SME Business Continuity Toolkit
SME BUSINESS CONTINUITY TOOLKIT
Building Emergency and Business Continuity Plan
Generic external template for [BUILDING NAME]
	Business / organisation
	Document owner
	Approved by

	[Complete]
	[Complete]
	[Complete]

	Version: [Complete]
	Approval date: [Complete]
	Next review: [Complete]



	Life-safety procedures always take priority. Use this plan when disruption affects safe access to, or normal use of, the building.



	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, formal plan approval or operational support from any external organisation. Emergency services and life-safety instructions take priority.


Building profile
	Information
	Local detail

	Name and address
	[Complete]

	Teams / organisations based here
	[Complete]

	Usual occupancy and visitors
	[Complete]

	Opening hours / out-of-hours use
	[Complete]

	Muster point
	[Complete]

	Temporary place of safety
	[Complete]

	Grab bag / plan locations
	[Complete]



Activation and escalation
	Trigger / decision
	Arrangement

	When to activate
	[Complete]

	Who can activate
	[Business owner / site manager / facilities lead / nominated deputy]

	Internal escalation
	[Complete]

	Out-of-hours escalation
	[Security / landlord / facilities contractor / manager]

	External liaison
	[Emergency services, utility, insurer, regulator or local authority where required]



First actions
	No.
	Action
	Lead
	Done / time

	1
	Protect life and follow the relevant emergency procedure.
	[Complete]
	[Complete]

	2
	Confirm who is leading and establish a safe coordination point.
	[Complete]
	[Complete]

	3
	Contact the landlord, managing agent, facilities or technical support as relevant.
	[Complete]
	[Complete]

	4
	Open an incident log.
	[Complete]
	[Complete]

	5
	Confirm the building status, affected areas and likely recovery time.
	[Complete]
	[Complete]

	6
	Check welfare and accessibility needs.
	[Complete]
	[Complete]

	7
	Identify affected priority activities and minimum service levels.
	[Complete]
	[Complete]

	8
	Agree remote, relocation, reduced-service or temporary-closure arrangements.
	[Complete]
	[Complete]

	9
	Issue an update and state when the next update will be given.
	[Complete]
	[Complete]



Responsible people and critical contacts
	Role / organisation
	Name
	Day contact
	Out-of-hours
	Responsibility

	Building responsible person
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Deputy
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Business continuity lead
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Landlord / managing agent
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Facilities / maintenance
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Health and safety adviser
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Security / alarm provider
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	IT / telecoms support
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Insurer
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Utility providers
	[Complete]
	[Complete]
	[Complete]
	[Complete]



Access, safety and key information
	Information
	Location / arrangement
	Holder / contact
	Last checked

	Keys and access
	[Complete]
	[Complete]
	[Complete]

	Alarm / access codes - secure source only
	[Complete]
	[Complete]
	[Complete]

	Fire information and refuge points
	[Complete]
	[Complete]
	[Complete]

	Evacuation equipment
	[Complete]
	[Complete]
	[Complete]

	Main utility shut-offs
	[Complete]
	[Complete]
	[Complete]

	First aid / AED
	[Complete]
	[Complete]
	[Complete]

	Building and asbestos information
	[Complete]
	[Complete]
	[Complete]

	Alternative entry / loading arrangements
	[Complete]
	[Complete]
	[Complete]



	Protect access codes, alarm details, security information and personal contact details. Link to controlled emergency procedures rather than copying sensitive detail into this plan.


Teams, priorities and relocation
	Team / activity
	Critical staff
	RTO / minimum service
	Remote option
	Preferred location

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]



Building continuity arrangements
	Issue
	Impact
	Primary arrangement
	Fallback
	Owner

	Loss of access / premises
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Loss of power
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Loss of water / toilets
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Loss of heating / cooling
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Loss of IT / telecoms
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Loss of security / access control
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Loss of facilities supplier
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Loss of records / equipment
	[Complete]
	[Complete]
	[Complete]
	[Complete]



Communications and welfare
	Audience / need
	Message or arrangement
	Method / fallback
	Owner / next update

	Evacuated staff and visitors
	[Complete]
	[Complete]
	[Complete]

	Other staff
	[Complete]
	[Complete]
	[Complete]

	Customers / public
	[Complete]
	[Complete]
	[Complete]

	Tenants / partners
	[Complete]
	[Complete]
	[Complete]

	Landlord / facilities / insurer
	[Complete]
	[Complete]
	[Complete]

	Shelter, mobility, medication and travel
	[Complete]
	[Complete]
	[Complete]

	Ongoing staff support
	[Complete]
	[Complete]
	[Complete]



Recovery and reoccupation
	Check
	Evidence / decision
	Owner
	Complete

	Competent confirmation that intended use is safe
	[Complete]
	[Complete]
	[Complete]

	Utilities and critical systems available
	[Complete]
	[Complete]
	[Complete]

	Access, alarms, security and fire arrangements working
	[Complete]
	[Complete]
	[Complete]

	Accessibility and welfare arrangements in place
	[Complete]
	[Complete]
	[Complete]

	Priority staffing and workspace confirmed
	[Complete]
	[Complete]
	[Complete]

	IT and specialist equipment tested
	[Complete]
	[Complete]
	[Complete]

	Stakeholders informed
	[Complete]
	[Complete]
	[Complete]

	Restrictions and next review recorded
	[Complete]
	[Complete]
	[Complete]



Emergency procedure register
	Procedure
	Controlled source / location
	Owner
	Version / date

	Fire / evacuation
	[Complete]
	[Complete]
	[Complete]

	Bomb threat / suspicious item
	[Complete]
	[Complete]
	[Complete]

	Lockdown / protective security
	[Complete]
	[Complete]
	[Complete]

	Utility failure
	[Complete]
	[Complete]
	[Complete]

	Flood / water ingress
	[Complete]
	[Complete]
	[Complete]

	Cyber incident
	[Complete]
	[Complete]
	[Complete]

	Building reoccupation
	[Complete]
	[Complete]
	[Complete]



Incident log
	Date / time
	Information / source
	Action / decision
	Owner
	Status

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Complete]
	[Complete]
	[Complete]
	[Complete]



Practical resilience template | Review and adapt locally | 




