Business continuity planning for Merton businesses

To be read in conjunction with the information set out on the London Prepared website at www.londonprepared.gov.uk
This guidance is for small businesses employing fewer than 10 persons and is compliant with BS25999 Business continuity management. The guidance compliments the information set out on the London Prepared website and considers local issues where possible.

In drawing up your plans you are considering all types of emergency that could affect you in Merton. Local issues that Merton residents have faced in the past and may face again in the future include natural causes such as flooding, snowstorms, high wind and generally severe weather conditions. Other events to consider are fire, vandalism, burglary, power failures water supplies, gas supplies, Illness and of course the economic climate.

For information on severe weather you can get information from a variety of sources such as the Environment Agency, the MET office and Merton Council.

http://www.environment-agency.gov.uk/homeandleisure/floods/38289.aspx
http://www.merton.gov.uk/council/plansandpolicies/severe-weather-plan.htm
http://www.merton.gov.uk/emergencyplan
The London prepared website provides you with a range of advice and guidance to help you determine what steps you should take to protect your business before an event and continue trading after an event.

The guidance asks you to consider the following:

Step 1: Analyse your business.


· Go to www.londonprepared.gov.uk click on the business continuity icon on the left hand side and scroll down to the small businesses heading. Click the link to bring up the guidance for small business.

· Either follow the process in the centre panel or select the blue download box to select the PDF file for small businesses.


· You are now presented with some topic headings that you will need to think about in relation to your business. You will need to consider with each of these how they are managed in your business and what you would do in an emergency situation. You will need to consider these headings for each emergency situation that you would consider an interruption to your business.

Staff-

· Have a list of all your staff and their contact details in a safe place off site and agree with them the method of communication in an emergency situation.

· Ensure that any staff allocated with special roles or responsibilities in an emergency are familiar with that role and have practiced it regularly.

· Ensure that these roles are covered in the event of holidays and sickness by training more than one person in each role.

· What are the minimum numbers of staff you can run your business with on a day to day basis.

· What are the arrangements for paying staff who are unable to work if your business is closed and for how long.

· How many staff do you need to trade with and out of these who are the critical staff in terms of knowledge and skills.


Customers-

· What will you do with them on the day if an emergency occurs.

· Make sure you have copies of contact details for customers or clients and keep these off site.

· Who and how will you contact any customers and when will you do this.

· How will you reschedule appointments or bump clients.

· How will you keep your long term regulars or key clients.


Suppliers-

· Maintain a list of all your suppliers with details of what they supply and whether there are alternatives if they are unavailable.

· Consider all aspects of your supply chain and for any essential supplies ask your supplier for their business continuity arrangements.

· Can your supplier replace your essential stock in an emergency should yours get damaged



IT and processes-

· Keep your IT equipment off the floor and above any risk level, back up your data each day and keep a copy off site. Portable hard drives are ideal for this as they are small and can plug in to any PC.

· Consider keeping all financial information off site and backing information up with a data storage specialist. Paper records can be digitally scanned and stored for minimal cost.

Partnerships-

· Can you forge any partnership arrangements with other similar businesses in the area and could you reciprocate for them.

· In order to continue trading what is your minimum turnover per day and what do you need to deliver this in terms of staff , equipment and products.

· Forging relationships with other businesses may allow you to use their equipment and supplies for a period of time.

Buildings-

· Look at the construction and layout of the premises.

· Either consult your plans or draw up your own plans and look at the areas of vulnerability. Door and windows are main areas for consideration but also look at service ducts, cable entries and construction items such as air bricks and mail box openings in walls.

· If your premises is prone to flooding then consider physical means for preventing water ingress, also consider replacing floor coverings with water resistant materials and consider the height of any electrical outlets and power supplies.

· Can doors or other opening be modified to allow quick installation of flood barriers or other devices

· Can your property be cleared of water quickly once the flood passes.

· Can you seal up any ductwork or cable entries or cover up air bricks.

· Get to know every detail of the premises, where you consider a weakness consider the options for reducing the impact or eliminating the problem.

Timescales-

· Whilst you may not know how long an event will last, you need to know how long you can last without trading. You should identify in your plan for each type of event the critical period of time you can survive without your vital components.

· Here you are considering loss of staff, loss of equipment, loss of supplies, loss of revenue or cash and loss of the premises. 

· Some areas may be measured in day others in hours or minutes.

· For each of the heading above think about what you would do if you lost those resources and how you could overcome it.

Writing your plan.

You have now listed out the threats to your business from a variety of sources. For each of those threats you should now write out what you would do against each of the areas for example; what you ask staff to do in the event of a fire will be different from what you want them to do in a power cut or flood.

The London prepared website offers considerable guidance on writing your plans, go to http://www.londonprepared.gov.uk/businesscontinuity/makingplans/small.jsp
To view.

Once you have written these down you need to start to implement your plan ensuring your staff are involved and your control measures are operable.

Regularly review the plan and make amendments should things change or prove not to work.

