
BCP TEMPLATE USER INFORMATION

TEMPLATE:  
Essential Services
GENERAL:  
This template has been designed to allow the user to easily adapt it’s content to a specific organization’s business continuity plan.
SPECIFIC INSTRUCTIONS:
1. In this template there are several dropdown boxes you should customize to meet the requirements of your organization.

2.
To customize the document, go to ‘View’ on the menu bar, and select ‘Toolbars’, and then select the ‘Forms’ Toolbar.  Unlock the document by selecting the [image: image1.png]20 Human Resources Plan.doc soft Word
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 button. This will unlock the document for editing.  To enable fields again, re-select the lock button.

ESSENTIAL SERVICES LIST
Essential Services (defined):
“For the purpose of business continuity, the four levels of services provided by the Government of Alberta, include critical services, vital services, necessary services and desired services.”  (Business Continuity Guide, Disaster Services)

Services must be determined at all organizational levels.  The key to business continuity planning includes the ability to define the nature of business services.  Assuming that business continuity is a necessary step that sets the stage for the establishment of normal conditions after an interruption, the primacy of critical services should influence all aspects of continuity planning.

Essential Services – categorized:

Critical:  Reserved for services that must be provided immediately or will definitely result in the loss of life, infrastructure destruction, loss of confidence in the Government, and significant loss of revenue.  These services normally require continuity within 24 hours of interruption.

Vital:  Applies to services that must be provided within 72 hours of will likely result in loss of life, infrastructure destruction, loss of confidence in the Government, and significant loss of revenue or disproportionate recovery costs.

Necessary:  Those services that must be resumed within 2 weeks or could result in considerable loss, further destruction or disproportionate recovery costs.

Desired:  Those services that could be delayed for 2 weeks or longer but are required in order to return to normal operation conditions and alleviate further disruption or disturbance to normal conditions.
Time & Impact Continuum:
In categorizing Essential Services, the Department of       not only considers important the timeframe in which Essential Services must be resumed in order to continue to provide an acceptable level of service throughout an event that interrupts normal business processes, but the Department should also consider the impact of an interruption to those services.  

In the development and categorization of Essential Services for the Department of      , the following interruption impact factors were considered:

· Loss of life;

· Disruption of services to the public;

· Significant damage to or total loss of infrastructure;

· Significant loss of revenue;

· Significant loss of public funds;

· Disproportionate recovery costs;

· Loss of public confidence;

· Loss of employee confidence;

· Loss of vital records;

· Loss of expertise;

· Loss of national or international confidence;

· Disruption of service to other government departments and non-government organizations; 

· Mistaken perceptions by the media and the public that could be damaging to the organization and its employees; and

· Disruption of obligations to employees;

· Other:       
· Other:       
· Other:       
· Other:       
(* Note:  
The above list highlights probable governmental impact factors.  The Department should list other impact factors that may apply to and be considered by the Department.)
Essential Services for the Department of 

     
(* Note:  The table will expand as it is being filled in.)

	SERIAL
	DIVISION/BRANCH
	CATEGORY

(in order)
	PRIORITY

(in order)
	SERVICES
	TIME IMPACT
	SUBSTANTIATION

	1
	     

	 FORMDROPDOWN 

	     
	     
	     
	     

	2
	     
	 FORMDROPDOWN 

	     
	     
	     
	     

	3
	     
	 FORMDROPDOWN 

	     
	     
	     
	     

	4
	     
	 FORMDROPDOWN 

	     
	     
	     
	     

	5
	     
	 FORMDROPDOWN 

	     
	     
	     
	     

	6
	     
	 FORMDROPDOWN 

	     
	     
	     
	     

	7
	     
	 FORMDROPDOWN 

	     
	     
	     
	     

	8
	     
	 FORMDROPDOWN 

	     
	     
	     
	     


The above list of Essential Services for the Department of       has been reviewed and approved by the Deputy Minister of (Dept. name).
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Deputy Minister (DM name),
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