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BUSINESS CONTINUITY TOOLKIT 

 

5.  BUSINESS CONTINUITY PLANS 
BACKGROUND INFORMATION 

 

 

This document provides background information on writing a Business Continuity 

Plan.   

 

 
 

 

 

 

 

 

 

 

 

 

 

A Bus Con Plan is 
involved in this 
stage of the Bus 
Con lifecycle 

A business continuity plan is a document to be used at the time of a business continuity 

incident which disrupts your business.  Typically a plan will cover all the key people, resources, 

services and actions required to manage the business continuity process.    
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1.  Plan overview  

 

Your business continuity plan should provide all the information you need to manage the 

immediate incident and continue and recover your critical activities that you identified in your 

Business Impact Analysis (BIA). 

 

Your plan needs to work for you.  The template is just a suggestion of what your plan should 

include.     

 

Your plan should be: 

 Concise 

 Easy to read  

 Useful  

 Understood by everyone that has a role in this plan  

 Reviewed regularly  

 Stored securely  

 Connected to your BIA.  Your BIA will show what your priorities are.  Your plan 

should then focus on these priorities.   

 Adapted to suit your needs.  Don’t just use what is in the template.  

 In a logical sequence.  Keep background information at the back (if it needs to be 

included).  Keep the most important information at the front. 

 Detailed when it needs to be.  If you need to know how to do something, put it in 

the plan  

 

Your plan should not be: 

 Too long.  Only include information that you need. 

 Too complicated.  Use simple, easy to use language.   

 

Consider: 

 Use of diagrams/flow charts/checklists  

 Putting contact details at the back so they can be updated easily.  Or you may 

store them separately to the plan  

 Using job titles rather than names as they are likely to change less frequently.   

 Getting someone who doesn’t know your plan to read through it and check 

whether they would be able to use it 

 Writing easy to follow checklists when describing actions that need to be taken 

  

2.  ISO22301 

This is the International Standard for Business Continuity Management.  Your plans should aim 

to align with this standard.  If you want any information on this contact the BBC Business 

Continuity Unit. 

 

3.  HR Support during major incidents 

 

You may wish to include this in your plan.  It explains some of the HR support that is available 

to people at the BBC during a major incident.  Those with responsibilities in your plan will 

want to familiarise themselves with this information in advance of any potential incident.   
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4.  Rehearsals 

 

Your plan cannot be considered reliable until it has been rehearsed.  It should be rehearsed at 

least once a year and more frequently in critical areas and when there have been significant 

changes.   For more information on rehearsals, please see the separate document “Business 

Continuity Exercises: Background Information”  

 

 

5.  Data Protection and Storage 

 

Please ensure that you comply with Data Protection rules when writing and storing your plan.   

Please ensure you: 

- 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 plans in a safe place.   

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

 

Consider how you will access your plans in the event of an IT failure or if there is no access to 

your usual building.  Consider storage of plans offsite, use of encrypted memory sticks and use 

of encrypted laptops.   
 

 

6.  Other plans  

 

You should ensure that your plan aligns with those above and below it eg. department plans 

must fit into the overarching Divisional plans (as below). 

 

 

http://explore.gateway.bbc.co.uk/operations/information_policy_compliance/data_protection.aspx

