BCP TEMPLATE USER INFORMATION

TEMPLATE:  
Exercising and Validation Program
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.

Section 8

      Business Continuity Plan
EXERCISING AND VALIDATION PROGRAM
Background
Exercising a plan has proven to be an effective and cost efficient method of validating any plan.  There are numerous methods and techniques available to those who are developing the exercise and whether it be by a simple phone tree verification or the actual conduct of a large scale exercise, numerous opportunities exist to ensure that the Business Continuity Plan is current and understood by those that will need to initiate and manage the continuity process.
Aim
The aim of this portion of the Business Continuity Plan is to provide both an exercise philosophy and guidance for the conduct of exercises with the Ministry.  This portion will not include instructions relating to a specific instruction, instead, it will provide necessary direction to ensure that this Ministry is properly prepared should an emergency or disaster impact our ability to provide services to the people of Alberta.
Exercise Policy
Exercising the Business Continuity Plan is an essential aspect of the overall planning process and important to ensure that this is prepared for any eventuality. This Ministry will maintain an aggressive approach to the conduct of exercises.  In the initial period of rollout, implementation, exercises will be conducted on a(n)  FORMDROPDOWN 
 basis.  As the plan is further developed and enhanced, exercises will likely be conducted  FORMDROPDOWN 
.

Exercise Methodology
Exercises must be progressive in nature.  They will initially be designed to validate various portions of the plan and will ultimately lead to the conduct of a Ministry wide exercise.  This will greatly assist our preparations for larger scale exercises and will facilitate our ability to participate in cross-governmental exercises.  Ultimately, these exercises will provide valuable experience that should permit us to identify weaknesses in our plans and effect appropriate amendments that will enable us to respond in times of emergency.

Of utmost importance is that we must ensure that we have a responsibility to ensure that services to our clients must be maintained during our exercises.  

Scope 
The Business Continuity Team Manager is responsible for developing and conducting exercises designed to verify identified portions of the Business Continuity Plan.  The Team Manager will prepare and issue exercise instructions and/or guidelines, as appropriate and will ensure that Executive Management is kept advised on upcoming exercises, the results of completed exercises and the requirement for amendment action.

In addition, the Business Continuity Team will provide advice and assistance to all Business Units for the preparation and conduct of exercises within their organizations.

Types of Exercises
There are a variety of exercise types available.  All of which will assist in ensuring that the existing plan is adequately validated.  The selection of a specific type to be used is dependent on the exercise objectives and will be the responsibility of the Business Continuity Team Manager to choose. Guidance on the methodology and conduct of exercises can be found in Section 4 and 5 of the Government of Alberta Business Continuity Guide.
Administration
Where possible, exercises conducted within the Ministry will use resources and facilities belonging to the Ministry.  Assistance with the setup and conduct of an exercise may be provided by Disaster Services, Business Continuity Planning based on their availability.

The Business Continuity Team Coordinator will maintain all Exercise Instructions and planning documents.  All suggested amendments will be passed to the Business Continuity Coordinator for consideration by the BCP Team during their regular meetings.  Executive Management is responsible for the approval of any significant changes to the Business Continuity Plan.

All financial aspects associated with the organization, set up and conduct of Business Continuity Exercises will be covered within the existing budget.  

Exercise Reporting
All exercises, regardless of the level of participation will be subjected to a system of review and reporting. This process should include a lessons – learned review and dissemination of all pertinent lessons.

Appendix A – Annual Exercise Schedule

      BCP Exercising and Validation Schedule
	Type of Exercise
	Frequency
	Participants

	Plan Activation
	
	

	Call down lists
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	Alternate Work Site
	
	

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	     
	
	

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	     
	
	

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	     
	
	

	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 
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