Template 11: Business Continuity 

To ensure consistency within the municipality, please check with other business areas to ensure that business continuity planning has not already been undertaken or completed. 

Determine and list the essential business functions provided by and operating within the municipality. 

	Business Unit 
	Operational element/ function 
	What support systems/ groups are critical to these business functions? 
	What is being done to ensure this critical function will be maintained? 

	Information technology 
	Modify as required 
	IT services and support 
	Modify as required 

	Waste management 
	Modify as required 
	Modify as required 
	Modify as required 

	Maternal and child health services 
	Modify as required 
	Modify as required 
	Modify as required 

	Aged services: Home and Community Care (HACC)/ Home Support 
	Modify as required 
	Modify as required 
	Modify as required 

	Day care: adult and child services 
	Modify as required 
	Modify as required 
	Modify as required 

	Cemeteries 
	Modify as required 
	Modify as required 
	Modify as required 

	Essential traffic management services 
	Modify as required 
	Modify as required 
	Modify as required 

	Legislative functions (e.g. environmental health services) 
	Modify as required 
	Modify as required 
	Modify as required 

	Emergency management functions 
	Modify as required 
	Modify as required 
	Modify as required 

	Modify as required 
	Modify as required 
	Modify as required 
	Modify as required 


List the core people required to keep essential parts of the municipality operating. Identify and list core skills they require in the role – at least one for each critical function. 
	Name 
	Role 
	Core skill 

	Modify as required 
	Modify as required 
	Modify as required 

	
	
	


Identify and list replacements for these people and skills if there is a high level of staff absence.
	Primary role 
	Identiﬁed staff member 
	Identiﬁed back up staff member 
	Contact 

	Modify as required 
	Modify as required 
	Modify as required 
	Modify as required 

	
	
	
	

	
	
	
	


Determine the impacts of staff shortages on municipal and other business.


	Business area 
	Number of essential staff 
	Estimated impact of staff shortage 

	Modify as required 
	Modify as required 
	Modify as required 

	
	
	


Identify and list other resources (volunteers etc) which could be drawn on if necessary. To ensure that double-counting of volunteers does not occur, there may be a requirement to meet with each agency to accurately determine capacity. 

	

	


Describe arrangements to coordinate/operate staff business tasks remotely, using telephone, fax and email.


	

	


List any systems that rely on periodic physical intervention by key individuals to maintain minimum function.


	

	


Estimated length of time these identiﬁed systems are able to function without attention.


	

	


Identify and list infrastructure to support changes in business operation (e.g. computer networks or internet access). 

	

	


List all contractor-based services that may be impacted and estimate extent of impact on service delivery.
	

	


As part of the planning process, it is important that each agency listed understands their roles and responsibilities in the event of a pandemic. It is recommended that this is clearly communicated to each agency involved in the planning process. 
	Contractor 
	Function 
	Impact of failure 
	Primary contact 
	Alternative contact 

	Modify as required 
	Modify as required 
	Modify as required 
	Modify as required 
	Modify as required 

	
	
	
	
	


What is the capacity of contractors to sustain service delivery?
	

	


Pandemic Coordinators should consider the plans and alternative arrangements together, with the organisations’ interdependents, such as suppliers, customers, or other key stakeholders affected by the loss of the municipality’s essential services or critical infrastructure. 
	Organisations affected by potential loss of services typically major clients
	Contact person
	Contact details
	When do they need to be contacted what effect will a loss of services, have on this client/ end user
	Assistance they can offer to lessen demand on our infrastructure

	Modify as required 
	Modify as required 
	Modify as required 
	Modify as required 
	Modify as required 

	
	
	
	
	


