmark: _Toc151985857]Appendix 5 – Contacts – External Contacts
	[bookmark: _Toc34373629]Key Suppliers / Contacts for [              ] Service Area/Critical Activity

	Provision of Service
	Organisation
	Contact or WhatsApp Group Name

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



















[bookmark: _Toc151985858]Appendix 6 –  Incident Log								Officer Completing Form: 
Incident Name/ Type:

	Date
	Time
	Details
	Action Taken

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc151985859]Appendix 7 – Expenses Log                                                                               Service Area : 

	Date
	Item(s)/service(s) purchased
	Person who purchased
	Cost (£)
	Cost / Budget Code

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Name of Officer completing log ………………………………………………… 	Date…………………	      Page ………. Of ……….

Copies of completed Expense log sheets should be passed to the Spend Manager for the Service Area once the incident has been resolved.      
[bookmark: _Toc151985860]Appendix 8 - Corporate P-Card holders / Budget Codes


	[bookmark: _Toc34373630]Service Procurement Cardholders

	Name/Service Area
	Contact details
	Purchasing Limit

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Budget Codes












[bookmark: _Toc151985861]Appendix 9 - Alternative Work Locations

	No.
	Critical Activity
	Description of Service
	Current Work Location
	Alternative Work Location
	Resource Requirements
	Responsibility for Actioning/Reporting

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	






[bookmark: _Toc151985862]Appendix 10 – Action Plan / Recovery Action Plan Template

Action Plan to Respond to /Recover from XXX incident for XXX service area
					
	No.
	Situation / Identified Issue
	Action to be taken to resolve situation / issue
	Tasked To
	Date & Time
	Task Completed or Comments



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




[bookmark: _Toc151985863]Appendix 11 - Incident De-brief Form

Incident Date(s):					Incident Time:				Type of Incident:

How well do you think the following aspects of the Business Continuity incident went?

	Aspects of BC Response
	Specific Area
	Well – Why?	
	Not so well – Why?
	Not used – Why?


	Notification of BC Incident

	
	
	
	

	Activation of
	People
	
	
	

	
	Plans
	
	
	

	
	IMG
	
	
	

	Communications to
	Staff
	
	
	

	
	Partners, Suppliers, Stakeholders
	
	
	

	
	The Public
	
	
	






	Aspects of BC Response
	Specific Area
	Well – Why?	
	Not so well – Why?
	Not used – Why?


	Clarity on Actions
	Tasks
	
	
	

	
	Roles and Responsibilities
	
	
	

	Processes
	Incident Logs
	
	
	

	
	Action Plan 
	
	
	

	
	Recovery Action Plan
	
	
	

	
	Stand-down
	
	
	


			



	Can anything be improved and how?

	






	Do any documents needs updating? (Tick box(s))
	Business Impact 
Analysis
(BIA)
	
	Risk Assessment
(within BIA)
	
	Business Continuity Plan (BCP)
	
	Corporate BCP
	

	What issues need to be updated in the document (s)

	









You can answer this anonymously but if you are happy to provide your details in case we need clarification on any points raised in your feedback please provide them below.

Name

Contact details
image1.emf
All service areas/functions are operating at normal level

INCIDENT Monitor Situation

Assess impact, scale and nature of disruption

Incident has 

significant impact on 

service critical 

activities?

Business Continuity Plan invoked

Impact assessment escalated to Business Continuity Lead

Business Continuity Lead to liaise with Strategic BC lead or duty Strategic 

Commander

Corporate Incident Management Group activated if appropriate

Recovery process –�return to business as usual

No Impact

Yes


