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[bookmark: _Toc310943068][bookmark: _Toc109570443]Objectives

The objectives of this plan are to:
· define and prioritise our critical business functions
· detail our immediate response to a critical incident
· detail strategies and actions to be taken to enable us to stay in business
· review and update this plan on a regular basis.

[bookmark: _Toc310943069][bookmark: _Toc210722675][bookmark: _Toc188856904][bookmark: _Toc109570444]Glossary

	Business Continuity Planning
	a process that helps develop a plan document to manage the risks to a business, ensuring that it can operate to the extent required in the event of a crisis/disaster. 

	Business Continuity Plan
	a document containing all of the information required to ensure that our business is able to resume critical business activities should a crisis/disaster occur.

	Business Impact Analysis
	the process of gathering information to determine basic recovery requirements for the key business activities in the event of a crisis/disaster.

	Key business activities
	those activities essential to deliver outputs and achievement of business objectives.

	Recovery Time Objective (RTO)
	the time from which we declare a crisis/disaster to the time that the critical business functions must be fully operational in order to avoid serious financial loss.


[bookmark: _Toc109570445]standards and Related documents

	ASES Standard 
	Standard 2: Governance 
· Requirement 2.4 Risk Management Standard
Standard 4: People
· Requirement 4.1 Human Resources Standard
· Requirement 4.2 Work Health and Safety Standard

	Contractual Obligation(s)
	NSW DCJ Specialist Homelessness Services Funding Agreement: Lead Entity and/or Joint Working Agreements

	Related Policies 
	Critical Incidents 
Emergency Response 
Fire Safety Prevention 
Incident Management
Risk Management
Staff Development and Training
Work Health and Safety
COVID safety plan



[bookmark: _Toc109570446]Scope
This policy applies to all XXXXXXX staff, students, visitors, clients and Management Committee members.
[bookmark: _Toc109570447]Purpose
The purpose of this policy is to describe the systems and processes that will ensure that XXXX is well equipped to respond to numerous potential disruptions or breakdowns to key operational areas; this is so that XXXX can provide a safe environment for staff, clients and others, as well as support service and business continuity.
[bookmark: _Toc109570448]Policy context
Business continuity planning is a part of organisational risk management. The policies and procedures that address risk management (e.g., Work Health and Safety and Organisational Risk Management) aim to identify and control several risks as early as possible, so that they can ideally prevent those risks from occurring or manage them safely. In contrast, this policy addresses the risks that are associated with unplanned or imminent events, such as an unexpected natural disaster or any sudden and unforeseen disruption or breakdown in service or business processes. Although many of these incidents generally cannot be avoided or predicted, the service can plan how it will respond after the event has occurred in the mode of disaster recovery.
Requirement 2.4.8 of the ASES Certificate Level, which is part of the Risk Management Standard, requires that organisations have current business continuity plans established at all times. Such plans provide the organisation with resilience in the face of unexpected events and a way forward that minimises disruption.


Examples of different types of incidents or crises that could occur include:
· natural disasters—floods, storms, bushfires or droughts
· technology—computer network failures, hardware failures or problems associated with using outdated equipment
· work health and safety—accidents caused by the people, materials, equipment or location of your work, infectious diseases
· economic and financial issues—a change to the funding model or revenue stream that could threaten your organisation’s viability, cash flow shortages, rapid growth or rising costs
· staffing—industrial relations issues, human errors, conflicting management or difficulty filling vacancies
· suppliers—failure or interruptions to your supply chain for products or services.
The standard model for developing a business continuity plan, on which this current policy is based, is the PPRR model. The meaning of PPRR is:
· prevention—take actions to reduce or eliminate the likelihood or effects of an incident.
· preparedness—take steps before an incident to ensure an effective response and recovery.
· response—contain, control or minimise the effects of an incident.
· recovery—take steps to minimise disruption and plan to fully recovery from the loss or disruption of a business process.

[bookmark: _Toc109570449]Policy
In cases of major, unexpected disruptions to critical service or business processes, XXXX identifies the core functions and critical systems within its operations, determines acceptable estimated downtimes and establishes current continuity, contingency and recovery plans.
The business continuity plan is informed by the XXXX Risk Management Policy and plan; it is also related to the Fire Safety, Incident Management, Critical Incidents, IT and Emergency Response Policies.
The Management Committee approves the business continuity plan as part of a suite of risk management plans, including the risk management plan, emergency response procedures, fire drills and evacuation procedures.


[bookmark: _Toc109570450]Procedure
[bookmark: _Toc109570451]Identify critical activities/resources and undertake a business impact analysis 
· Identify your critical business activities and resources—these are the activities and resources without which your service could not continue.
· Undertake a business impact analysis and estimated recovery time goal—for each critical business activity and resource, assess the effects that not having that activity or resource would have on your organisation. Then, estimate how quickly your organisation would require that activity or resource back to ensure the continuity of services and organisational functioning.
Develop a plan for each of the critical activities you identified in this document and what your organisation can do to:
· Prevent the likelihood of the occurrence—this may not be possible with all risks (e.g., unexpected weather events), but it may be possible to prevent others, such as equipment failures through an effective Asset Management Policy.
· Prepare for the event, even if it is unlikely—for example, you can ensure that you have data backup systems to manage an IT failure, as well as adequate insurance against fire, flood and theft.
· Develop an emergency response strategy if the worst occurs—for example, in the event of a fire or flood that destroys the building, ensure that you have evacuation procedures and arrangements to use an alternative venue from which your service can operate, data backups for your policies, procedures and client files and other strategies. It is best to split the actions into an immediate response checklist and then have an action plan for interim arrangements that can enable the service to operate even if at a reduced capacity, while the full recovery plan is being implemented.
· Implement recovery planning—for each critical activity, develop a detailed recovery plan that has documented roles, responsibilities and time frames (refer to your business impact analysis and recovery time objective to inform your recovery plan). Have a copy of the plan off the premises and ensure that it is regularly updated and that all staff have a copy. There are many elements of this plan that can and should be regularly rehearsed (e.g., the way that fire drills and evacuation procedures are regularly conducted).
[bookmark: _Toc109570452]Review and ensure currency of the business continuity plan
The Management Committee and the Manager have a joint responsibility to ensure that:
· the business continuity plan is always current
· the preventative and preparedness measures are implemented and up to date
· all staff and other persons whom the plan may affect are regularly briefed about the business continuity plan and that they have copies of all relevant documents.

[bookmark: _Toc109570453]Responsibilities
	Responsibility 
	Delegation

	Develop business continuity plan
	Management Committee & Manager

	Governing body to approve business continuity plan
	Executive committee

	Regularly review and update business continuity plan
	Manager and committee

	Ensure that all staff have a copy of the business continuity plan and that they are regularly briefed and updated about the plan
	Manager



[bookmark: _Toc109570454]Legislation
Work Health and Safety Act 2011 https://www.legislation.nsw.gov.au/inforce/f8df8095-a335-66a0-8828-f33d06042cb9/2011-10.pdf
· Workers Compensation Act 1987 
http://www8.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/wca1987255/
· Workplace Injury Management and Workers Compensation Act 1998
https://www.legislation.nsw.gov.au/~/view/act/1998/86
· Workers Compensation Legislation Amendment Act 2012
https://www.legislation.nsw.gov.au/acts/2012-53.pdf
· Work Health and Safety Act 2011 (Cwlth)
https://www.legislation.gov.au/Details/C2011A00137
· Work Health and Safety Regulations 2017 (Cwlth)
https://www.legislation.nsw.gov.au/#/view/regulation/2017/404/whole
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	Risk Event
	Continuity Plan
	Risk Level
	Current action to mitigate risk
	Responsibility

	Fire 
leading to inability to use building to house clients at risk of DFV
	Contact Council
Salvation Army
Crisis accommodation
Temporary office
Homes North – alternative property/s
	High
	Training for committee & manager
Re-visit policies & procedures
Training for committee, manager & admin. worker

	Committee & manager

	Pandemic
leading to Staff unable to work from the Refuge or 
Refuge closure.
	Refer to COVID safety plan
	Very High
	COVID Business continuity plan
Risk management Plan
	Committee
Manager
Staff

	Aggressive client or perpetrator
leading to refuge closure

	
Activate duress alarm
Police called
Remove clients and staff from immediate danger – locked in office area

	High
	Duress bands
Security – alarm
Cameras on exterior

	Manager
Senior staff member

	Bedbug infestation 
leads to inability to utilise affected rooms
	Notify funder
Close rooms
Notify committee
Contact pest controller to come on site
	Medium
	Clients not to bring own bed linen.
Regular checks by staff
Deep cleans – i.e. curtains
	Manager

	Urgent repairs and maintenance
Inability to get trades people to attend
	Use motel accommodation or temp accom with relatives
Homes North activates emergency maintenance
Can use local trades if needed
Staff can work from home and provide outreach.
	Medium
	Reporting routine maintenance
Identifying preventative maintenance
Maintaining relationships with local tradespeople.
	Manager

	Loss of Manager
	Chair will meet with the Case workers – determine house priorities
Chair will communicate with DCJ
Contact other orgs to see if they have any unsolicited applicants that may be suitable
Advertise position
	High
	Succession plan in place. One case worker is being coached to take on Management role in the interim
Advertisement for role is in Draft

	Chair person

	Lack of staff
(due to illness, resignation or flood)
leads to inability to refuge closure and breach of contract
	Staff can work from home on call – additional hours.
Manager and Committee members can be deployed.
Succession plan or committee members as volunteers
Notify local DCJ re closure or reduced rooms.
	High
	Manage leave
Manage workload
Flexible approach
Ongoing recruitment and development of a casual pool
COVID Safety Plan
Succession plan for Manager
	Manager

	Power outage
leads to inability to provide a safe service
	Staff can work from home
Clients can be assisted to relatives
Local motels
Gas BBQ is needed
Staff can heat baby bottles at home.
Essential energy may offer generators to essential services
	Medium
	Regular checks of electrical equipment
Tests and drills
Routine and preventative maintenance
	Manager





[bookmark: _Toc109570456]Roles and Responsibilities
RT
	ROLE
	DESIGNATED EMPLOYEES
	ALTERNATE



	Manager or Committee member

	Name: XXX 
Contact Information: 
XXX

	Name: XXX
Contact Information: 
XXX

	Emergency Responsibilities:
ensure the Business Continuity Plan has been activated
oversee smooth implementation of the response and recovery section of the plan
determine the need for and activate the use of an alternate operation site and other continuity tasks
communicate with key stakeholders as needed
provide important information to the Communication Officer for distribution
keep key staff apprised of any changes to situation.


before business losses occur)

[bookmark: _Toc109570457]Approval
	VERSION
	APPROVAL 
	DATE OF APPROVAL
	REVIEW DATE

	Version  1.1 230723
	
	
	23.07.24
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[bookmark: _Toc109570458]
Attachment 1 Event Log
This Event Log is to record the type of event the plan has responded to.

	Date
	Time
	Information / Decisions / Actions 
	Initials



	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	



[bookmark: _Toc109570459][bookmark: _Toc310943079]Attachment 2 Immediate Response Checklist

	INCIDENT RESPONSE
	ü
	ACTIONS TAKEN

	Have you:
· assessed the severity of the incident? 
	q
	

	· evacuated the site if necessary?
	q
	

	· accounted for everyone?
	q
	

	· identified any injuries to persons?
	q
	

	· contacted Emergency Services?
	q
	

	· implemented your Incident Response Plan?
	q
	

	· started an Event Log? 
	q
	

	· activated staff members and resources? 
	q
	

	· appointed a spokesperson? 
	q
	

	· gained more information as a priority?
	q
	

	· briefed team members on incident?
	q
	

	· allocated specific roles and responsibilities?
	q
	

	· identified any damage?
	q
	

	· identified critical activities that have been disrupted?
	q
	

	· kept staff informed?
	q
	

	· contacted key stakeholders?
	q
	

	· understood and complied with any regulatory/compliance requirements?
	q
	

	· initiated media/public relations response?
	q
	





[bookmark: _Toc109570460]Attachment 3 XXX Risk Matrix

	Impact

	
Likelihood of happening
	
	Very High
	High
	Medium
	Low

	
	Very High (Almost certain)
	1: Extreme
	2: Very high
	3: High
	5: Medium

	
	High
(Probable)
	2: Very high
	3: High
	4: Significant
	6: Low

	
	Medium
(May happen)
	3: High
	4: Significant
	5: Medium
	7: Negligible 

	
	Low
(Unlikely)
	4: Significant
	5: Medium
	6: Low
	7: Negligible



