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PRODUCING A BUSINESS CONTINUITY PLAN - GUIDANCE NOTES (v0.1)
This document provides details of the key issues to be considered when preparing a business continuity plan.  
Section I. Know your business (Analyses your business, as a whole, in order to prioritise elements of your service and optimise your continuity planning)
Section II. Know your Staff (Focuses on staff shortages and is, therefore, applicable in respect of preparations for the swine flu outbreak) 
Section III. Know your customers

Section IV. Know your suppliers 
Section V. Know your accommodation needs
Section VI. Know your IT requirements
Section Vll. Understand financial implications
Section VIIl. Keep communicating (Outlines basic requirements for effective communication with staff, customers and partners)
Section lX. Keep your plan up to date 
By considering all sections of the Guidance, a business continuity plan can be established which will enable an organisation to have resilience in respect of any major interruption of their particular service. The Guidance focuses on developing resilience for essential services only.
This Guidance has been devised with reference to the British Standard BS-25999 (Business Continuity Management) and is intended to provide the basis for developing a business continuity plan. Further development will be required for BS-25999 certification purposes. 

There may also be other issues you wish to consider in respect of any specialist areas of your business.
	Section I.  Know your business 

	Identify essential elements of the business
	Review your service as a whole to see what elements could be put ‘on hold’ during an incident

	
	Take into account timelines – some elements could be suspended for 1 week but not for 4

	
	Take into account what you are contracted or legally required to deliver

	
	Negotiate with customers to identify minimum requirements

	
	Assess financial implications of changing service delivery levels

	
	Review supply arrangements of food, drugs, utilities, laundry, cleaning etc

	Assess the risks
	Be aware of any major risks associated with your business, e.g. if your accommodation is located in a flood risk area

	Management responsibilities
	Clearly identify who can make decisions regarding invoking the plan and what the trigger points will be 

	Identify impact of incident on your business 
	Possible impact of swine flu – use relevant source of information, e.g. information available on NHS websites in relation to the predicted staff absence levels

	
	Impact of losing accommodation

	
	Supplier chain breakdown 

	Recovery Plan
	Who else is affected by the incident? Identify partners who can provide mutual assistance and aid.  Establish agreements now

	
	Clearly identify roles and responsibilities for both internal and external contributors

	
	Establish a detailed plan identifying the impact of the incident and the action to be taken

	
	Communicate the impact of the incident and the recovery plan to staff and customers


The following sections only consider resources required for the identified essential elements of your business.
	Section II. Know your staff

	Minimum level of staff
	Identify the minimum number of staff required to deliver the essential elements of your service

	Personal information
	Check skills associated with current role and it is also useful to know skills not associated with the current role if available, e.g. IT skills, driving, counselling etc

	
	Identify any possible skills gaps and undertake any training, e.g. only 1 person knows how to do something, or training issues which can be addressed now, e.g. PPE, infection control, barrier nursing etc

	
	Ensure you have up to date contact information for employee and next of kin

	
	Dependants – children, elderly parents

	
	Travel to work – public transport, car sharing etc

	
	Ability to work additional or more flexible hours

	
	Identify other commitments – staff may have another job with a different organisation/voluntary work

	
	Investigate opportunities to re-deploy staff - to ensure continuity of essential services 

	Support your staff
	Introduce staff support – counselling, de-briefing, peer support, management support

	Alternative supplies of staff
	Identify availability of staff via agency, partner organisations etc

	
	Recently retired staff – are they available, are skills up to date


	Sections III. Know your customers 

	Establishment based
	What are their minimum requirements, including food, equipment, drugs, bathing and toileting?

	Service delivered in own homes
	What are the minimum requirements you need to deliver? Risk assess customers to see if service level can be changed temporarily

	
	Can partner organisations assist with delivery of essential services, thus reducing staff requirements for a short period


	Section IV. Know your suppliers

	Are you guaranteed a service?
	Has the supplier got a business continuity plan?

	
	Are you a key customer to your supplier?

	Are alternatives available?
	If so, ensure the contact details are known, minimum delivery times etc

	
	Remember support services such as cleaning and caretaking 

	No alternatives
	How long could you cope without supply – 1 hour or 2 months?

	
	What do you need to do to limit impact on service – move to alternative location?


	Section V. Know your accommodation needs

	Analysis of requirements for staff and customers
	Lift breaks down – alternative way of moving between floors

	
	Specialist equipment required – hoists, raised toilet seats, chairs etc

	
	Access routes to alternative property

	
	Transport to alternative property – staff and customers

	
	Food preparation

	
	Informing suppliers and partner organisations re change of accommodation


	Section VI. Know your IT requirements

	Clarify dependency on IT 
	Software – records, communication via email etc

	
	Hardware – specialist equipment requirements

	Back up systems
	Identify and implement systems

	Repair
	Do you need a contract – minimum response times etc?

	Replacement
	Is equipment widely available or do you need an arrangement with specialist suppliers?

	Telephone systems
	Back up or alternative systems


	Section Vll. Understand financial implications

	Clarify costs associated with dealing with incidents
	Assess impact on revenue, cash flow and capital funds

	
	Do you need a contingency fund? Have you got adequate insurance cover?


	Section VIIl. Keep communicating

	Understand the problem
	Identify who can provide information / guidance and how it is available, e.g. NHS, Local Authority

	
	Identify with whom you need to communicate

	
	Identify method to communicate with staff, customers and partners

	
	Review if processes / policies need to change and communicate/train staff accordingly, e.g. reporting and recording sickness absence, accessing building etc

	
	Communicate facts and re-assure staff (gossip and speculation can be disruptive)


	Section lX. Keep your plan up to date

	On-going review cycle
	Who will the plan be held by?

	
	How will the plan be communicated to relevant staff?

	
	When will the plan be reviewed – annually, following a test and following an incident?

	
	When and how will the plan be tested?


When your plan has been completed, it is recommended that you arrange a desktop simulation exercise to test whether the plan provides appropriate levels of advice and guidance. The exercise should involve the staff who would be involved in managing and delivering the plan. It is also recommended that the plan is reviewed on an annual basis to ensure any changes to your business have been addressed.

When you have completed the development and testing of your Business Continuity Plan can you please let the Directorate know by emailing to sch.governanceteam@staffordshire.gov.uk 
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