
Business Continuity Plan 

Distribution Record 

Copy Issued to 

Controlled 
Copy Authorised by: 

Recipient 
Signature 

Issue Date 
Y N 

1 ☐ ☐ 

2 ☐ ☐ 

3 ☐ ☐ 

4 ☐ ☐ 

5 ☐ ☐ 

Amendment Record 
ISSUE #: 1 

ISSUE DATE: 

Rev. # Date 
Details 

Description of Changes Approved By 
Section # Para. # 

1 

2 

3 

4 

5 

SAMPLE



 

Company Name:  

Company Address: 

ABN/NZBN:  
 

 

Document Title: {company_name} BCP Document #:  
Authorised by Version #: 1 Issue Date:  Revision Date:  Page 2 of 21 

© SafetyCulture All Rights Reserved 
 

Table of Contents 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      

Distribution Record .............................................................................................................................. 1 

Amendment Record ............................................................................................................................. 1 

1 Introduction .................................................................................................... 3 

1.1 Review Procedure .................................................................................................................... 3 

1.2 Document Control .................................................................................................................... 3 

1.3 Management Commitment and Approval ................................................................................ 3 

1.4 Terms and Definitions .............................................................................................................. 4 

2 Business Continuity Policy .......................................................................... 5 

3 BCP Responsibilities ..................................................................................... 7 

4 Business Impact Analysis ............................................................................ 8 

5 Monitoring and Review ................................................................................. 8 

6 Continuity Plan ............................................................................................... 9 

7 Forms............................................................................................................. 14 

7.1 Business Impact Analysis ...................................................................................................... 14 

7.2 Change Request Form........................................................................................................... 16 

7.3 Exercise Report...................................................................................................................... 18 

7.4 BCP Checklist ........................................................................................................................ 19 

7.5 Business Recovery Response Register ................................................................................ 21 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Disclaimer: Although every effort has been made to ensure the accuracy of this information at the time of 

publication, it is provided as guidance only and does not provide legal advice on meeting your obligations.    

SAMPLE



 

Company Name:  

Company Address: 

ABN/NZBN:  
 

 

Document Title: {company_name} BCP Document #:  
Authorised by Version #: 1 Issue Date:  Revision Date:  Page 3 of 21 

© SafetyCulture All Rights Reserved 
 

 

1 Introduction 

This Business Continuity Plan (BCP) is in place to assist us, {company_name}, to prepare for 

significant disruptions that have the potential to affect our ability to operate significantly. The Plan 

includes essential information for responsibilities, risk assessment, and steps to be taken in the case 

of a significant event impacting our ability to operate effectively. 

1.1 Review Procedure 
(Insert responsible person name) will review this BCP before implementation and at regular times 

in response to organisational or legislative changes. The review process will consider information 

from consultation with our workers, Health and Safety Representatives (HSR), and other relevant 

parties. All relevant persons will be made aware of changes made because of the review. Review 

of this BCP takes place when: 

• Identified changes in our workplace affect the BCP. 

• The BCP is not deemed effective. 

• There are legislative changes that affect the BCP. 

• There is a serious incident or dangerous occurrence. 

1.2 Document Control 

The BCP is a controlled document. All unauthorised copies, either electronic or printed, are 

considered uncontrolled copies. Record copyholders and the version numbers in the Distribution 

Record. 

All versions of the BCP have a unique document and version number and recorded in the Document 

Register, including the date of approval, and review date. 

All versions of the BCP kept as a record. In the event of a notifiable incident, the BCP and supporting 

documentation (initial and reviewed versions) will be kept for five years after the incident. During this 

period, the plan and support material will be accessible to all relevant persons, and any Government 

appointed officers as required.  

1.3 Management Commitment and Approval 

The BCP has been approved and endorsed by (insert name of Owner/CEO or person in a senior 

management position)  

Senior Management Sign-off: Date: 
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2 Business Continuity Policy 

Background: 

Significant disruptions, whether natural (e.g., flood, fire, storm), technological (e.g., cyber-attack, 

utility failure), human-caused (e.g., security incident, major accident), health-related (e.g., epidemic, 

pandemic), or due to supply chain failures, can impact organisations like ours globally and locally. 

These events can affect our operations, personnel, infrastructure, and our ability to deliver critical 

services. 

Purpose:  

The objective of this policy and procedure is to define, document and communicate the requirements 

necessary for business continuance that supports critical functions of our organisation. The goals of 

this policy are to: 

• Reduce risk to our operations in response to significant disruptions. 

• Identify systems required to support our critical processes during and after a disruption. 

• Ensure our compliance with regulatory requirements. 

• Maintain a responsible approach to protect the interests of our stakeholders, workers, 

business partners, and suppliers.  

Policy: 

We, {company_name}, commit to preparing for disruptive incidents that have the potential to 

significantly affect our business continuance. This policy ensures we can continue to deliver critical 

services in the event of a disruption or recover quickly afterwards by defining a framework that 

enables:  

• An analysis of the impact that a disruption would have on our organisation. 

• Development of strategies required to support our critical processes post-recovery. 

• Procedures and actions required to respond to an incident in terms of containment, control 

and minimising impacts. 

• Procedures and actions required to recover from an incident to minimise disruption and 

recovery times.  

We will keep up to date with the latest information and advice from relevant authorities (e.g., 

emergency services, government agencies, public health units for health-related incidents) to help 

us in managing risks. We will ensure our workers are aware of and kept up to date on relevant 

information regarding potential disruptions by directing them towards official information sources. 

Clear advice will be provided to our workers about actions they should take if they believe they are 

affected by a disruption or pose a risk to our workplace (e.g., due to contagious illness, safety 

concerns). This includes: 

• When they should not attend work or travel. 

• Information and links to relevant services should they require support.  

We acknowledge that the following scenarios may cause our workers to either be unable to attend 

their normal place of work or require alternative working arrangements: 

• A person is directly impacted by a disruptive event (e.g., illness, injury, property damage, 

evacuation order) and must self-isolate, seek care, or cannot attend work.  

• A direction from the relevant government body or authority to modify or cease our operations.  
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6.0 Insurance 

Insurance 
type 

Policy 
coverage 

Policy 
exclusions 

Insurance 
company and 

contact 
details 

Last 
Insurance 

review date 

Insurance 
Payments due 

e.g. business 
interruption 

fire 
flood 
theft 

terrorism 
tsunami 
 

XYZ Insurance, 
Ph: 00 000000 

1/1/2020 e.g.$1000 
Monthly 

      

      

7.0 Recovery Response 

Rank 1 Scenario (Example only) 

Content Details 

Critical Failure Significant staff absenteeism affecting our operations due to widespread 

illness/local emergency/transport disruption 

Business Impact Inability for us to conduct business from the office location/meet critical 

deadlines due to insufficient staffing 

Immediate Action 

Response 

We will inform all our workers, customers and other relevant parties of the 

issue. We will assess critical function viability. NOTE: Refer to our operating 

policies/procedures as necessary. 

Recovery Strategies We will maintain communications with our customers and workers. We will 

implement remote work protocols if feasible. We will prioritize critical tasks. 

NOTE: Refer to our relevant procedures. 

Responsible Persons Customer communications: (Name), Worker communication: (Name), IT 

Support: (Name) (all from our team) 

Resources required  Mobile phones, internet access, laptops, remote access software, updated 

contact lists. 

Rank 2 Scenario (Example only- Loss of communication) 

Content Details 

Critical Failure 
Loss of communications ability due to line fault/accident (Email, data 

phone loss) 

Business Impact Inability to communicate with external parties, customers, and workers 

Immediate Action 

Response 

1. Inform all workers, customers and other relevant parties of the 

issue 

2. Contact utility owner to identify the fault and seek rectification 

NOTE: Refer to any operating procedures or other support /instructional 

documents as necessary 

Recovery Strategies 

• Maintain communications with customers and other relevant 

parties that may be affected by the issue 

• Maintain clear communication with utility owner on repair 

schedules 

• Ensure that all mobile devices have access to power 

• On confirmation of line repair, restart and check all communication 

devices and systems are working correctly 

• Notify all parties that issue is resolved 

NOTE: Refer to any operating procedures or other support/instructional 

documents as necessary 

Responsible Persons  
• Customer communications: Janette Brown 

• Utility Owner Communication: John Smith 
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