Starting the Business Contingency Plan

Worksheet 4: Problems in the Planning Process 



Winds blow, power outages occur, fires take place, trucks and cars drive through buildings, service personnel strike, computers crash, and suppliers go bankrupt. These things not only can happen to you, but your suppliers as well. 
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How’s your attitude? 
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Can any of these events happen to your company?
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How does management feel about the possibility of something happening?
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Consider the possible outcome if any of these things happened to your business. List the possible impact.
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What can you say to convey the importance of planning for emergencies and disasters?
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Who needs to agree to have this planning work done?








If the current attitude is, “it won’t happen to us or planning can wait until later”. Then it is time to take a serious look at your operations. Ask a few of your key people what they feel about the possibility of an emergency or disaster occurring. If they do not feel an urgency about planning, their attitude needs to change. It’s time to get serious about planning! 

Key questions to answer:
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Who is going to be in charge of this project?





Who will they report to?  
A chief overseer is in charge of managing the emergency should one occur. There needs to be a management team advising this person in charge. Communication with senior management is important in an emergency. There will be decisions about the business only senior management will be knowledgeable enough to make. An emergency Call Up List is needed. This means someone must be designated the point person on weekends and holidays. There must be a communication system in place. It may be a pager that’s passed around or cellular phone number that is to be used, but someone in management must be available at all times in the event of an emergency.
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Who will be responsible for writing the plan?
The chief overseer need not be the writer of the plan. The plan should be written by someone in management and cover all areas of the emergency in detail. The overseer can be presented the plan and be trained in the emergency phase of the plan. A management team should be organized using key personnel from different areas of the business to advise the Chief Emergency Overseer. The writer of the plan should include the forming of this management team in the written plans.

When writing a plan, information must come from all areas of the business. Key personnel must provide details of importance and assist the writer of the plan in making decisions regarding what is a priority in emergencies.
