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Keeping your business 
in business
7 practical tips



The Chartered Management Institute 
7-point business continuity guide

Every business is vulnerable to unexpected challenges, irrespective of its size. So how 
well could your business cope with events such as severe weather, technology failure, 
or through disruption due to large scale international events. And how prepared are 
you to manage the inevitable consequences arising from these type of events?

This is where business continuity plans become invaluable tools, but when things go 
well, all too often this kind of planning and preparation takes a back seat.

To help make businesses more aware of the need for this, we’ve partnered with the 
Chartered Management Institute (CMI), the professional body dedicated to raising the 
standards of management and leadership, and a perfect partner in our mission to help 

Research published by the CMI revealed that businesses who had a widely agreed 
business continuity plan in place, reduced the impact of disruption. Whilst having a 

your business.

And if you think such plans are the preserve of blue chip companies, think again.

proven to make a di�erence between a viable business or one that’s dead in the water.
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Tip 1

Tip 2

Tip 3

Work out why you need a plan and tell everyone about it
It’s essential that you own the business continuity process and that it’s 
communicated to everyone affected by it. The plan needs to be adopted and 
maintained throughout the business, involving people with different experience 
and levels of seniority. It’s important that you’re clear about your overall objectives 
to work out the detail you need. This might involve discussion about a number of 
high-impact failures, such as, IT or phone systems or severe weather that prevents 
access to your office, supply chain or staff.

Get a complete picture of your business
To plan effectively for potential disruptions, you need as complete a picture of 
your business as possible. Think about:

•  key products and services your business offers that generate the most 
revenue and profit

• the most important procedures and resources involved in delivering  
your service

• staff who are critical to your activity
• key people who ‘hold all the knowledge’
• your main suppliers
• the most important elements in your supply chain
• your key customers and their areas of business activity

Put together flow diagrams showing the relationship between people, equipment, 
and internal/external activities. These will help you identify potential failure points.

Investigate your risks
A risk assessment will help you evaluate what plans you have in place for business 
continuity and then prioritise what and when these plans are implemented.
Generally, you can prioritise risk based on two criteria: the likelihood of failure 
and the business impact of failure.
Many businesses can sustain service failures for short periods without a critical 
business impact, but assess each ser vice as if it were to be impacted for varying 
periods of time, for up to three days.
Ask yourself ‘what if?’ questions including:

• what if our IT or phone systems went down?
• what if a fire destroyed important documents?
• what if a key member of staff is off ill or leaves?
• what if our main supplier could not supply to us?
• what if a customer couldn’t pay us?

As well as:
• what is the worst-case scenario?
• what functions and people are critical?

Seven tips for keeping your 
business in business  
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Tip 4

Tip 5

Tip 6

Tip 7

Evaluate what you are planning to put in place
After a risk analysis, look at your potential continuity arrangements and costs; 
the benefit to implementing them, and the time it takes to put them in place. 
See how they measure up against your agreed objectives.

Put together a risk strategy
Get it down on paper. Everyone on your stakeholder list needs to agree what’s 
important and agree the plan.
For each risk you list, you can decide to:

• accept the risk and take no further action
• attempt to eliminate it
• attempt to reduce it and develop continuity plans should the incident occur
• stop, suspend or change the process where you can’t eliminate the risk

Develop your business continuity plan
Establish agreed procedures and rehearse them to get maximum benefit from the 
investment in your continuity plan; for example:

• money spent on a plan must provide a relevant business benefit
• an effective plan should explain who needs to do what and who holds  

core roles
• use checklists and flowcharts to explain key activities to restore key services 

(staff facing a crisis won’t have the time to read detailed reports)
• provide essential instructions on how to carry out the plan, with contact 

information
• save version-controlled documents and insert key staff names identifying 

when each step should start

Try out and review your plan
You should review and rehearse your business continuity plan to make sure it 
works. Select a failure scenario to go over with your team and follow your planned 
procedures. This trial run familiarises the team with each process and identifies 
areas that aren’t working or have been missed.
It’s best to go over different scenarios regularly, to make sure they are still 
appropriate to your business. Environments are constantly changing and it’s 
important that your continuity plan is up-to-date.

And lastly, don’t:
• focus only on office, IT and phones

• forget the importance of people

• think the planning process is ever complete

• fail to recognise that risks to the business may come from inside the business

For more information go to managers.org.uk
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