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	1. ABOUT THIS BUSINESS CONTINUITY PLAN



1.1 Business Details
Company Name: <business name>
Business Name: <business name>
Type: 
ABN: <abn>
ACN: <acn>
Principal place of business: <address>
Main business activity: Home Support – Welfare

1.2	Purpose of this Document
This Plan provides a framework for the activation, allocation and deployment of business resources in the event of an emergency that threatens <business name>’s ability to continue providing services. The Plan focuses on strategies to ensure continuity of support is provided to participants in the event of business disruption. 

1.3	<business name>’s Business Continuity Planning Approach
<business name>’s Business Continuity Plan to complement its risk assessment, hazard identification and emergency planning activities. 
The Director/CEO formally reviews and updates the Business Continuity Plan/s each financial year or following execution of the plan in an emergency.















	2. RISKS TO BUSINESS CONTINUITY



2.1	Risk Assessment
	Risk
Description
	Likelihood
	Impact
	Risk Rating
	Action Plan
	Comments/Progress and Back Up Plan

	Operational Risk
	Likely 
	Medium
	Medium risk
	· Emergency Management Plan
· Proactive planning for disaster, technical, operational mistakes
· Training and professional development plans for staff
· Quality Improvement Plan
	· Follow systems and protocols aligned alongside the Policy and Procedure Manual

	Financial/Economic Risk
	Unlikely
	High
	Medium risk
	· Maintain steady cashflow 
· Annual budgets prepared
· Review Market Participant Report
	· Available backup funds of $10,000
· Advice from accountant

	Security and Fraud Risk
	Unlikely 
	Medium
	Low risk
	· Password protection on data stored locally and cloud-based services
· Limited access to accounts
· Account transaction limits
· Quality Improvement Plan
	· Follow systems and protocols aligned alongside the Policy and Procedure Manual

	Reputation Risk
	Unlikely 
	Low
	Low risk
	· Reputation management strategies to ensure reputation is maintained
· Implementation of Strategic Plan
	· Proactive media approaches through social media and other online media avenues
· Review at monthly meetings

	Competition Risk
	Likely 
	Low
	Low risk
	· Review performance, and strategy and maintain interactive relationships with clients and customers (online and offline)
· Market Participant Report reviewed
· Implementation of Strategic Plan
	· Proactive media approaches through social media and other online media avenues

	

	Compliance Risk
	Unlikely 
	Low
	Low risk
	· Compliance with laws and regulations
· Quality Improvement Plan
	· Contact consultant services for further advice
· Professional Indemnity and Public Liability Insurance



Processes
In line with best practice, <business name> has adopted a seven-step process to support the implementation of risk management and help maintain impetus.
	
	Steps
	

	1
	Identifying risk
	Risks will be identified during the service delivery planning process and cross-referenced, where possible, to key tasks and to the achievement of corporate objectives. 

	2
	Analysing risk
	Risks will be assessed against probability and impact of the identified risks using <business name>’s approved evaluation criteria to give a risk score. 

	3
	Profiling risk
	The evaluation exercise will result in a risk score from which significant risks can be established.  

	4
	Prioritising action
	Risks will be entered in the risk register detailing the inherent risk score, existing controls and residual risk score. 

	5
	Determining action
	 Further actions required to reduce the threat of the risk occurring or minimise its impact will be stated in the risk register. Target dates and assignment of responsibility will also be stated.

	6
	Controlling risk
	The specified actions will be carried out as stated in the risk register.

	7
	Monitoring
	The risk management working group will keep the risk register under review and progress against further actions identified will be monitored quarterly. The register will be updated as actions are achieved, and risk scores amended as appropriate. The identification of risks should be a continual process and risks emerging throughout the year should be evaluated and, where necessary, added to the register. 




Risk Management Matrix

	Assessment Impact 

	
	Financial
 (F)
	Reputation (D1)
	Stakeholder (D2)
	Community/ Customers (D3)

	1
	Negligible
	
	Minimal loss of public trust
	Minimal impact on stakeholder business arrangements
	Minimal impact or disruption to community contained within a community area

	2
	Minor
	
	Slight loss of trust with no lasting impact. Little adverse publicity
	Minor impact on stakeholder business arrangements
	Minor impact to community and community dissatisfaction. Limited service disruption.

	3
	Moderate
	
	Moderate loss of trust that receives significant adverse publicity locally with no lasting impact
	Moderate disruption to stakeholder’s arrangements.
	Moderate impact to community and customer dissatisfaction. Moderate service disruption.

	4
	Major
	
	Significant loss of trust and receives local media attention. Potential for lasting impact
	Significant disruption to and opposition from stakeholders
	Significant service disruption and community opposition. Threat of legal action.

	5
	Catastrophic
	
	Significant loss of trust and receives national media attention with potential for persisting impact.
	Major disruption to and strong opposition from stakeholders who represent vulnerable clients
	Major service disruption. Significant community opposition. Legal action. Long-term public memory.



	
	Safety (S)
	Health (H)
	Environmental (E)

	1
	Negligible
	First aid case, with no lost time.
Negligible safety impact
	Mild health effect for short period.
	Minimal environmental impact.

	2
	Minor
	Minor injury (worker or third party).
Medical treatment beyond first aid.
	Reversible health effect.
Minor illness.
	Local impact requiring response, but from which there is a natural recovery.

	3
	Moderate
	Single major injury,
	Irreversible health effect for example loss of hearing.
Serious illness from which there is full recovery.
	Moderate environmental impact, requiring response to aid recovery.
Reportable to authorities.

	4
	Major
	Multiple major injuries which may result in permanent disabilities
	Life shortening health effect.
Health effect causing significant irreversible disabilities.
	Major environmental incident resulting in significant impact requiring management by external authorities

	5
	Catastrophic
	Death
	Death
	Extreme environmental incident, resulting in irreversible long term or widespread harm


	ASSESSMENT IMPACT 



	Likelihood Ranges

	
	Description
	Guidance
	Probability Range

	1
	Improbable
	Very remote probability that the event would occur
	1%

	2
	Remote
	Event may occur only in exceptional circumstances
	1 – 10%

	3
	Possible
	Event could occur at some time
	11 - 50%

	4
	Probable
	Event should occur at some time
	51 – 90%

	5
	Almost Certain
	Event will occur in most circumstances
	90%



	Impact 
	5
	10
	15
	20
	25

	
	4
	8
	12
	16
	20

	
	3
	6
	9
	12
	15

	
	2
	4
	6
	8
	10

	
	1
	2
	3
	4
	5

	
	Likelihood



Red Risk: (20-25)	Unacceptable risk.	Reduce risk by mitigation.	Transfer risk.
Amber Risk (12-16)	Reduce risk by mitigation. Regularly review.
Yellow Risk (8-10)	Tolerate risk. Review control measures.
Green Risk. (1-6)	Acceptable Risk.	Monitor risk.


2.2	Critical Operational Requirements_______________________________
Identify the people, suppliers, documents, systems, or procedures that are critical to your operations and that would cause a significant impact on your business should they be damaged, lost or unavailable. Detail the strategies you have in place to protect these things in the event of an emergency.
	Operational Requirement
	Impact if Damaged/Lost/Unavailable
	Protection Strategies

	The Disability Support Worker is unavailable (change occupation if required)
	Participants will be left without a Support Worker providing their required services.
	<business name> is currently hiring a Support Worker on casual bases for when the Support Worker is unavailable.

	Director is unavailable
	Day to Day Operations will be neglected.
	Director will elect a representative among their team in their absence and this will be communicated to all workers and management members in <business name>.

	Policy and Procedure Manual is damaged or lost
	The director and workers won’t be able to refer back to the manual in case of emergencies that could severely impact the business.
	<business name> will keep an online backup of their Policy and Procedure Manual in case the original gets lost or damaged.







Now list the actions that must be taken in an emergency to ensure these Critical Operational Requirements can be restored quickly and effectively in the event they are damaged, lost or unavailable.
	Operational Requirement
	Immediate Actions
	Secondary Actions
	Responsibilities
	Resources Required

	Support Worker is unavailable
	Contact the casual support worker who is to step in 
	Inform all workers and participants of the change.
	· Contact the casual registered nurse
· Communicate all change to workers and participants
	· Support Worker on the books as a casual

	Director is unavailable
	Contact the elected representative 
	Communicate the change of management to all workers.
	· To elect a representative 
· Communicate changes to all workers.
	· Senior employee

	Policy and Procedure Manual is damaged or lost
	Access the dropbox where the backup Policy and Procedure Manual is saved.
	Inform all workers who needed to access the Policy and Procedure Manual that they now can.
	· Access the Dropbox 
· Communicate the situation has been resolved.
	· Dropbox





	3. BUSINESS CONTINUITY STRATEGIES



3.1	Insurance___________________________________________________

	Type
	Coverage
	Exclusions
	Insurance Company and Contact
	Last Review Date

	Professional Indemnity 
	AUD $10,000,000 each and every claim
	Prior claims, fines, product liability, intellectual property, termination of pregnancy, pollution, war, terrorism, nuclear, trading debts, fraud, asbestos, AIDS, property damage, product, anesthesia, beauty therapy, molestation and vehicles
	BizCover  
1300 249 268
	

	Public Liability
	AUD $ 20,000,000 any one occurrence 
	
	BizCover  
1300 249 268
	



3.2	Property and Infrastructure____________________________________

The office is located in a flood-free area, separate from other buildings. It has a fire extinguisher available with two exits on opposite sides of the premise. Security lights are on either side of the building.
Relocation of office would be possible with temporary accommodation acquired when necessary.

3.3	Participant Support Continuity__________________________________
Staff will be given strategies around effective waste management with participants at monthly meetings. On-site visits will be conducted to ensure there is protection from harm as a result of exposure to the waste, infectious or hazardous substances generated during the delivery of supports. Waste management will align alongside policies and procedures for waste management and review annually.
<business name> will manage waste onsite and offsite in to encourage waste minimisation and sustainability.

3.4	Data Back Up and Security_____________________________________
	Data is backed up in real-time on Microsoft services with a backup hard drive weekly. <business name> client/staff information is password protected on any device storage and cloud services. Any breaches of client information will have immediate action taken by the Director and General Manager as per Data Breach Response Plan.

3.5	Recovery Support_____________________________________________
	Organisation Name
	Title  
	Email
	Phone/Mobile number

	Server Guru IT Support
	IT Support
	Support@serverguru.com.au
	0402 278 354

	
	
	
	

	
	
	
	






	4. RECOVERY



4.1	Impact Assessment__________________________________________________
	This will be completed if Recovery Support team is contacted
	Damage
	Impact To Business
	Severity
	Action
	Recovery Steps
	Resources Needed
	Actioned By
	Estimated Date Of Completion

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	






4.2	Insurance Claims
            This will only be completed if insurance claims are made

	Company and Date of Contact
	Details of Contact
	Follow up Actions

	
	
	

	
	
	

	
	
	

	
	
	




4.3	Other Recovery Strategies______________________________________

<business name> will:
· Review their debtor and creditor arrangements 
· securing sources of financial support such as government relief grants
· Review marketing strategy.
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