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1. CONTACTS
1.1 Building management team
	Ref
	Name
	Role during a disruptive incident
	Contact Numbers

(O) Office

(M1) Work Mobile

(M2) Personal Mobile

(H) Home

	1. 
	
	
	(O)

(M1)

(M2)

(H)

	2. 
	
	
	(O)

(M1)

(M2)

(H)

	3. 
	
	
	(O)

(M1)

(M2)

(H)

	4. 
	
	
	(O)

(M1)

(M2)

(H)


1.2 Work area recovery site preparation team
	Ref
	Name
	Role during a disruptive incident
	Contact Numbers

(O) Office

(M1) Work Mobile

(M2) Personal Mobile

	1. 
	
	
	(O)

(M1)

(M2)

	2. 
	
	
	(O)

(M1)

(M2)

	3. 
	
	
	(O)

(M1)

(M2)

	4. 
	
	
	(O)

(M1)

(M2)

	5. 
	
	
	(O)

(M1)

(M2)


1.3 Department relocation coordinators
	Ref
	Name
	Role during a disruptive incident
	Contact Numbers

(O) Office

(M1) Work Mobile

(M2) Personal Mobile

	1. 
	
	
	(O)

(M1)

(M2)

	2. 
	
	
	(O)

(M1)

(M2)

	3. 
	
	
	(O)

(M1)

(M2)

	4. 
	
	
	(O)

(M1)

(M2)

	5. 
	
	
	(O)

(M1)

(M2)


1.4 Useful internal contacts
	Ref
	Name
	Purpose
	Contact Numbers

(O) Office

(M1) Work Mobile

(M2) Personal Mobile

	1. 
	
	Authorised to invoke alternate work premises
	(O)

(M1)

(M2)

	2. 
	
	
	(O)

(M1)

(M2)

	3. 
	
	
	(O)

(M1)

(M2)

	4. 
	
	
	(O)

(M1)

(M2)

	5. 
	
	
	(O)

(M1)

(M2)


1.5 Useful external contacts
E.g. suppliers
	Ref
	Name
	Company
	Contact Numbers

(O) Office

(M1) Work Mobile

(M2) Personal Mobile

	1. 
	
	
	(O)

(M1)

(M2)

	2. 
	
	
	(O)

(M1)

(M2)

	3. 
	
	
	(O)

(M1)

(M2)

	4. 
	
	
	(O)

(M1)

(M2)

	5. 
	
	
	(O)

(M1)

(M2)


2. INTRODUCTION
[insert brief high-level overview of the plan]
2.1 Plan purpose and scope
[insert purpose e.g. to provide the information and procedures needed to invoke the work area recovery site in order that x number of staff can relocate and deliver x, y and z products/services]
Scope
[which products/services, departments and business areas are within scope of this plan]
2.2 Recovery objectives

	Ref
	Objective

	[Name of product/service]

	1. 
	[What do you need to recover the product/service]


	2. 
	

	3. 
	

	4. 
	

	5. 
	

	[Name of product/service]

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	


2.3 Priorities for recovery
	Ref
	Product/Service/Activities
	Recovery Time Objective

	1. 
	
	

	2. 
	
	

	3. 
	
	


3. BUILDING EVACUATION
3.1 Actions when liaising at the assembly point

	Ref
	Action

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	


4. INVOCATION OF THE WORK AREA RECOVERY SITE
4.1 Staff authorised to invoke the work area recovery site
· [inset name]
4.2 Procedure for invoking the work area recovery site
4.3 After invoking the work area recovery site
4.4 Send preparation team to prepare work area recovery site for implementation
	Ref 
	Action
	Tick when done

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	


5. IMPLEMENTATION OF THE WORK AREA RECOVERY SITE
5.1 Communications to staff

5.2 Department relocation
Below are the minimum resources required to continue the delivery of agreed products and/or services during disruption.

5.3 [insert name of key product or service] resource requirements
	Timescale
	Staff
	Mac
	PC
	IT applications
	Telephone
	Supplier

	4 hours
	
	
	
	
	
	

	1 day
	
	
	
	
	
	

	2 days
	
	
	
	
	
	

	1 week
	
	
	
	
	
	

	1 month
	
	
	
	
	
	

	Total
	
	
	
	
	
	


5.4 [insert name of key product or service] resource requirements
	Timescale
	Staff
	Mac
	PC
	IT applications
	Telephone
	Supplier

	4 hours
	
	
	
	
	
	

	1 day
	
	
	
	
	
	

	2 days
	
	
	
	
	
	

	1 week
	
	
	
	
	
	

	1 month
	
	
	
	
	
	

	Total
	
	
	
	
	
	


5.5 [insert name of key product or service] resource requirements
	Timescale
	Staff
	Mac
	PC
	IT applications
	Telephone
	Supplier

	4 hours
	
	
	
	
	
	

	1 day
	
	
	
	
	
	

	2 days
	
	
	
	
	
	

	1 week
	
	
	
	
	
	

	1 month
	
	
	
	
	
	

	Total
	
	
	
	
	
	


6. DISASTER RECOVERY PROCEDURES (for the Preparation Team)
6.1 How to prepare PCs/Macs
6.2 How to prepare printers
6.3 How to prepare desk phones
APPENDICES
A) Map and directions to the work area recovery site
B) Seating plan at the work area recovery site
C) Battlebox location and contents at the work area recovery site
D) Useful URL links

These are helpful if you are working on a different computer and do not have access to ‘My Favourites’ on the internet browser.
	Ref
	URL



	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	


E) Document control & plan distribution list
To ensure the implementation of this plan is effective and efficient, the plan is subject to the following review schedule:

· All contact details contained within the plan will be reviewed bi-monthly.
· Plan sections will be reviewed immediately after every exercise.
· The whole plan will be reviewed by the Building Management Team once annually.
· The plan will be reviewed immediately after any major changes to the department or the products and services provided.
Change control history

	Plan Version
	Date of Change
	Change Made
	Responsible

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This plan is distributed to the following staff

	Ref
	Full Name
	Job title

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
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