Business Continuity Checklist

As part of your business planning, procedures must be in place to ensure business continuity in a multitude of situations. This may include pandemics, natural disasters or any other event that causes a Service interruption. 
The following checklist outlines what should be included in your Business Continuity Plan: 
	Complete
	Business continuity action to ensure access to Service

	
	Two or more key personnel have been identified in the Service to ensure that if one key person is not able to attend the Service, other key personnel can ensure the Service continues operating 

	
	All key personnel have access to the Service 
· Hold keys to access the building 
· Have alarm codes if needed 

	
	All key personnel have access to IT systems
· Access to emails 
· Access to meal management programs
· Access to Government portals (MAC/DEX)




	Complete
	Critical operational information 
Print Hard Copies: In the event the Service is not accessible and/or the internet is down.

	
	Client details 
· Name & Address
· Meal choices, preferences, special dietary needs 
· Emergency & Next of Kin contacts

	
	Staff, volunteer & Committee details
· Name & contact
· Availability
· Payroll data

	
	Service area map
· Clients & volunteers marked on map

	
	External supplier details
· Meal & Food suppliers
· Packaging and other goods

	
	Government contacts
· FAM
· Local Council
· Emergency services

	
	Insurance contact details:
· Claims Officer
· Broker

	
	Copies of client assessment spreadsheet 
· Identified clients who are most vulnerable 

	
	MOWQ and neighbouring MoW details 
· Location & contact details

	
	IT assistance contact details
· IT Provider Contact No 

	
	Emergency Services contact details
· SES Contact 132 500
· QLD Fire & Emergency Services (non-emergency) 13 74 68
· Local Disaster Management Group 
· Emergency Services in local area 



