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BUSINESS CONTINUITY TOOLKIT 

 

1.  BUSINESS IMPACT ANALYSIS 
BACKGROUND INFORMATION 

 

 

 

 

This document provides background information on a Business Impact Analysis (BIA) 

and explains how to complete the BIA template.   

 

 

 
 

 

 

 

 

 

 

 

A BIA deals with 
this stage of the 
Bus Con lifecycle 

The aim of a BIA is to understand what your key activities are, the impact of a disruption 

to these activities, the resources that you need to keep them going and the threats to 

these activities.  
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Completing the BIA template: 

 

PART 1 – Role and stakeholders   

 

Column 1: What is your team’s role? 

 In a couple of sentences try to summarise what it is your team actually does.  Eg 

“produce a 3 hour live programme for transmission every Wednesday morning 

for Radio 4 at 09:00 from Television Centre.”   

 

Column 2: Who are the stakeholders? 

 Try to identify who your main stakeholders are internally and externally.  Eg, who 

are your audience/who do you provide content for/who do you provide technical 

support for etc? 

 

Column 3: What is the maximum acceptable time for your team’s output to be 

disrupted? 

 Identify the maximum time that it would be acceptable for your output to be 

disrupted.  Eg, reputation would be irreversibly damaged if the programme went 

off air for longer than 5 mins.   

 The information in this column is also known as “Maximum Tolerable Period of 

Disruption”.   

 From this, we can establish the Recovery Time Objective of your activities that 

support your output 

 

PART 2 – Critical activities  

 

Column 1: Key activities  

 These are activities that support your key services.   

 

Column 2:  Impact if this activity stops 

 What is the impact over time if one of your critical activities is disrupted? 

 What would be the impact after 5 mins/1 hr/1 day etc? 

 Consider  

o impact on staff 

o impact of breaches of statutory duties or regulatory requirements 

o damage to reputation  

o environmental damage  

o impact on other Divisions/departments  

 

Column 2:  How quickly you need to resume this activity: 

 This is the period of time within which you need to resume each activity in 

order to recover your output within the maximum time that you outlined in the 

table above.   

 Consider the length of time within which you need to get back to an acceptable 

level of service and the time within which you need to get back to a normal level 

of service.   

 Time of day/time of year etc are likely to have an impact.  Please note this and 

then assume the worst case scenario.  

 The information in this column is also known as “Recovery Time Objective” 

 

Finally: When you have filled in all the columns you can prioritise your activities.  The 

activities which would have the greatest impact in the shortest time if they were disrupted 
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will be a priority for recovery.  You can then focus your business continuity planning on 

these activities.   

 

PART 2 – Resources  

 

 Estimate the resources that each activity will require on resumption.    

 Consider the minimum level at which the activity needs to be performed on its 

resumption.  You may not be able to get it up to 100% immediately, but it may 

be acceptable at a lower level.   

 Think about the information/data that you require to resume activities at the 

agreed level ie could you manage if you lost all IT data from the last 24 hours/7 

days?  (this is also known as your “Recovery Point Objective”) 

Remember note the name of your shared data location.  For example if it is on a 

shared drive note the folder names; a teamsite note the teamsite name. 

 

Consider: 

 Number of staff 

 Skills/knowledge required 

 Specific people/roles required  

 Buildings 

 Facilities  

 Plant/equipment  

 External services & suppliers  

 

PART 3 – Threats  

 

 Consider the threats to your critical activities and the impact if these threats 

occurred  

 Threats are events that could cause an impact to your activities  

 Try to spot any single points of failure  

 

Think about: 

 Loss of Staff  

 Loss of Systems 

 Loss of Utilities 

 Loss of Premises 

 Loss of Suppliers 

 Disruption to transport 

 Disruption to telecommunications, etc  

 

In order to prioritise your threats you can do the following: 

 Use a risk assessment scoring system to give a score to the likelihood and the 

impact of these threats.   

 Then use the following formula impact x probability to evaluate the threat 

 

You may wish to talk to the BBC Risk Management Team to discuss the threats to your 

activities.     

 

 

Other considerations  

 

Storage - Your BIA will contain confidential information about your key processes.  Please 

therefore carefully consider who you circulate it to and how it is stored.   
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Please also ensure that you comply with Data Protection rules. 

- only collect information that you need  

- only use the information for the purposes it was intended for  

- obtain people’s consent to use their personal information  

- keep personal information accurate and up to date 

- keep your documents in a safe place.   

For more information, please see the Data Protection site on Gateway.   

 

Other teams – Your BIA should feed up into higher level BIAs (eg Divisional) and feed 

down into lower level BIAs (eg supporting teams).  You should therefore talk to the relevant 

contacts to ensure that all appropriate BIAs are aligned.   

 

Further info - The Business Continuity Architectural Characteristics document sets out 

different levels of resilience and recovery according to a classification system of Critical Plus, 

Critical, Essential, Important and Supportive.  You may wish to refer tothis document to see 

whether this can be applied to your activities.   


