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Operational template for disruption and recovery
	Business / organisation
	Document owner
	Approved by

	Riverside Community Café Ltd
	Alex Morgan, Business Manager
	Sam Taylor, Managing Director

	Version: 1.0
	Approval date: 14 September 2026
	Next review: 14 September 2027, or after an incident, exercise or major change



	Use this plan after urgent life-safety actions. Keep a current copy securely accessible away from the normal workplace and IT.



	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. Completion does not guarantee continuity or create any incident response, plan approval or operational support obligation from any external organisation. Emergency services and life-safety instructions take priority.


Quick activation page
	Decision
	Local arrangement

	Activate when
	The café cannot safely access or use its kitchen; power, water, IT, key staff, food supplies or delivery transport are unavailable; or the community lunch minimum service is at risk within four hours.

	Who can activate
	Sam Taylor, Managing Director, or Alex Morgan, Business Manager.

	Deputy / alternate
	Jamie Reed, Head Chef; after that, the duty Shift Supervisor.

	Escalation route
	Incident lead → Managing Director → community lunch commissioner, insurer, landlord or regulator as relevant.

	Out-of-hours route
	Call the duty manager work mobile; if unanswered within 10 minutes, contact the Managing Director, then the Head Chef.

	Plan storage
	Controlled copy in the secure cloud folder; encrypted offline copy on the Business Manager’s work device; sealed paper copy at the alternative kitchen.



Immediate actions
	No.
	Action
	Lead
	Done / time

	1
	Protect life and follow emergency procedures.
	Duty manager
	Record during incident

	2
	Confirm the incident lead, deputy and safe coordination arrangements.
	Managing Director
	Within 15 minutes

	3
	Open an incident log and record facts, decisions, actions, communications and expenditure.
	Shift Supervisor
	Within 15 minutes

	4
	Confirm what has happened, who is affected, what is unknown and the likely duration.
	Incident lead
	Within 30 minutes

	5
	Check immediate welfare and accessibility needs.
	Shift Supervisor
	Within 30 minutes

	6
	Identify affected priority activities, RTOs and minimum service levels.
	Business Manager
	Within 45 minutes

	7
	Choose immediate workarounds and resource priorities.
	Incident lead and Head Chef
	Within 60 minutes

	8
	Issue an initial update and state when the next update will be given.
	Business Manager
	Within 60 minutes



Incident roles and contacts
	Role
	Name / provider
	Contact / fallback
	Responsibility

	Incident lead
	Alex Morgan, Business Manager
	Work mobile; fallback Sam Taylor
	Activate plan, set priorities, approve decisions and stand-down.

	Deputy
	Jamie Reed, Head Chef
	Work mobile; fallback duty Shift Supervisor
	Lead food-service recovery and deputise for incident lead.

	Loggist
	Duty Shift Supervisor
	Paper log pack; fallback secure digital log
	Record information, decisions, actions, expenditure and update times.

	Communications lead
	Alex Morgan
	Work mobile/email; fallback Sam Taylor
	Coordinate accurate staff, customer, commissioner and supplier updates.

	Welfare lead
	Duty Shift Supervisor
	Staff contact list; fallback Head Chef
	Check staff welfare, accessibility, travel, breaks and caring needs.

	IT / cyber support
	Managed IT support provider
	Support portal/phone; fallback offline records
	Contain faults, advise on trusted systems and restore from clean backups.

	Landlord / facilities
	Riverside Property Management
	Property emergency line
	Building access, utilities, repairs and safety evidence.

	Insurer
	Example Commercial Insurance
	Claims line; policy held with plan
	Loss notification, evidence requirements and recovery advice.

	Other critical contact
	Community lunch commissioner
	Contract manager; fallback duty commissioning inbox
	Agree service variation, welfare escalation and customer messaging.



Priority activities and recovery actions
	Priority activity
	RTO / minimum service
	Immediate action
	Workaround
	Owner

	Community lunch service
	RTO 4 hours. One safe meal to every registered resident each weekday; delivery may be up to two hours late with notification.
	Confirm customer list, dietary needs, available kitchen, staff and transport.
	Use community-centre kitchen or buy suitable meals; use approved vehicles or food-safe courier.
	Head Chef

	On-site café service
	RTO 24 hours. Offer a reduced takeaway menu if safe and viable.
	Pause service, secure stock and update customers.
	Temporary takeaway counter at alternative location or suspend to protect lunch service.
	Business Manager

	Pre-ordered takeaway catering
	RTO 24 hours. Fulfil paid orders where safe or contact customer promptly.
	Review orders, deadlines and allergen requirements.
	Use alternative kitchen/supplier, reschedule or refund with agreement.
	Head Chef

	Customer and dietary records
	RTO 2 hours. Trusted list available before meals are prepared or delivered.
	Check cloud access and confirm data integrity.
	Use controlled encrypted weekly offline export; verify changes by phone.
	Business Manager

	Supplier ordering and emergency purchasing
	RTO 4 hours. Ability to source safe food, packaging and fuel.
	Check main supplier and payment access.
	Use second wholesaler, local supermarket and second controlled company card.
	Finance Lead

	Room hire
	RTO 1 week. Notify hirers and rearrange bookings.
	Contact upcoming hirers and secure the room.
	Offer revised dates or signpost alternative community venues.
	Shift Supervisor



Loss-of-resource arrangements
	Issue
	Likely impact
	Primary arrangement
	Fallback
	Support / owner

	Loss of premises
	Kitchen and café services stop.
	Activate the agreed community-centre kitchen.
	Buy suitable meals and suspend non-essential services.
	Business Manager / landlord

	Loss of staff / key skills
	Unsafe staffing or dietary knowledge gap.
	Call cross-trained deputy and prioritise lunch service.
	Reduce menu; use approved agency or partner support.
	Head Chef

	Loss of IT / telecoms
	Orders, contacts and records unavailable.
	Use work mobiles and offline essential records.
	Paper forms and in-person coordination.
	Business Manager / IT support

	Cyber compromise / untrusted data
	Systems and records cannot be trusted.
	Disconnect affected devices; contact IT support; preserve evidence.
	Operate from verified offline records and clean devices only.
	Incident lead / IT support

	Loss of supplier
	Food or packaging shortages.
	Order from second wholesaler.
	Local supermarket and simplified menu.
	Finance Lead / Head Chef

	Loss of power
	Cooking, refrigeration and IT affected.
	Move to alternative kitchen; protect temperature-controlled stock.
	Buy safe prepared meals; dispose of unsafe food.
	Head Chef / landlord

	Loss of water / welfare facilities
	Food preparation and handwashing unsafe.
	Stop preparation and move to alternative kitchen.
	Close café; use bought-in meals from approved source.
	Duty manager

	Loss of equipment / records
	Reduced capacity or unsafe production.
	Use spare equipment and controlled offline records.
	Hire equipment or use alternative provider.
	Head Chef / Business Manager

	Loss of fuel / transport
	Meals cannot be delivered.
	Use approved staff vehicles and insulated boxes.
	Food-safe courier or commissioner-agreed collection points.
	Shift Supervisor

	Financial / commercial disruption
	Emergency purchases delayed; cash flow pressure.
	Use second controlled company card up to £1,000.
	Director-authorised bank payment and insurer notification.
	Finance Lead



Alternative locations and suppliers
	Option
	Contact
	Capacity / capability
	Constraints
	Last confirmed

	Riverside Community Centre kitchen
	Centre Manager via emergency contact list
	Food-safe kitchen; capacity for 50 meals; refrigeration and handwashing.
	Written agreement and pre-use safety check required; shared access.
	1 September 2026

	East Suffolk Food Wholesaler
	Emergency ordering desk
	Core ingredients and packaging; same-day collection where stocked.
	Account must remain active; substitutions need allergen checks.
	5 September 2026

	Local supermarket business desk
	Duty manager
	Replacement ingredients and suitable prepared meals.
	Limited quantities; normal retail availability and payment limits.
	10 September 2026

	Suffolk Food-Safe Courier
	Dispatch line
	Insulated local delivery for up to 40 drops.
	Subject to vehicle availability and two-hour booking lead time.
	8 September 2026

	Approved staff vehicles
	Named drivers on staff contact list
	Two vehicles suitable for split delivery routes using insulated boxes.
	Business-use insurance, mileage approval and food-handling controls required.
	12 September 2026



Communications
	Audience
	What they need to know
	Primary channel
	Trusted fallback
	Owner / next update

	Staff
	What happened, safety instructions, reporting location, shifts, priorities and next update.
	Work messaging group and phone cascade.
	SMS from verified work mobile.
	Shift Supervisor / every two hours

	Customers / service users
	Whether meals are delayed or changed, expected delivery, safe alternatives and contact route.
	Telephone using essential delivery list.
	Commissioner-supported welfare calls.
	Business Manager / by 10:30 and when arrangements change

	Suppliers / partners
	Required quantities, delivery or collection point, timing, substitutions and payment approval.
	Known account telephone/email.
	Verified number in offline plan.
	Head Chef / as orders change

	Regulator / commissioner
	Service impact, welfare risk, minimum service, workaround and expected recovery.
	Named contract contact by phone then email.
	Duty commissioning inbox/number.
	Incident lead / initial update within one hour

	Insurer / landlord
	Nature of loss, safety status, damage, mitigation, evidence and access needs.
	Claims or property emergency line.
	Policy/lease contact details in paper plan.
	Business Manager / after immediate safety actions

	Public / media if relevant
	Short factual service update; no personal, speculative or unverified information.
	Website and approved social account.
	Notice at premises and recorded phone message.
	Managing Director / as approved



Welfare, closure and reopening
	Decision / need
	Local arrangement

	Accessibility, medication and mobility
	Check individual staff needs privately; keep routes and assembly points accessible; permit safe access to essential medication and mobility aids.

	Travel, lone working and caring needs
	Avoid lone work in closed premises; agree safe travel, shift changes and reasonable flexibility for caring responsibilities.

	Temporary shelter and personal belongings
	Use the community centre meeting room if available; items are retrieved only when authorised safe access is confirmed.

	Post-incident support
	Manager check-ins, rest breaks, occupational support signposting and a short staff debrief within 72 hours.

	When to reduce service
	When staffing, supplies, premises or transport cannot support the full menu but the community lunch minimum service remains safe.

	When to close temporarily
	Any uncontrolled life-safety, food-safety, water, power, structural, cyber or staffing risk; or when safe legal operation cannot be evidenced.

	Evidence required before reopening
	Premises and utilities declared safe; food temperatures and hygiene controls checked; trusted IT and records available; minimum trained staffing and supplies confirmed.

	Restrictions and next review
	Reopen with a reduced menu and monitored controls if needed. Incident lead reviews after two hours, at close of day and each morning until normal service resumes.



Incident log
	Date / time
	Information / source
	Decision / action
	Owner
	Status

	14 Sep 2026, 07:10
	Duty manager reports no power at café; landlord estimates at least six hours.
	Evacuate non-essential staff, protect chilled stock and activate BC plan.
	Alex Morgan
	Complete 07:20

	14 Sep 2026, 07:25
	Community-centre kitchen available from 08:00.
	Move lunch preparation; Head Chef to complete pre-use safety check.
	Jamie Reed
	In progress

	14 Sep 2026, 07:40
	Offline delivery and dietary list verified as current.
	Use offline list; phone customers if delivery is expected after 13:30.
	Shift Supervisor
	Complete 07:50

	14 Sep 2026, 08:05
	One normal driver unavailable.
	Approve insured staff vehicle and split route; retain food temperature checks.
	Alex Morgan
	Complete 08:20

	14 Sep 2026, 09:00
	Commissioner informed; minimum service achievable.
	Continue workaround and provide next update at 12:00.
	Alex Morgan
	Open



Stand-down and lessons
	Record
	Detail

	Stand-down authorised by
	Alex Morgan, Business Manager, following confirmation of stable power and safe kitchen checks.

	Date and time
	14 September 2026, 16:30

	Temporary arrangements retained
	Offline essential-record export retained; second delivery vehicle on standby for the following morning.

	Debrief date
	17 September 2026, 10:00

	What worked well
	Early activation, verified offline records, rapid access to the alternative kitchen and clear commissioner updates protected the lunch service.

	Lessons / improvements
	The alternative-kitchen agreement needs final signature; more staff need dietary-control training; the secondary supplier and courier should be exercised together.

	Actions, owners and target dates
	Finalise kitchen agreement—Alex Morgan—15 October 2026. Cross-train deputy chef—Jamie Reed—30 September 2026. Run loss-of-kitchen exercise—Shift Supervisor—30 November 2026.

	Plans and contacts updated
	Update contact list, vehicle details and alternative-kitchen checklist by 25 September 2026; issue version 1.1 after approval.
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