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[bookmark: _Toc301968565][bookmark: _Toc358019074]Emergency management & recovery planning 
In Australia, the reality of natural disasters such as flood, fire and even earthquakes can strike without warning. Your business is critical to your financial wellbeing and could also be a necessary service to your community, so naturally you want to protect what you can. 
Emergency management planning is more than just planning for natural disasters, it’s a way to operate your business. A business should know its strengths and weaknesses and put strategies in place to adapt to any likely scenario.
For example, a business may be affected by flood, with damage to information systems and most of its assets. Regardless of the damage, the impact of this disaster on business operations would be similar to that of a robbery and the same systems and assets were lost. Planning for the impact of an emergency rather than the emergency itself will give your business a greater chance of survival. 
Emergency management planning can help you identify risks to your business, critical areas of your business and how to best protect them. It also covers continuity and recovery planning to help your business prepare for and survive any emergency situation. 
[bookmark: _Toc248203422][bookmark: _Toc301968566][bookmark: _Toc358019075]Regular review
As time passes your circumstances may change and having your Emergency management & recovery plan up to date will ensure you are always ready in the event of an emergency.
What to do...
Visit our Emergency management topic for detailed advice, links and resources.
Download our:
Take action checklist
Business recovery checklist
Read:
How to prepare your business for an emergency
Download our Emergency management recovery plan template.
Contact your nearest Business Enterprise Centre (BEC) for free advice and support.
Contact a business adviser, accountant or solicitor for advice. 
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[bookmark: _Toc358019076]Template overview
This template overview provides details on each question asked in the Emergency management & recovery plan template as well as links to further information. When you start completing your plan, you can refer to each relevant question below to help guide your answers.
[bookmark: _Toc248203424][bookmark: _Toc301968568][bookmark: _Toc358019077]Title Page
	Question/Field
	Explanation
	More information

	Insert business logo
	Adding a logo gives a more professional image.
	—

	Your name
	Enter the business owner's name. Enter multiple names if there are multiple owners.
	—

	Your title 
	The titles of the business owner(s) listed above. 
For example: Owner/Manager.
	—

	Business name
	Enter your business name as registered in your state/territory.
	Visit our Register your business name page.

	Main business address
	Enter your main business address. This can be your home address if you are a home-based business or your head office if you have more than one location.
	—

	ABN
	Enter your Australian Business Number (ABN). If you are a business and have registered for an ABN enter it here.
	Visit our Register for an Australian business number (ABN) page.

	ACN
	Enter your Australian Company Number (ACN). Only include this if you are a company.
	Visit our Register a company page.

	Prepared
	The date you finished preparing your Emergency management & recovery Plan.
	—

	Revision history table
	Detail the changes made to your Emergency management & recovery Plan:
Version number: Version numbers help to ensure that you are following the latest version of your plan.
For example: Version 1.3
Changes made: Describe the changes that were made and what prompted the changes.
Person responsible: Enter the name of the person who made the changes.
Date updated: Enter the date the changes were made.
	—

	Communication strategy table
	Details of who & how often you will communicate your plan:
Manager/staff: For example: CEO
Type of communication: Enter how you will communicate the plan 
For example: Presentation, email.
Person responsible: Enter the name of the person who will communicate the plan.
Frequency: Enter how often the plan will be communicated to your manager/staff. 
For example: Monthly & after each major revision.
	—

	Table of contents
	If you have changed the template in any way, remember to update the table of contents.
	—


[bookmark: _Toc301968569][bookmark: _Toc358019078]The Continuity Plan
Risk management
	Question/Field
	Explanation
	More information

	Risk management table
	[bookmark: OLE_LINK2][bookmark: OLE_LINK3]Detail the risks to your business and any contingencies. Risks can include drought, storms, floods, fires, pandemic, terrorism, theft, data attacks, and even high staff turnover. For each risk, list the:
Business risk: Describe the risk and the potential impact to your business. Include both direct and indirect impacts. 
Impact: Rate the impact on your business. 
For example: High, Medium or Low.
Likelihood: Rate the likelihood of this risk occurring. 
For example: Highly Unlikely, Unlikely, Likely or Highly Likely.
Mitigation strategy: What actions and protection strategies will you take to minimise or mitigate the potential risk to your business? 
Contingency plan: What is your contingency plan in the event that this risk happens?
	Visit our Risk management page.
See our Emergency management topic.
Visit the How to prepare your business for an emergency page for ideas on protection strategies.

	[bookmark: _Toc248203426]Critical business area analysis table
	Identify and list the critical areas of your business (for example: product refrigeration process) and the ways you can minimise or mitigate any failures. 
Rank: Rank critical areas according to the impact on your business - highest to lowest.
Critical business areas: Describe what your business can't do without. 
For example: People, suppliers, documents, systems or even procedures.
Impact if failed: Describe the potential impact on your business if this critical area fails.
Current protection strategies: What strategies do you have that minimise the impact to your business? 
For example: Training employees in multiple areas of the business will reduce key person risk.
	See our Emergency management topic.
Visit the How to prepare your business for an emergency page for ideas on protection strategies.

	Scenario planning tables
	Once you have completed your critical business areas table and ranked them, complete a more detailed scenario based on each of your top three critical business areas in the tables provided.
Critical failure: Provide a short description of a critical area that could be interrupted.
Background: Provide any relevant background information that is essential to restoring the critical area.
Impact to business: Provide an estimate of the impact to your business. This can be in terms of percentage of sales or a dollar figure.
Immediate actions: List what needs to be completed immediately to ensure loss is kept to a minimum.
Secondary actions: Once immediate actions have been completed, what secondary actions/services can be completed until your business has recovered completely?
Responsibilities: List the people responsible for each action during this critical business scenario.
Resources needed: What resources will you need to recover in this sort of scenario? 
For example: Cash flow, staff, service providers.
See Example Below
	—





Example scenario: Online purchases
	Question
	Details

	Critical failure
	Online purchasing system failed. Customers unable to make purchases or view products online.

	Background
	Purchases are made on a website hosted by an external service provider.

	Impact to business
	50% of overall sales loss. 

	Immediate actions
	Contact service provider to re-establish service.
Communicate to customers via website or alternative means (email, phone, etc).

	Secondary action
	Accept purchases via telephone, email or fax.
If prolonged failure, arrange alternative service provider to provide hosting.

	Responsibilities
	Technical team leader will contact service providers.
Marketing team leader will speak to customers.
Sales team leader will manage purchases.

	Resources needed
	Extra staff to handle purchases and enquiries.
Possible alternative service provider.


Current insurance
	Question/Field
	Explanation
	More information

	Current insurance table
	What insurance policies do you currently hold to cover your business risks? 
Insurance type: Briefly list each of the insurance policies you currently hold. 
For example: Building, Contents, Car, Business Interruption.
Policy coverage: For each insurance policy carefully look at your product disclosure statement and list the main risks that your business is covered for. 
For example: Fire, flood, theft, cyclone. 
Check the definition of certain terms such as floods as they may vary between insurers.
Policy exclusions: List your policy exclusions. Look at your product disclosure statement and check the exclusions carefully. 
For example: Fraud, terrorism, tsunami, landslide.
Insurance company & contact: If you have a specific contact within the insurance company, enter their details, otherwise enter the main helpline number you regularly use. 
Last review date: Enter the date you last checked your product disclosure statements or insurance policy to ensure you were adequately covered. 
Payments due: Enter the amount you pay and how often this amount is paid. 
For example: Monthly, quarterly or yearly.
	Visit our Insurance topic.
Visit the How to prepare your business for an emergency page.

	[bookmark: _Toc291070096]Property & infrastructure
	What have you done to make your property & infrastructure less vulnerable to damage? Is your property secured with alarms, security personnel or video surveillance from unlawful entry? Do you have fire retardant or flood resistant building materials? Are leaf litter, grass and gutters maintained regularly to minimise fire risk?
	—


[bookmark: _Toc291070097]'Business as usual' planning
	Question/Field
	Explanation
	More information

	Temporary office accommodation table
	Identify temporary office accommodation you can quickly access in an emergency situation. Consider attaching a map of your accommodation options to the back of your plan.
Rank: Enter a number to help rank the accommodation according to suitability to your business.
Type: Enter the type of accommodation 
For example: Private residence, hotel, temporary business centre.
Address: Enter the address of your temporary office site.
Equipment available: List all the equipment available at the site. 
For example: Computers, furniture, photocopiers, phones, paper.
Resources needed: List all the resources you will need in order to use this site as a temporary office. 
For example: Software, backups, staff, and any other equipment not already available at the location.
	—

	Business continuity strategies
	What other strategies will you consider to help maintain business as usual practices? Have you considered a virtual office service (which offers telephone answering services, mail forwarding, remote secretarial services, and more), an e-commerce website or an online auction or e-marketplace shopfront?
	Visit our Buying and selling online page for more information.


[bookmark: _Toc291070098]Key personnel training
	Question/Field
	Explanation
	More information

	Key personnel training table
	List your current staff in the table provided and any cross-training requirements. 
Outline each job title, the name of the employee in the position, the expected staff turnover for the position and each employee's relevant skills or strengths. You may also like to attach a copy of their resume to the back of your plan.
Job title: What is the job title? 
For example: Marketing/ Sales Manager.
Name: Enter the name of the employee in the position. 
Expected staff turnover: Enter the expected staff turnover for the position. 
For example: 12-18 months.
Skills or strengths: What are each employee's relevant skills or strengths? Try not to focus just on skills relevant to each individual occupation. Try to broaden your list to include any skill useful to your business. 
For example: Relevant qualifications in Sales/Marketing. At least 5 years experience in the industry. Award in marketing excellence 2007. Fully qualified in first aid 2006.
Cross-training requirements: Think about the skills that would be crucial in your business. Then list each of the skills each employee does not currently possess, but would be essential if you lost key staff members. 
For example: Requires training in finance system.
	See our Staff development and training page for more information.

	[bookmark: _Toc291070099]Skill retention strategies
	What procedural documentation will you provide to ensure the skills of staff are maintained? Do you have an appropriate allocation of responsibilities? How are responsibilities documented and communicated to staff? What internal processes will you implement to regularly check that the current skills of staff members are still appropriate for the business?
	See our Staff development and training page for more information.
See our Setting up a corporate governance structure page for assistance.


[bookmark: _Toc291070100]Data security & backup strategy
	Question/Field
	Explanation
	More information

	Data security & backup strategy table
	How have you protected your data and your network (For example: virus protection, secure networks & firewalls, secure passwords and data backup procedures)? Detail your backup procedures in the table provided.
Data for backup: List all the essential data that your business cannot recreate from other sources. If this list is substantial, consider a full system backup.
Type of data: What is the type of data that will need to be backed up? 
For example: Email, spreadsheet, payroll system data, website.
Frequency of back up: How often will you need to back up? 
For example: Daily, weekly, monthly. 
Backup media/service: What media or service will you use to store your data? 
For example: Magnetic tape, CD ROM, external hard disk drive, remote/online backup service. 
If you are using a backup service, provide details of your arrangement.
Person responsible: Who will perform the backup? Or who will liaise with the service provider to ensure the backup is adequate? If you are using a service provider, list your contact's name and phone number.
Backup procedure steps: List the steps required to perform the backup and include any steps required to ensure backups are stored securely. You may also wish to attach a full procedure document to the back of your plan. 
	Visit the Protect your business in an emergency page in our Emergency management topic for more information.

	[bookmark: _Toc291070101]Environmental resilience
	What environmental choices have you made to help you achieve climate change adaptability?
	Visit the Making your business environmentally friendly page in our Environmental management topic for more information.


[bookmark: _Toc301968570][bookmark: _Toc358019079]The Emergency Action Plan
Emergency contacts
	Question/Field
	Explanation
	More information

	Emergency contacts table
	List your local emergency services numbers and any additional contacts you will need to phone in an emergency:
Organisation name: Enter the name of the emergency organisation. 
For example: State Emergency Services (SES), Police, Fire or Ambulance.
Contact: Enter the name of any people you need to contact in an emergency situation. 
For example: Employee's next of kin. 
Title: Enter the job title of the contact. 
Phone number: Enter the emergency contact's number. 
	Visit the Develop your emergency action plan page in our Emergency management topic for more information.
Visit our Resources in an emergency page to find your local SES.


Emergency procedures
	Question/Field
	Explanation
	More information

	Emergency procedures table
	Briefly outline your emergency/evacuation procedures. It may be useful to attach a copy of your detailed emergency procedures and floor plan with the location of emergency exits, emergency kit and safety equipment clearly marked. Your emergency procedures should also include a map of evacuation locations for all emergencies.
Procedures: Outline any procedures you have in place for emergency situations. 
For example: Fire Evacuation Procedure. 
If you have additional procedures for different situations like floods or storms, you can list each procedure separately.
Brief outline of procedures: Briefly list the steps included in the emergency procedures. 
For example: 
Alarm raised and relevant emergency services authorities contacted. 
Wait for evacuation signal.
Follow fire warden instructions.
Calmly evacuate the premises from nearest emergency exit.
Arrive at evacuation location.
Locate and account for all staff. 
Evacuation point/address: Enter the address of the designated evacuation point for all staff. 
For example: Corner of Safe Street & Sound Lane, City.
Reference to full procedure document: Outline where the full procedure documents can be found. You may also wish to attach a copy to the back of your plan. 
For example: The 'Fire and emergency procedures.doc' can be found on the shared drive under the 'Emergency' folder. A printed copy is also located in the main filing cabinet.
Supporting documentation: List all the documents that contain key information for evacuation or emergencies in general. You may also wish to attach a copy to the back of your plan. 
For example: Office floor plan, map of evacuation locations.
	Visit the Develop your emergency action plan page in our Emergency management topic for more information.


Evacuation drill schedule
	Question/Field
	Explanation
	More information

	Evacuation drill schedule table
	Use the table provided to schedule your emergency evacuation drills.
Evacuation procedure type: If you have multiple evacuation procedures for different emergency situations, list each of them here. 
For example: Fire, flood, cyclone.
Drill frequency: How often do you exercise a drill for each type of emergency? 
For example: Monthly, quarterly.
Position/person responsible: Who is responsible for organising each drill? 
Next drill dates: When are the next drills scheduled? Enter a day/month/year.
	Visit the Develop your emergency action plan page in our Emergency management topic for more information.


Emergency kit
	Question/Field
	Explanation
	More information

	Location
	Where is your emergency kit located/stored? Is it clearly visible and labelled? Have you informed your staff of its location?
	—

	Contents table
	List the contents of your emergency kit and the date each item was last checked/reviewed.
Object: Examples of what you might include are: your Emergency management & recovery Plan, emergency and recovery contacts, insurance documents, financial documents, torch, first-aid kit, portable radio, plastic bags, spare batteries, adhesive tape, pen/pencil & notepad.
Checked/reviewed date: Enter the date the objects were checked. You will need to check each item is accounted for and in proper working order.
Person responsible: Enter the name of the person responsible for maintaining the emergency kit.
	Visit the Develop your emergency action plan page in our Emergency management topic for more information.


[bookmark: _Toc301968571]Emergency team roles & responsibilitiesThe Recovery
Business impact assessment
	Question/Field
	Explanation
	More information

	Business impact assessment table
	Based on your assessment of the damage to your business, complete the table provided (in order of severity) or attach your own impact assessment to the back of your plan:
Rank: Rank your damage in order of severity. 
Damage: List any damage to buildings, assets, stock, documents or surrounding area/community. 
Impact to business: Describe any direct or indirect impacts the damage will have on your business' critical functions.
Severity: Rate the severity based on the impact to your business. 
For example: High, Medium or Low.
Action: Briefly describe the actions needed to recover. 
For example: Repair, replace, or rebuild.
Recovery steps: List the detailed steps needed to recover the damage.
Resources needed: List the resources needed to recover including any cost estimates, service providers, employees, building materials.
Actioned by: Assign someone responsible for each task.
Estimated date of completion: Enter the estimated due date for completion.
	Read about the business impact assessment in our Business recovery checklist page for more information.


Recovery contacts
	Question/Field
	Explanation
	More information

	Recovery contacts table
	Include all of the organisations/people that will be essential to the recovery of your business. See also Emergency contacts above.
Contact type: Enter the type of service the contact provides. 
For example: Insurance company, telephone/internet services provider, bank/building society, employee, supplier (main), supplier (backup), customer, business adviser, accountant, or lawyer.
Organisation name: Enter the name of each organisation essential to your business recovery. 
Contact: Enter the name of your main contact in the organisation or the name of the individual you will need to contact in the recovery phase of your business. 
Title: Enter the title of your recovery contact. 
For example: Claims Adviser.
Phone/mobile number: Enter the phone number and/or mobile numbers of your recovery contact.
	Visit the Recovery plan section page in our Emergency management topic for more information.


Insurance claims
	Question/Field
	Explanation
	More information

	Insurance claims table
	List any insurance policies you have claimed for. Use the table provided to record any discussions you have with an insurer about your claim.
Insurance company: Enter the name of your insurance company, the name of your main contact, and their contact details. 
Date of contact: Enter the date you contacted the insurer about your claim.
Details of conversation/claim: Enter any relevant details discussed with your insurer about your claim. You can include the date an assessor will visit your property or any estimated claim amounts or key dates that were discussed. 
Follow up actions: Is there anything you or the insurer need to complete to continue processing the claim? 
	Read about managing your cash flow in our What to do after an emergency page.
Read the Protect your business in an emergency page in our Emergency management topic.
See our Insurance topic.


Market assessment
	Question/Field
	Explanation
	More information

	Market assessment table
	Based on your assessment of the damage to your business and/or surrounding area, list any areas of your market that have changed in the table provided. Alternatively, attach a complete market assessment to the back of your plan. Download our Marketing plan template for further guidance.
Market changes: Detail what has changed in the market since the emergency.
Impact to business: Describe in detail what parts of your business will be affected by these market changes and how.
Business options: How can your business adapt or change to suit these new market conditions? Can you move location, trade online, change key products or services or simply re-evaluate the way you run your business to make sure you are still meeting market needs?
	Read about the business impact assessment in our Business recovery checklist page for more information.
See our Research your market page in our Market research topic.

	Marketing strategy
	Detail your marketing strategy after the emergency. If your business is reopening its doors after a disaster, how will you get the message out? What channels will you use to target customers? How does this strategy differ in light of any changes in the market? 
For example: You may consider a targeted marketing effort (such as a social media campaign) to communicate your business reopening.
	Read about the business impact assessment in our Business recovery checklist page for more information.
See our Promote your business page.


[bookmark: _Toc301968572][bookmark: _Toc358019080]The Finances
Current creditors
	Question/Field
	Explanation
	More information

	Current creditors table
	List all current creditors and any arrangements you have made during the recovery period:
Creditor name: Enter the names of all creditors you have made arrangements with. 
Contact details: Enter the name of your contact within the creditor organisation. 
Special arrangement details: List the conditions of your arrangement. 
For example: Loan temporarily changed to interest only arrangement for the period of recovery.
Period of special arrangement: Enter the period the arrangement will be valid until. 
For example: Period of 6 months ending on 1 July 2011.
Amount to pay: Detail the amounts you are required to pay within the arrangement period.
	Read about managing your cash flow in our What to do after an emergency page.


Current debtors
	Question/Field
	Explanation
	More information

	Current debtors table
	List all current debtors you have contacted, their agreed payment amount and date in the table provided:
Debtor name: Enter the name of the organisation or individual from whom you will be receiving payment.
Contact details: Enter the contact details of your debtor. 
Details: Briefly list what the payment was for.
Agreed payment date: Enter the date you are expecting payment.
Amount to receive: Enter the agreed payment amount. If payment will be made in instalments – enter the details of each payment and the date each will be expected.
	Read about managing your cash flow in our What to do after an emergency page.


Government funding
	Question/Field
	Explanation
	More information

	Government funding table
	List all government funding you have applied for and the expected amount:
Programme name: List the names of any government grants you have applied for and are expecting payment from. 
For example: Flood relief package.
Contact details: If you have a contact, enter the contact name, agency name and contact details of your contact. Alternatively, enter the agency name and the main hotline number for that agency. 
Funding details: Briefly mention the terms of the funding.
Date of application: Enter the date you sent in the application.
Amount to receive: Enter the amount you are expecting to receive. This can be an estimate if the amount has not yet been finalised.
	Read about managing your cash flow in our What to do after an emergency page.
Search our Grants & Assistance for details about specific programmes. 


Expected cash flow
	Question/Field
	Explanation
	More information

	Expected cash flow table
	The cash flow table example 
This table contains a list of suggested incoming and outgoing cash items a business may have when recovering from an emergency or disaster type scenario. Please note: The table assumes all figures are GST inclusive. 
Calculations: 
Opening balance = Closing balance of previous month.
Monthly cash balance = Total incoming - Total outgoing.
Closing balance = Opening balance + Total incoming - Total outgoing.
Attach your own
If you have your own Expected cash flow table or your accountant has already prepared one, you can attach your own. If it is a large sheet, you can always attach it to the back of the plan.
	Read about managing your cash flow in our What to do after an emergency page.
Read our Finance topic.


[bookmark: _Toc248203427][bookmark: _Toc301968573][bookmark: _Toc358019081]Supporting documentation
	Question/Field
	Explanation
	More information

	Supporting documentation
	List all of your attachments here. 
For example: copies of emergency procedures, maps, resumes, or financial tables.
	—
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Australian Business Number (ABN) – a single identifying number used when dealing with other businesses and the Tax Office.
Australian Company Number (ACN) – the number allocated by the Australian Securities and Investments Commission (ASIC) when you register a company under Corporations Law.
Back up – to make a copy of data required for restoring a computer program or file. 
Business as usual – continuation of a business' normal operations 
Business continuity– a business' ability to continue operations after unexpected interference or cessation due to an event such as a natural disaster.
Business continuity planning– the process of preparing for and recovering from possible risks and disasters to help a business continue operations. 
Business resilience – a business' ability to bounce back after an event or disaster. 
Cash incoming – cash that is flowing into the business such as sales or other income. 
Cash outgoing – cash that is flowing out of the business such as purchases, expenses or fees.
Cash flow – the measure of actual cash flowing in and out of a business.
Contingency plan – a plan or a series of actions to carry out when an unlikely event occurs.
e-business – business conducted over the internet, including buying and selling, servicing customers and collaborating with business partners.
e-marketplace – an electronic marketplace (e-marketplace) allows buyers and sellers to carry out transactions via the internet.
Emergency management – a range of tools, processes and procedures coordinated to help manage risks to a business.
Firewall - internet security to protect a LAN (Local Area Network) against hackers.
Goods and Services Tax (GST) – a broad-based tax of 10 per cent on the sale of most goods and services in Australia.
Internet Service Provider (ISP) - an organisation that allows users to dial into its computers to connect to the internet, for a fee.
Local Area Network (LAN) - a group of personal computers linked together in order to share programs and data.
Market position – refers to the position an organisation, product or service has in the market, usually in relation to its competition.
Mitigation – taking steps to reduce or eliminate the impact of possible risks on a business. 
Network – a way of connecting computers to share data and resources with others. A Local Area Network (LAN) is a common type of network.
Plant and equipment – also known as fixed assets used in the operation of a business.
Product disclosure statement (PDS) – the terms and conditions of an insurance or other financial product.
Product liability – is insurance that covers a business for damage or injury caused to another business or person, through the failure of a product sold by that business.
Professional indemnity – is insurance that protects a business if their client suffers a loss as a direct result of their advice.
Public liability insurance – is insurance that protects a person against claims for property damage and bodily injury. 
Risk management – a systematic process of making a realistic evaluation of the true level of risks to your business.
Scam – a deliberate and targeted deception designed to obtain money or information from victims.
Social media – a group of technology including Blogs, online networks (such as Twitter, Facebook, MySpace, LinkedIn) and online collaboration tools often used to expand your network/market reach or collaborate on a large scale.
Sustainability – development that takes full account of the environmental consequences of economic activity and utilises resources that can be replaced or renewed.
Virus - a malicious piece of computer code which make unauthorised changes to a computer, distributed via the internet or email.
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