BCP TEMPLATE USER INFORMATION

TEMPLATE:  
Training and Maintenance Program
GENERAL:  
This template has been designed to allow the user to easily adapt its 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.

Section 7

      Business Continuity Plan
TRAINING AND MAINTENANCE PROGRAM

Background
A considerable amount of work and time has gone into the development of the ministry Business Continuity Plan (BCP).  In order to ensure that its details remain current and are familiar to all employees it is important to maintain a comprehensive training and awareness program that is directly linked to a regular scheduled maintenance program. 

Aim
The aim of this section of the BCP is to outline the training, awareness and maintenance programs that will be followed within the Ministry.
Training
The Training Program that will be followed within the Ministry is progressive and continuous and is designed to ensure that every employee is provided with an outline of the Business Continuity Process and our plan.  Additional training will be provided to specific and identified members of both the Ministry and Business Unit Continuity Teams.
To conduct this training, the Business Continuity Team will employ a variety of techniques or training methods to ensure an understanding of BCP throughout the Ministry.  These include: (Use the drop down boxes to select various options)

a.
  FORMDROPDOWN 


b.
  FORMDROPDOWN 


c.
  FORMDROPDOWN 


d.
  FORMDROPDOWN 


e.
  FORMDROPDOWN 


f.  
  FORMDROPDOWN 


g. 
  FORMDROPDOWN 

All training packages that are developed and utilized within the Ministry will be controlled and approved by the Business Continuity Team.  They will be held centrally and can be requested through the Business Continuity Coordinator.
Awareness
Much like the training program, BCP awareness is an important facet of ensuring that the Ministry has an up-to-date and complete plan.  While we will be using a team approach to managing continuity activities, it is incumbent on every employee to know and understand what Business Continuity Planning is and what are their responsibilities in times of emergency or disaster.
Awareness will be an ongoing activity within the Ministry and is the responsibility of the Business Continuity Team.  There are a variety of techniques that will be used within this Ministry to ensure that an effective and active awareness campaign is carried out.  These include: (select the ones that are applicable to your Ministry)

a. 
 FORMDROPDOWN 


b. 
 FORMDROPDOWN 


c. 
 FORMDROPDOWN 


d. 
 FORMDROPDOWN 


e. 
 FORMDROPDOWN 


f. 
 FORMDROPDOWN 

Plan Maintenance
There is an ongoing requirement to ensure that this Business Continuity Plan remains current and that it reflects the existing organization and strategies of the Ministry.  The primary responsibility for this process rests with the Business Continuity Team.  However, it is incumbent on all Business Units to understand these maintenance requirements and will facilitate the Ministry process by ensuring there units implement an effective maintenance plan for their respective aspects of the plan.

The maintenance process will normally be conducted under two aspects.  These are:
a. Administrative: while these changes keep the plan up-to-date, they do not change the operational concept of the plan.  They include such things as staff changes, contact details, and administrative amendments.

b. Operational: these are the changes that affect the overall strategy of the BCP.  These will include such things as a structurally re-organization, the introduction of a new business process, or a change in priorities for essential services.
Under normal situations, the BCP will be reviewed and amended (as required)  FORMDROPDOWN 
 annually.  The initial review will be done normally in  FORMDROPDOWN 
 and will cover any administrative changes that are needed.  Operational changes will normally be completed in  FORMDROPDOWN 
 of each year.  However, significant changes can be made at any time.
Minor amendments will be circulated to all plan holders who will be responsible for ensuring that they are included in their copies of the plan and that the Record or Amendments sheet is annotated accordingly.

Suggested changes or amendments are to be forwarded to the Business Continuity Coordinator for action. 

Appendix A – Maintenance Schedule

      BCP Maintenance Schedule

	ITEM TO BE REVIEWED
	FREQUENCY / DATE
	AFFECTED ORGANIZATIONS

	Section 1

Vital Information
	
	

	BCP Team Contacts
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	Section 2


Introduction
	
	

	Continuity Panning Teams
	 FORMDROPDOWN 

	     

	Terms of Reference
	 FORMDROPDOWN 

	     

	Individual Activity Sheets
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	Section 3

Risk Assessment
	
	

	Risk Assessment Worksheet
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	Section 4

Business Impact Analysis
	
	

	Critical Services Summary
	 FORMDROPDOWN 

	     

	BIA Worksheets
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	Section 5

Continuity Activities

	
	

	Vital Record Controls
	 FORMDROPDOWN 

	     

	Other Key Contacts
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	ITEM TO BE REVIEWED
	FREQUENCY / DATE
	AFFECTED ORGANIZATIONS

	Section 6

Sub-Organizations
	
	

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	Section 7

Training and Maintenance
	
	

	Training
	 FORMDROPDOWN 

	     

	Maintenance
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	Section 8

Exercise and Validation
	
	

	Exercise Schedule
	 FORMDROPDOWN 

	     

	Lessons Learned
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     

	 FORMDROPDOWN 
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