

SME Business Continuity Toolkit
SME BUSINESS CONTINUITY TOOLKIT
Building Emergency and Business Continuity Plan
Worked example for Riverside Community Café
	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



	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
	Riverside Community Café, 24 Riverside Lane, Ipswich, Suffolk IP1 2AB

	Teams / organisations based here
	Café operations, kitchen and community lunch delivery team; community groups use the meeting room.

	Usual occupancy and visitors
	Up to 12 staff, 45 customers and 15 meeting-room visitors; deliveries normally arrive through the rear service entrance.

	Opening hours / out-of-hours use
	Monday–Friday 07:00–18:00; Saturday 08:00–16:00. Approved community bookings may continue until 21:00.

	Muster point
	Marked area beside the public car park, beyond the riverside gate and clear of emergency access.

	Temporary place of safety
	Riverside Community Centre main hall, subject to confirmation by the Centre Manager.

	Grab bag / plan locations
	Grab bag in the manager’s office beside the rear exit; sealed plan copy at the community centre; encrypted copy on the Business Manager’s work device.



Activation and escalation
	Trigger / decision
	Arrangement

	When to activate
	Activate when the building cannot be safely accessed or used; a fire, flood, utility, security or structural issue affects operations; or the community lunch minimum service is at risk within four hours.

	Who can activate
	Sam Taylor, Managing Director, or Alex Morgan, Business Manager. In their absence, Jamie Reed, Head Chef, then the duty Shift Supervisor.

	Internal escalation
	Duty manager → Business Manager → Managing Director. The incident lead allocates building safety, continuity, communications, welfare and logging roles.

	Out-of-hours escalation
	Alarm provider contacts the duty manager. If unanswered within 10 minutes, call the Managing Director, then Head Chef and property emergency line.

	External liaison
	Emergency services first where life safety is involved; then landlord, utilities, insurer, IT provider, community lunch commissioner and regulator as relevant.



First actions
	No.
	Action
	Lead
	Done / time

	1
	Protect life and follow the relevant emergency procedure.
	Duty manager
	Immediately

	2
	Confirm who is leading and establish a safe coordination point.
	Managing Director
	Within 15 minutes

	3
	Contact the landlord, facilities or technical support as relevant.
	Business Manager
	Within 15 minutes

	4
	Open an incident log.
	Shift Supervisor
	Within 15 minutes

	5
	Confirm building status, affected areas and likely recovery time.
	Incident lead
	Within 30 minutes

	6
	Check welfare and accessibility needs.
	Shift Supervisor
	Within 30 minutes

	7
	Identify affected priorities and minimum service levels.
	Business Manager
	Within 45 minutes

	8
	Agree relocation, reduced-service or temporary-closure arrangements.
	Incident lead and Head Chef
	Within 60 minutes

	9
	Issue an update and state when the next update will be given.
	Business Manager
	Within 60 minutes



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

	Building responsible person
	Alex Morgan
	Work mobile
	Duty manager cascade
	Activate plan, coordinate safety and recovery.

	Deputy
	Jamie Reed
	Work mobile
	Duty rota
	Deputise and lead kitchen recovery.

	Business continuity lead
	Alex Morgan
	Work mobile/email
	Managing Director
	Priorities, workarounds, communications and review.

	Landlord / managing agent
	Riverside Property Management
	Property helpdesk
	Emergency property line
	Access, repairs, utilities and safety evidence.

	Facilities / maintenance
	Eastgate Facilities Ltd
	Service desk
	Call-out line
	Isolation, repair and inspection.

	Health and safety adviser
	SafeWork Advisory
	Consultant line
	Emergency advice line
	Risk, investigation and reoccupation advice.

	Security / alarm provider
	SecureWatch Ltd
	Control room
	24-hour control room
	Alarm response and temporary security.

	IT / telecoms support
	Managed IT Support
	Support portal/phone
	Critical incident line
	Contain faults and restore trusted systems.

	Insurer
	Example Commercial Insurance
	Claims line
	24-hour claims line
	Loss notification and evidence advice.

	Utility providers
	Electricity and water network operators
	Published fault lines
	24-hour emergency lines
	Supply status and emergency response.



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

	Keys and access
	Secure key cabinet in manager’s office; spare sealed set at community centre.
	Business Manager / Centre Manager
	1 September 2026

	Alarm / access codes
	Held only in the controlled password vault and sealed emergency envelope.
	Business Manager
	1 September 2026

	Fire information and refuge points
	Fire folder at reception; refuge point beside first-floor protected stair.
	Duty manager
	5 September 2026

	Evacuation equipment
	Evacuation chair at first-floor stair; hi-vis vests and roll call list in grab bag.
	Shift Supervisor
	5 September 2026

	Main utility shut-offs
	Electricity in rear intake cupboard; water stopcock in ground-floor store. Operated only by authorised persons.
	Facilities contractor
	2 September 2026

	First aid / AED
	First aid kits in kitchen and office; AED in community centre entrance.
	Shift Supervisor
	10 September 2026

	Building and asbestos information
	Controlled building file and asbestos register in manager’s office and landlord portal.
	Landlord
	1 August 2026

	Alternative entry / loading
	Rear service entrance via Riverside Lane; keep fire access and neighbouring units clear.
	Duty manager
	12 September 2026



	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

	Community lunch service
	Cook, assistant and driver
	4 hours; one safe meal to every registered resident
	Coordination and calls remote
	Community-centre kitchen

	Café service
	Duty manager and two staff
	24 hours; reduced takeaway service if safe
	Customer updates only
	Alternative counter at community centre

	Pre-ordered catering
	Head Chef and assistant
	24 hours; fulfil, rearrange or refund
	Order management remote
	Community-centre kitchen

	Customer and dietary records
	Business Manager
	2 hours; trusted list available before preparation
	Yes, using secure systems
	Remote or community-centre office

	Supplier ordering
	Finance Lead / Head Chef
	4 hours; emergency purchasing available
	Yes
	Remote

	Room hire
	Shift Supervisor
	1 week; notify and rearrange
	Yes
	Alternative community venue



Building continuity arrangements
	Issue
	Impact
	Primary arrangement
	Fallback
	Owner

	Loss of access / premises
	Kitchen and café activities stop.
	Relocate priority lunch preparation to community centre.
	Buy suitable meals and suspend non-essential services.
	Business Manager

	Loss of power
	Cooking, refrigeration, lighting and IT affected.
	Move to alternative kitchen and protect chilled stock.
	Use safe bought-in meals; dispose of unsafe food.
	Head Chef

	Loss of water / toilets
	Food preparation and welfare facilities unsafe.
	Stop preparation and relocate.
	Close café and use approved prepared meals.
	Duty manager

	Loss of heating / cooling
	Unsafe temperatures for people or food.
	Monitor temperatures, isolate affected areas and relocate.
	Temporary closure or reduced hours.
	Facilities lead

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

	Loss of security / access control
	Building cannot be secured or safely occupied.
	Call alarm provider and deploy temporary guarding.
	Close and relocate.
	Incident lead

	Loss of facilities supplier
	Repairs and checks delayed.
	Use landlord-approved alternate contractor.
	Isolate area and reduce service.
	Landlord

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



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

	Evacuated staff and visitors
	Safety status, muster instructions, temporary shelter and next update.
	Verbal briefing and roll call; SMS fallback.
	Shift Supervisor / every 30 minutes

	Other staff
	Do not travel, reporting arrangements, shift changes and priorities.
	Work messaging group and phone cascade.
	Business Manager / every two hours

	Customers / public
	Closure, delays, alternative service and contact route.
	Website, social account and premises notice.
	Managing Director / when arrangements change

	Tenants / partners
	Access restrictions, shared safety issues and expected recovery.
	Named contacts by phone then email.
	Business Manager / within one hour

	Landlord / facilities / insurer
	Nature of loss, damage, controls, access needs and evidence.
	Emergency or claims line; controlled contact list fallback.
	Incident lead / after life-safety actions

	Shelter, mobility, medication and travel
	Use community-centre hall; privately confirm individual needs and safe travel.
	Face-to-face check, then telephone.
	Welfare lead / continuous review

	Ongoing staff support
	Manager check-ins, breaks, flexible shifts and debrief within 72 hours.
	Team briefing and individual follow-up.
	Managing Director / daily



Recovery and reoccupation
	Check
	Evidence / decision
	Owner
	Complete

	Competent confirmation that intended use is safe
	Landlord or competent contractor provides written confirmation and identifies restrictions.
	Business Manager
	Record during incident

	Utilities and critical systems available
	Power, water, drainage, ventilation and refrigeration tested.
	Facilities contractor
	Record during incident

	Access, alarms, security and fire arrangements working
	Access routes, alarm panel, emergency lighting, exits and security checks passed.
	Duty manager
	Record during incident

	Accessibility and welfare arrangements in place
	Accessible routes, toilets, refuge arrangements and individual needs confirmed.
	Welfare lead
	Record during incident

	Priority staffing and workspace confirmed
	Minimum trained staffing and safe work areas available.
	Head Chef
	Record during incident

	IT and specialist equipment tested
	Trusted devices, records, phones and food-safety equipment checked.
	IT provider / Head Chef
	Record during incident

	Stakeholders informed
	Staff, customers, commissioner, landlord and insurer receive reopening arrangements.
	Business Manager
	Record during incident

	Restrictions and next review recorded
	Reduced menu if needed; review after two hours, at close of day and next morning.
	Incident lead
	Record during incident



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

	Fire / evacuation
	Fire folder at reception and secure cloud folder
	Building responsible person
	v2.1 / 5 September 2026

	Bomb threat / suspicious item
	Security procedures folder and grab bag
	Managing Director
	v1.2 / 1 August 2026

	Lockdown / protective security
	Controlled security folder
	Business Manager
	v1.0 / 1 August 2026

	Utility failure
	Facilities procedures in building file
	Facilities contractor
	v1.3 / 2 September 2026

	Flood / water ingress
	Building file and grab-bag action card
	Business Manager
	v1.1 / 2 September 2026

	Cyber incident
	IT provider portal and sealed offline copy
	Managed IT Support
	v2.0 / 10 September 2026

	Building reoccupation
	Controlled building file and this plan
	Building responsible person
	v1.0 / 14 September 2026



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

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

	14 Sep 2026, 07:25
	Community-centre kitchen available from 08:00.
	Relocate lunch preparation; 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; call customers if delivery is delayed.
	Shift Supervisor
	Complete 07:50

	14 Sep 2026, 08:05
	One normal driver unavailable.
	Approve insured staff vehicle and split delivery route.
	Alex Morgan
	Complete 08:20

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

	14 Sep 2026, 12:05
	All meals dispatched; deliveries up to 45 minutes late.
	Notify affected customers and continue temperature checks.
	Shift Supervisor
	Complete 12:20

	14 Sep 2026, 15:45
	Power restored and landlord confirms supply stable.
	Complete reoccupation checks before reopening next day.
	Alex Morgan
	In progress

	14 Sep 2026, 16:30
	Safety, utilities, refrigeration and alarm checks passed.
	Stand down; retain delivery vehicle standby and hold debrief on 17 September.
	Alex Morgan
	Closed
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