BCP TEMPLATE USER INFORMATION

TEMPLATE:  
DM’s BCP Directive
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 template, 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.

 FORMDROPDOWN 

Business Continuity Plan

DIRECTIVE
Purpose
The purpose of the  FORMDROPDOWN 
 Business Continuity Plan (BCP) is to enable the rapid and cost effective delivery of essential services in the event of a service disruption or disaster.  The AMA BCP documents the department’s essential services, our continuity organization, continuity strategies and other processes that will ensure the successful achievement of continuity time objectives.

Policy Statement
 FORMDROPDOWN 
 shall develop, exercise, validate and maintain a departmental business continuity plan that will ensure the rapid, efficient and cost effective continuity of our essential services.

Legislative Authority
The  FORMDROPDOWN 
 BCP is prepared under the authority of Section 3(b) of the Government Emergency Planning regulation and the Disaster Services Act.

Continuity Time Objectives for Essential Services
 FORMDROPDOWN 
 will restore its essential services based on the following guidelines:

1. Critical Services:  within 24 hours of the disruption.

2. Vital Services: within 72 hours.

3. Necessary Services: within two weeks.

4. Desired Services: as soon as practical taking the conditions of the disruption into consideration.  

Areas of Responsibility 

Department Business Continuity Team

The Business Continuity Team reports directly to the Management Committee and is responsible for coordinating and managing the development, exercising, validation, maintenance and implementation of the  FORMDROPDOWN 
 BCP.

Divisions and Branches

Divisions and Branches are responsible for the development, activation and implementation of their plans as components of the Department’s BCP.  

Divisions and branches will administer their own exercise, maintenance and awareness programs, ensuring their plans effective support the departmental BCP.

Plan Activation
The authority for the activation of the  FORMDROPDOWN 
 BCP rests with the Deputy Minister or assigned delegates.  The management of the  FORMDROPDOWN 
 BCP activation process is the responsibility of the BCP Team unless otherwise designated.

Continuity Plan Financing
The Business Continuity Planning Team is allocated a separate budget for the administration of the departmental component of the plan, and BCP Exercise Program.  Divisions and branches are financially responsible for the development, exercising and maintenance of their plans.
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