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›	 How quickly would losing a function or process have an 
adverse effect, including identifying the point at which 
any disruption will result in the failure of your business. 
This is known as the Maximum Tolerable Period of 
Disruption.

›	 What equipment, staff and systems are necessary to 
maintain these critical functions?

You should consider:

›	 Physical assets, including buildings, plant and machinery 
and stock;

›	 Processes, systems and communications;

›	 Computer systems and the data held on them;

›	 Staff; and

›	 Customers and suppliers.

Remember to consider service agreements and/or 
legal and contractual obligations that will need urgent 
attention.

Once this step has been completed, you will have a clear 
picture of you organisations critical services in terms of 
the potential impact of a disruption or emergency and can 
move onto the next stage.

ASSESS THE RISK

When thinking about the RISKS to your business, it can be 
described as:

•	 How likely is it that an emergency or disruption will 
happen?

and

•	 What are the potential impacts when it does?

Although you should be aware of the unexpected, 
remember that not all emergencies or disruptions are as 
dramatic as an explosion or fire or severe flooding.  The 
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Understanding the variety of risks that could affect your 
business is an essential part of your business continuity 
process.  To understand which risks are the most likely 
and would have the biggest effect, you may wish to grade 
them from low to very high.  This will provide you with a 
focus to put measures in place to mitigate against your 
highest risks.

Best practice would also suggest that you consider your 
environment when looking at the risks.  What is in your 
community or surrounding area that could cause issues, 
for example, are you near a river?  Also is your business 
situated near other businesses or industrial sites?  If yes 
what are their processes and could there be a knock on 
effect if they experience an emergency?
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Depending on the size of your business, there are 
numerous ways to test or rehearse your plan, some of 
which are:

Discussion based exercises – these are the easiest 
exercises to arrange and are the least time consuming.  
They allow you to read through the plan as a group, 
identifying any issues with the plan itself or the processes.  
It is also a good way of raising awareness of the plan.

Scenario exercises – these types of exercise are again 
discussion based, but using a relevant scenario.  They can 
reflect real time or use time-jumps to test the scenario at 
different stages of the disruption.  These types of exercise 
are commonly known as table-top exercises and require 
those attending to have some knowledge of the plan and 
their role within it.

Live exercises - a live exercise can range from a small 
scale rehearsal of one part of your plan, for example 
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FURTHER ADVICE

Although Local Authorities are unable to write your 
business continuity arrangements for you, ‘you know your 
business best’, the Civil Contingencies Act 2004 Section 
4(1) and Civil Contingencies Act 2004 (Contingency 
Planning) Regulations 2005 Part 7 requires local authorities 
to: provide advice and assistance to those undertaking 
commercial activities and to voluntary organisations in 




