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How to Use This Toolkit
A simple route from understanding priorities to testing practical arrangements
	Start small. Focus first on protecting people and maintaining the products and services that matter most.



	Important: This toolkit provides general business continuity guidance. Each organisation remains responsible for its own legal, regulatory, contractual, insurance, information security, health and safety and sector-specific requirements. 


Recommended order
1. Nominate a business continuity lead and deputy.
2. Read the short guidance handbook.
3. Adapt and approve the Business Continuity and Resilience Policy.
4. Complete the Business Impact Assessment for priority activities.
5. Use the BIA findings to complete the Business Continuity Plan.
6. Complete a building plan if loss of a particular site would cause significant disruption.
7. Use the implementation checklist to identify gaps and assign actions.
8. Brief staff and make essential information available away from the normal workplace and IT.
9. Test one realistic scenario or workaround.
10. Record improvements and review at least annually and after change, disruption, a near miss or an exercise.
What this toolkit provides
These documents are self-help templates and general guidance. Unless a separate written arrangement states otherwise, they do not approve completed plans, transfer responsibility for continuity arrangements, or guarantee operational support during a business disruption.
Choose the documents you need

	Document
	Use it for

	Guidance handbook
	Understanding practical business continuity and the key terms.

	Policy and strategy
	Setting leadership commitment, responsibilities and expectations.

	Business Impact Assessment
	Identifying priority activities, impacts, dependencies and recovery needs.

	Business Continuity Plan
	Recording activation, contacts, actions, workarounds and communications.

	Building plan
	Managing disruption affecting access to or use of a site.

	Implementation checklist
	Tracking safeguards, testing, evidence and improvement actions.

	
Daily Business Resilience Toolkit
	
Exploring wider financial, commercial, supply chain, workforce, cyber, strategic and leadership resilience after the organisation has established its core continuity arrangements.




Sector and assurance 
☐  Confirm any care, safeguarding, food safety, health, financial, education, transport, hazardous material or other sector obligations.
☐  Check contractual, commissioned-service, insurer and regulator expectations.
☐  Protect personal, security and system-access information.
☐  Seek competent professional advice where the organisation lacks the expertise to assess a material risk.

[bookmark: _heading=h.kmciox5pqkzp]Risks that could affect your business could include:
fire
flood
power failure
water loss
heating failure
loss of access
structural issue
severe weather
security incident
ICT outage affecting the building
lift/accessibility issue
local transport disruption
loss of key facilities such as toilets, meeting rooms or specialist equipment
Not all incidents can be planned for but using this toolkit can support your preparedness.
Practical resilience template | Review and adapt locally | 
