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1. Scope
This procedure applies at all of Organisation Name's sites.
2. Responsibilities

2.1 All Employees/Staff are responsible forg i at might
disrupt Organisation Name or its ability '
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the event of any other occurrence th
normally.

2.3 The Emergency Respons
plans to the exté

3.The E

ge Employees/Staff

“listed h erge eam Contact Card]"

along with appropriat ntact details.

"Name
Position
Contact details"

"Name
Position
Contact details"



"Name
Position
Contact details"

"Name
Position
Contact details"

"Name
Position
Contact details"

y

3.2 The members of the Emergency Response Team take on ro gate

r * tion.
3.3 The Emergency Response Teamswill s€ i g responsibilities
and priorities, and providing decis usiness continuity
incidents and disruptions.

| disaster or disruption and, if

impact on the business;
ent Response or Business Continuity Plan

and manage a Service Continuity Team to maintain vital

and manage a Disaster Recovery Team to return to normal
operation;

o (if necessary)
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elations and communications with stakeholders.

4. Procedure

4.1 Each identified incident is recorded in the Incident Log by the Business Continuity

Manager
"/delegated role"



at the earliest opportunity.

4.1.1 The incident is assigned a number,
"which is determined how? Simply numerical order? Some form of pattern that indicates where the incident
occurred, affecting what, etc.?"

4.1.2 The Business Continuity Manager should endeavour to expand the log entry as
soon as relevant information becomes available.

4.2
"Your procedure should set out clearly who you want emergencies reporte
who has the authority to invoke business continuity plans and how communica
should refer to the Incident Response Structure that is describ the Business

calation process is,
s. This procedure
uity Strategy."
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<< 4.3 - 4.5 removed for sample purpo

Appendix 1: Standard Procedur

1. Anyone who identifies‘an en i Id result in disruption to Organisation Name or its
activities informs their iness Continuity Manager contact].

organisations, authorities an
5. On the basis of communi
Continuity Manager tagi

ns with those parties, the Emergency Response Teams informs the Business
he business continuity plan either in part or in full."

Document owner and approval

The Business Continuity Manager is the owner of this document and is responsible for
ensuring that it is reviewed in line with the requirements of the management system.

The current version of this document is available to



"Specify which members of staff this document is intended for"

and is published

"Describe the location(s) - electronic and physical - where this document is available"

Its approval status can be viewed in Master List of Document Approval.
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