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 FACT SHEET
Business Continuity Management

Business interruptions can come from anywhere. Whether you experience a power failure, a computer virus or a natural disaster, keeping your organisation up and running will require thorough planning.

Business continuity management involves preparing an organisation to manage short and long-term disruptions to business processes. Having a plan in place increases recovery capabilities during an incident or crisis, helps people make decisions quickly, cuts downtime and minimises losses. It also clearly demonstrates a duty of care to the people the organisation employs and serves.

For Catholic organisations the need for a swift recovery is not simply driven by profit or the desire to maintain commercial viability. Recovery after major interruptions including fire, flood and storm can be a slow and painful process and many people rely on the support and guidance the Church provides. An organisation with business continuity plans in place is likely to be back delivering services and achieving its mission sooner.
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Make this a priority

With so much to do day-to-day in a busy parish or school, business continuity management can be seen by some as a lower priority. The reality however is that failing to prepare has the potential to cause far greater interruption, threaten the health and safety of people, the delivery of services and the achievement of missions.

Business continuity management needs to be owned and driven by senior leaders and prioritised within the organisation. Forming a business continuity management committee made up of representatives from each key area is highly recommended. The role of this committee is to:

¡Allocate resources to the development,implementation and maintenance of business continuity management

¡Identify, document and prioritise critical businessfunctions, activities and resources

¡Identify interdependencies between business unitsand functions

¡Determine the maximum time the business can beout of operation, and

¡Conduct a risk assessment.

Develop your plans

Business continuity plans need to incorporate all the procedures and information necessary for an organisation to continue to deliver its services to an acceptable, predefined level during and after a crisis or interruption. This could include mandating that

electronic files be backed up at the end of the day and stored offsite, developing an offsite work contingency plan to cover the organisation in the event of an office lockout or sourcing alternative supply chains for business critical resources.

To be effective, business continuity plans must be tailored to an organisation’s individual circumstances. Conducting a risk assessment, as suggested in the section above, is the best way to identify the unique


set of risks that may impact your organisation. See the Practical Help section below to access a helpful guide to this process.

Every organisation’s plans will be unique but common elements may include:

¡Risk registers

¡Risk management plans

¡Incident response and recovery plans

¡Evacuation plans

¡Data recovery, backup and storage plans

¡Offsite work contingency plans

¡Offsite storage procedures for important paperwork and files

¡Offsite storage procedures for hard copy files.

Communication and training

Appropriate business continuity management training and awareness sessions should be conducted for employees, students, volunteers and contractors. This could take the form of a group session, online training program or a one-on-one briefing depending on age, experience and location of participants. This training should also be part of the induction process for all employees, volunteers and contractors at the commencement of employment.

Monitoring and review

Business continuity management is an ongoing process that should change with the business. If plans are to be effective during and incident or crisis they need to reflect any changes to process, assets and personnel and develop over time in response to reviews, testing and practical experiences. To ensure plans are kept up-to-date we recommend developing a schedule for testing procedures and protocols. We also recommend that a wholesale review of all plans be conducted every 12 months.

Practical help

CCI has a number of useful Fact Sheets and other publications on these and many other topics available at www.risksupport.org.au or by calling the


risksupport Helpdesk on 1300 660 827. They include:

¡Business Continuity Management Checklist
¡Managing Risk in Catholic Organisations -Conducting a Risk Assessment, Developing a Risk Treatment Plan
¡Managing Online Risk Fact Sheet
¡Surviving Flood Fact Sheet
¡Preparing For Flood Checklist
Information and assistance is also available from:

The Business Continuity Institute

www.thebci.org.au

Emergency Management Australia

www.ema.gov.au

Australian Government National Security

www.ag.gov.au

Australian Disaster Information Network

www.ausdin.gov.au

Legislation, Guidelines and Codes of Practice

HB 221:2004 Business Continuity Management

AS/NZS 5050:2010 Business continuity – Managing disruption-related risk

HB 292-2006 A practitioners guide to business continuity management 266:2010 Guide for Managing Risk in Not-For-Profit Organisations

ISO 22301 Business continuity management systems – Requirements

ISO 22313 – Business continuity management systems – Guidance

For information on the applicable Australian and International Standards visit www.standards.org.au.

To discuss your insurance options speak to your Account Executive visit www.ccinsurance.org.au or call on 1800 011 028.



If you would like further information about Business Continuity Management, please contact the risksupport Helpdesk on:

www.risksupport.org.au

Catholic Church Insurance Limited

ABN 76 000 005 210, AFSL no. 235415

GPO Box 180 Melbourne 3001



1300 660 827

helpdesk@risksupport.org.au

www.risksupport.org.au

Important Notice: This publication is intended to provide a summary and general information only to clients of Catholic Church Insurance Limited. It does not constitute, and should not be relied on as advice or considered as a comprehensive coverage of the topics discussed. You should seek professional advice tailored to your own circumstance.
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