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RECOVERY PLAN
	Organisation / Service Area:
	

	Date Started:
	

	Owner:
	

	Communication:
	(Detail how the plan will be communicated with staff, clients and partners)


	GUIDANCE

	The recovery programme should start almost immediately after an incident occurs and run parallel to incident management (see diagram at Appendix A). It is most likely to be the responsibility of the Business Recovery Team, but a specific group can be organised to manage the recovery.
The aim of the process is to resume activities, which have been suspended or altered due to an incident, in a systematic manner, by considering available resources and interdependencies between the activities.

Section 1 lists activities you have decided to stop in order to redirect resources to your indentified critical services, during an incident. The Section will also help you decide in what order the suspended activities can be resumed, following an incident. 
When deciding to suspend any of the activities, you should consider the impact this would have on the running of your critical services and overall service delivery.
PLEASE REMEMBER TO RECORD YOUR KEY DECISIONS WITHIN THE INCIDENT LOG.
Section 2 focuses on ongoing (daily or otherwise) update on progress and resources (staff, facilities, equipment, suppliers and providers, and finance), which would help you decide whether you have sufficient resources to resume any of the suspended activities. 
This Section needs to be completed at every Business Recovery Team meeting (daily or otherwise).

When deciding whether to resume any of the suspended activities, you should consider the impact they would have on the running of your critical services.
Section 3 captures lessons learnt (potential efficiencies and actions to reduce or eliminate risks identified) and should be completed after the majority of the services have returned to “new normal”. Identifying and recording any lessons learnt should be an integral part of the recovery programme.
Please list any activities, which have been performed differently during an incident, and presented improved ways of working, which can be sustained in post-incident service delivery, without putting clients at risk or adversely affecting performance outcomes.
The Section allows you to list any actions you may wish to put in place to address any problems you have encountered or risks identified during an incident to ensure that these are not repeated or their impact is minimised in the future.



	Section 1. Suspended Activities 


	Activity / Details
	Activity Suspended
	Activity Resumed

	
	Date
	Approved by
	Impact on Other Activities
	Date
	Impact on Other Activities

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Section 2. Daily Situation Report – CRITICAL SERVICES


	Date:


	Service / Activity
	Resources Available (a position statement):

	
	Staff
	Facilities
	Equipment
	Service Providers
	Suppliers
	Finance

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	PLEASE RECORD ANY KEY DECISIONS / ACTIONS IN THE INCIDENT LOG


	Section 3. Lessons Learnt

	Service / Activity 
(both Critical and Non-critical)

	Efficiencies - What worked well?
	What could be improved?

	
	Process Change
	Financial and other savings
	Risk / Issue Identified
	Action / Resolution

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	PLEASE UPDATE YOUR BUSINESS CONTINUITY PLAN
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Business

Recovery Team

Incident Management:

Emergency management of 

activities and resources in order to 

maintain critical services during an 

incident

Recovery Process:

Systematic reintroduction of 

services / facilities based on 

an ongoing assessment of 

services and resources, and 

risks and opportunities, 

during and after an incident

Critical Services as 

identified in Business 

Continuity Plans

Ongoing assessment of the 

situation and response, based 

on information from Operational 

Teams 

Incident Log

Operational Teams

Regular 

Meetings / 

Situation Reports 

to co-ordination 

team

Lessons Learnt 

(Efficiencies / 

Risk reduction 

measures)

Decision whether, which and 

how suspended services can be 

reintroduced

Analysis of efficiencies identified 

by managing services differently 

during the incident

Analysis of problems (lessons 

learnt) and actions to reduce the 

risk of incident or severity of its 

impact in the future

Analysis of 

Processes / 

Resources

Management 

Co-ordination Team

Incident Recovery Framework
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Critical Services as identified in Business Continuity Plans

Ongoing assessment of the situation and response, based on information from Operational Teams 



Lessons Learnt (Efficiencies / Risk reduction measures)

Decision whether, which and how suspended services can be reintroduced

Analysis of efficiencies identified by managing services differently during the incident

Analysis of problems (lessons learnt) and actions to reduce the risk of incident or severity of its impact in the future

Analysis of Processes / Resources









Operational Teams

Operational Teams

Operational Teams

Business

Recovery Team

Incident Management:

Emergency management of activities and resources in order to maintain critical services during an incident

Recovery Process:

Systematic reintroduction of services / facilities based on an ongoing assessment of services and resources, and risks and opportunities, during and after an incident

Incident Log

Operational Teams

Regular Meetings / Situation Reports to co-ordination team















Management 

Co-ordination Team

Incident Recovery Framework












