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Section 1 
Executive Summary 
Insert an executive summary of your Business Resilience Plan in this space.  It should capture the basic information contained in your plan and give a reader an understanding of the priorities and challenges that your business is likely to confront in the event of a natural disaster
Objectives 
Insert the objectives of your Business Resilience Plan in this space.  Outlining the objectives serve to clarify the purpose of your plan and should describe the intended result.
Glossary Of Terms
A Business Resilience Plan (BRP) may include acronyms or phrases that could be unfamiliar to people reading them for the first time.  A glossary of terms clarifies the use of these terms and can help when read by third parties, or training employees.  
	Acronym / Term
	Short For / Meaning

	BRP
	Business Resilience Plan

	Business Resilience Planning
	Process by which a business develops a plan to manage risk to the continuity of its operations in the event of a disaster.

	
	

	
	





Section 2
Risk Management Planning
Your BRP should identify the risks to your business which may arise during and after a disaster event.  You need to spend some time, along with key business advisors and experienced employees, identifying and analysing these key risks.
Your BRP then needs to build on this analysis to develop strategies and initiatives to minimise adverse impacts. Key questions for this process could involve the likelihood of the event, its potential impact and what priority it is to address in the plan.
The table below involves developing a simple ranking system. It is a guide only.  You should adapt your Risk Management Planning document to suit your business.  Be sure to review and update this matrix regularly, to reflect changes in your business.    
	Description of Risk
	Likelihood
	Impact
	Priority
	Preventative Action
	Contingency Plan

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	


Risk Identification and Classification
An efficient and effective method of assessing and classifying risk can be useful to business owners unfamiliar with this process.  A widely used Risk Identification and Classification Matrix has been included below to facilitate your risk management planning.
	Consequence
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic

	Likelihood
	
	
	
	
	

	Almost Certain
	
	
	
	
	

	Likely
	
	
	
	
	

	Possible 
	
	
	
	
	

	Unlikely
	
	
	
	
	

	Rare
	
	
	
	
	



Section 3
Business Impact Analysis    
Your Risk Management Plan should provide you with the necessary information in relation to the identified risks and impacts on your business of a disaster event, for you to now undertake an informed Business Impact Analysis exercise.  
This is the step where you nominate critical business activities and recovery requirements.  Critical business activities are the primary business functions that must continue in order for your enterprise to operate.  
In addition to identifying them, you analysis should consider the likely impact on your business if these functions were disrupted and how long your business could survive financially if these functions stopped.
This business impact analysis exercise should allocate Recovery Time Objectives to these critical business activities and rank them in terms of the most significant impact on your business, so you can prioritise your recovery efforts and minimise disruption.
In identifying your priority actions within this exercise, you may want to prioritise them in order of urgency to be restored within certain timeframes:
A. Immediately (within 3 hours of an event);
B. Within 24 hours of an event;
C. Within 3 days of an event;
D. Within a week of an event;
E. Beyond a week following an event. 
In summary, your Business Impact Analysis should:
· List the critical business activities that must be functional for your business to continue to operate
· Rank them in terms of priority to re-establish operations following a disaster event, such that your business will be able to operate, considering:
· Potential revenue losses if not operational.
· Staff numbers required to operate safely.
· Penalties (commercial or regulatory) if not operational.
· Legal liability (corporate or personal) if not operational.
· Impairment of brand, or good will) if not operational.
· Attempt to calculate the period of time that stock or inventory on hand could meet the essential demand of established customers.
· Attempt to calculate the period of time that could elapse before your business, if unable to trade, would no longer be considered a ‘going concern’.
· Attempt to determine how your business would be impacted if a key supplier or key staff member was impacted by a disaster event.
· Are there any alternative suppliers or staff that could meet the needs of your business, should they be impacted by a disaster event? 
	Critical Business Activity
	Description
	Priority
	Impact of Loss
	Recovery Time Objective
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Section 4
Incident Response Plan
In developing a BRP, the emphasis is placed on the preparations that can be made and the precautions taken by a business owner prior to a disaster event.  Indeed, most of the information in the Issues Paper was focused on that preparation period.   
However, an orderly and systematic approach to the response phase of a disaster event can also help to minimise the time that your business is disrupted.  As such, a comprehensive BRP also involves preparing an Incident Response Plan (IRP).
A timely response to critical incidents can reduce the adverse impact on a business.  An IRP can also inform key employees about their roles and responsibilities following a disaster event.  A simple checklist may resemble the table below:
	Incident Response
	Actions Taken
	Complete

	1. Assess severity of the incident and identify extent and type of damage.
	
	

	2. Secure site if necessary including restricted access signage.
	
	

	3. Establish framework to control entry to site to authorised persons.  
	
	

	4. Make site safe as possible, minimising hazards. 
	
	

	5. Contact emergency services and advise of identified hazards.
	
	

	6. Establish an event log.
	
	

	7. Allocate specific roles and responsibilities to key employees to support response and recovery.
	
	

	8. Initiate a media or public relations plan and appoint a spokesperson, if required.
	
	

	9. Organise for any inspections by qualified professionals if necessary.  
	
	

	10. Notify employees of incident and establish lines of communication.
	
	

	11. Identify critical business activities disrupted, as per Business Impact Analysis.  
	
	

	12. Contact key stakeholders (customers, suppliers).
	
	

	13. Identify and comply with key regulatory requirements and contact regulators where appropriate.  
	
	


  	


Section 5
Incident Recovery Strategy
In the same way the development of an IRP can help a business negotiate that period after a disaster event (the response phase), so too can the BRP for your individual business benefit from a structured and well-resourced recovery strategy.  
Having identified your critical business activities, the focus of the recovery phase is re-establishing these as a matter of priority, along with your key supply chains and contact with customers, to return to normal business operations as soon as possible.  
When developing a BRP, you may consider what additional resources may be needed to get through a post disaster period.  You should consider that your business may not be operational, or be operating at a diminished capacity.     
Even if you have comprehensive insurance policies, there may be sizeable upfront excess payments. A dedicated emergency cash reserve is a strategic investment which could assist your business to meet the challenges of a disaster event.
You may need to engage contractors to undertake urgent works on your business premises, or hire equipment to allow you to trade temporarily.  Having dedicated cash reserves to meet these costs could make all the difference after a disaster.
It is advisable to keep this cash reserve separate from the other working accounts associated with your business and to reassess what you might need in the account from time to time.  Some of the issues that you may wish to consider include:
· Establishing dedicated cash reserves to meet cash-flow short falls if your business cannot operate, or is operating at a diminished capacity.
· Taking all possible measures to minimise overheads and fixed costs while your business cannot operate, or is operating at a diminished capacity.
· Identifying any suitable alternative sites from which your business could operate temporarily, while your business premises are re-established.
· Have formal agreements or protocols in place with key suppliers that make allowances for extraordinary circumstances, such as a natural disaster.
· Have a pre-authorised plan in place with your bank or financial institution to access a pre-approved facility to stabilise your business following an event.


A simple checklist may resemble the following table:
	Incident Recovery
	Actions Taken
	Complete

	1. Pre-authorised financial facility agreement in place.
	
	

	2. Dedicated cash reserves in place to protect liquidity.
	
	

	3. Contacted insurance company/broker to lodge/foreshadow claim.
	
	

	4. Established effective contact with employees. 
	
	

	5. Established effective contact with customers. 
	
	

	6. Establish effective contact with suppliers.
	
	

	7. Set goals and timeframes for operational and financial indictors to return to normal.
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Section 6
Rehearse, Maintain and Review
A BRP will be of limited use to a business if the owner and senior employees are unfamiliar with its content, or it contains out-of-date or inaccurate information.  It is important that a business rehearse the actions and review the content of the BRP.
You may consider incorporating the discussion and review of the BRP into the periodic training processes of your business, such as workplace health and safety assessments, fire and evacuation drills, first aid training, or cyber security updates. 
Alternatively, in recognition of its importance, it could be adopted as a stand-alone activity for the business.  In particular, issues that need to be addressed to ensure your BRP is effective following a disaster event include:
· Are all of your key employees familiar with the content of the BRP, especially new employees to the business?
· Have the contact details for all employees, especially new employees, been updated in the BRP?
· Do new employees have the equivalent skill set to former employees who were allocated responsibilities within the BRP?  
· Has the business organisational structure changed since the BRP was last reviewed and do these changes have any implications for the BRP?
Following a disaster event, it is important that your BRP is reviewed, with a focus on new learnings or identified shortfalls in the implementation of the plan during that event.  This new information should be used to update and improve your BRP.
Your business could consider having a dedicated disaster management committee appointed to take responsibility for developing and reviewing your BRP.  Another option is to appoint a Disaster Manager Coordinator to lead this process.   
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