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Introduction:


Business Continuity Management (BCM) involves implementing principles and processes to ensure that the University can continue to maintain its prioritised activities through a disruption, whether this be planned or unplanned, and return to business as usual as soon as possible. Like many organisations, the University of Bath may be affected by one or more incidents at any time, such as an adverse weather event, cyber-attack, supply chain issue, utilities failure or loss of staff due to illness or industrial action.

Effective Business Continuity Planning within the organisation will ensure that the University is able to maintain an acceptable, predetermined level of service to students, staff and other stakeholders during a variety of different business continuity disruptions and facilitate a timely resumption of normal business thereafter. Business Continuity Management (BCM) must be carried out, not only in response to, but proactively in preparation for, potential business continuity disruptions.

The completion of this document, the Business Impact Analysis (BIA), is the first stage of Business Continuity Planning and  involves the process of analysing departmental activities and the effect that a business disruption might have upon them. This enables the identification of activities and interdependencies across the organisation to which priority must be given during and following a disruption in order to mitigate impacts. These prioritised activities may vary throughout the year for example during exam and assessment periods, clearing, graduations and holiday periods. 

The analysis should be completed by an individual or team with the knowledge and understanding to conduct an in-depth analysis of specific activities carried out within the department. Those tasked with completing the document will require support from colleagues to carry out the analysis. Following completion, the analysis should be shared and reviewed as appropriate within the department, before being submitted to the Head of Department / Director of Professional Services for review and onward submission to the Organisational Resilience and Business Continuity Manager. Once complete, the next stage is the process is the creation of a Departmental Business Continuity Plan (DBCP) which uses information drawn from this BIA.

Each department and Professional Service completes and maintains its own Business Impact Analysis (BIA) and Departmental Business Continuity Plan (DBCP) in support of the organisation’s Business Continuity Policy. This BIA should be reviewed on an annual basis. It should also be reviewed following any significant departmental change. For more information and guidance, please contact Siân Dyson, Organisational Resilience and Business Continuity Manager mnmsld@bath.ac.uk. 






Structure of Team / Department: 
Please describe the structure of the department in terms of staffing and management. This can be written text or an organogram


































List of Departmental Activities 
Please list the key activities carried out within the department 
(add more rows if required):




	
	Activity 
	Description / Comment

	1
	


	




	2
	


	




	3
	


	




	4
	


	




	5
	


	






For each activity identified, please complete the following tables:


















Activity 1: 
	People
	

	Key staff: 
What staff do you require to carry out this activity? During Business as usual and minimum levels?

	






	Skills / Expertise / Training: 
What skills / level of expertise is required to undertake this activity?
	






	Interdependencies: 
Are any other departments dependent on this activity being completed? Is this department dependent on others to complete this activity?
	

	Premises
	

	Buildings: 
What locations does your department require for this activity? Are there any back-up locations identified? Is working from home an option?
	

	Facilities:
What facilities are essential to carry out this activity?


	





	Equipment / Resources:
What equipment / resources are required to carry out this activity?

	





	Process
	

	IT: 
What IT is essential to carry out this activity?


	





	Documentation:
What documentation / records are essential to carry out this activity, and how are these stored?
	





	Systems & Communications:
What systems and means of communication are required to carry out this activity?

	






	Providers
	

	Reciprocal Arrangements:
Do you have any reciprocal agreements with other organisations?

	





	Contractors / External Providers: 
Do you tender key services for this activity out to another organisation? If so - to whom and for what? 

	

	Suppliers:
Who are your priority suppliers and whom do you depend on to undertake this activity?

	






	Profile
	

	Reputation: 
Who are your key stakeholders for this activity? 



	

	Legal Considerations: 
Are there legal, statutory and regulatory requirements for this activity?
	






	Key dates: 
Are there specific times of the month / year when this activity is most crucial?
	











For this activity, please now list the impacts that may occur if the activity is disrupted over the following timeframes:
Please consider impacts that may affect
· Students
· Staff
· Other stakeholders
· Health, Safety and Wellbeing
· Reputation
· Finance
· Legislation

	Time
	Impact

	0-1 hr


	

	1-6 hr


	

	6-24 hrs


	

	24-72 hrs (1-3 days)

	

	72-120 hrs (3-5 days)

	

	120-240 hrs (5-10 days)

	

	240 hrs +
(10+ days)
	






Document the MTPOD & RTO of the activity:

Maximum Tolerable Period of Disruption (MTPOD): the time frame within which the impacts of not resuming the activity would become unacceptable to the organisation

Recovery Time Objective (RTO): this can be viewed as the desired time frame for resuming the disrupted activity at a specified minimum acceptable capacity (NB this time frame will be shorter than the MTPOD)

	Maximum Tolerable Period Of Disruption (MTPOD):
	

	Recovery Time Objective (RTO):
	



Document any options for a minimum/adapted level of activity and the required authorisation process if this has been established:


	Option for minimum/adapted level of activity and authorisation process


		












Are there any further notes or comments regarding this activity and / or disruption to it?

	These could be in relation to any internal or external risks relating to the activity during a disruption and the likelihood of these risks occurring. They could also relate to any actions that have been put in place to mitigate these risks.

.






























Activity 2: 
	People
	

	Key staff: 
What staff do you require to carry out this activity? During Business as usual and minimum levels?

	






	Skills / Expertise / Training: 
What skills / level of expertise is required to undertake this activity?
	






	Interdependencies: 
Are any other departments dependent on this activity being completed? Is this department dependent on others to complete this activity?
	

	Premises
	

	Buildings: 
What locations does your department require for this activity? Are there any back-up locations identified? Is working from home an option?
	

	Facilities:
What facilities are essential to carry out this activity?


	






	Equipment / Resources:
What equipment / resources are required to carry out this activity?

	






	Process
	

	IT: 
What IT is essential to carry out this activity?


	






	Documentation:
What documentation / records are essential to carry out this activity, and how are these stored?
	





	Systems & Communications:
What systems and means of communication are required to carry out this activity?

	






	Providers
	

	Reciprocal Arrangements:
Do you have any reciprocal agreements with other organisations?

	





	Contractors / External Providers: 
Do you tender key services for this activity out to another organisation? If so - to whom and for what? 

	






	Suppliers:
Who are your priority suppliers and whom do you depend on to undertake this activity?

	






	Profile
	

	Reputation: 
Who are your key stakeholders for this activity? 



	

	Legal Considerations: 
Are there legal, statutory and regulatory requirements for this activity?
	






	Key dates: 
Are there specific times of the month / year when this activity is most crucial?
	















For this activity, please now list the impacts that may occur if the activity is disrupted over the following timeframes:
Please consider impacts that may affect
· Students
· Staff
· Other stakeholders
· Health, Safety and Wellbeing
· Reputation
· Finance
· Legislation

	Time
	Impact

	0-1 hr


	

	1-6 hr


	

	6-24 hrs


	

	24-72 hrs (1-3 days)

	

	72-120 hrs (3-5 days)

	

	120-240 hrs (5-10 days)

	

	240 hrs +
(10+ days)
	






Document the MTPOD & RTO of the activity:

Maximum Tolerable Period of Disruption (MTPOD): the time frame within which the impacts of not resuming the activity would become unacceptable to the organisation

Recovery Time Objective (RTO): this can be viewed as the desired time frame for resuming the disrupted activity at a specified minimum acceptable capacity (NB this time frame will be shorter than the MTPOD)

	Maximum Tolerable Period Of Disruption (MTPOD):
	

	Recovery Time Objective (RTO):
	



Document any options for a minimum/adapted level of activity and the required authorisation process if this has been established:


	Option for minimum/adapted level of activity and authorisation process


		












Are there any further notes or comments regarding this activity and / or disruption to it?

	These could be in relation to any internal or external risks relating to the activity during a disruption and the likelihood of these risks occurring. They could also relate to any actions that have been put in place to mitigate these risks.

.





























Activity 3: 
	People
	

	Key staff: 
What staff do you require to carry out this activity? During Business as usual and minimum levels?

	






	Skills / Expertise / Training: 
What skills / level of expertise is required to undertake this activity?
	






	Interdependencies: 
Are any other departments dependent on this activity being completed? Is this department dependent on others to complete this activity?
	

	Premises
	

	Buildings: 
What locations does your department require for this activity? Are there any back-up locations identified? Is working from home an option?
	

	Facilities:
What facilities are essential to carry out this activity?


	





	Equipment / Resources:
What equipment / resources are required to carry out this activity?

	





	Process
	

	IT: 
What IT is essential to carry out this activity?


	





	Documentation:
What documentation / records are essential to carry out this activity, and how are these stored?
	





	Systems & Communications:
What systems and means of communication are required to carry out this activity?

	






	Providers
	

	Reciprocal Arrangements:
Do you have any reciprocal agreements with other organisations?

	





	Contractors / External Providers: 
Do you tender key services for this activity out to another organisation? If so - to whom and for what? 

	

	Suppliers:
Who are your priority suppliers and whom do you depend on to undertake this activity?

	






	Profile
	

	Reputation: 
Who are your key stakeholders for this activity? 



	

	Legal Considerations: 
Are there legal, statutory and regulatory requirements for this activity?
	






	Key dates: 
Are there specific times of the month / year when this activity is most crucial?
	











For this activity, please now list the impacts that may occur if the activity is disrupted over the following timeframes:
Please consider impacts that may affect
· Students
· Staff
· Other stakeholders
· Health, Safety and Wellbeing
· Reputation
· Finance
· Legislation

	Time
	Impact

	0-1 hr


	

	1-6 hr


	

	6-24 hrs


	

	24-72 hrs (1-3 days)

	

	72-120 hrs (3-5 days)

	

	120-240 hrs (5-10 days)

	

	240 hrs +
(10+ days)
	






Document the MTPOD & RTO of the activity:

Maximum Tolerable Period of Disruption (MTPOD): the time frame within which the impacts of not resuming the activity would become unacceptable to the organisation

Recovery Time Objective (RTO): this can be viewed as the desired time frame for resuming the disrupted activity at a specified minimum acceptable capacity (NB this time frame will be shorter than the MTPOD)

	Maximum Tolerable Period Of Disruption (MTPOD):
	

	Recovery Time Objective (RTO):
	



Document any options for a minimum/adapted level of activity and the required authorisation process if this has been established:


	Option for minimum/adapted level of activity and authorisation process


		












Are there any further notes or comments regarding this activity and / or disruption to it?

	These could be in relation to any internal or external risks relating to the activity during a disruption and the likelihood of these risks occurring. They could also relate to any actions that have been put in place to mitigate these risks.

.






























Activity 4: 
	People
	

	Key staff: 
What staff do you require to carry out this activity? During Business as usual and minimum levels?

	






	Skills / Expertise / Training: 
What skills / level of expertise is required to undertake this activity?
	






	Interdependencies: 
Are any other departments dependent on this activity being completed? Is this department dependent on others to complete this activity?
	

	Premises
	

	Buildings: 
What locations does your department require for this activity? Are there any back-up locations identified? Is working from home an option?
	

	Facilities:
What facilities are essential to carry out this activity?


	






	Equipment / Resources:
What equipment / resources are required to carry out this activity?

	






	Process
	

	IT: 
What IT is essential to carry out this activity?


	






	Documentation:
What documentation / records are essential to carry out this activity, and how are these stored?
	





	Systems & Communications:
What systems and means of communication are required to carry out this activity?

	






	Providers
	

	Reciprocal Arrangements:
Do you have any reciprocal agreements with other organisations?

	





	Contractors / External Providers: 
Do you tender key services for this activity out to another organisation? If so - to whom and for what? 

	






	Suppliers:
Who are your priority suppliers and whom do you depend on to undertake this activity?

	






	Profile
	

	Reputation: 
Who are your key stakeholders for this activity? 



	

	Legal Considerations: 
Are there legal, statutory and regulatory requirements for this activity?
	






	Key dates: 
Are there specific times of the month / year when this activity is most crucial?
	















For this activity, please now list the impacts that may occur if the activity is disrupted over the following timeframes:
Please consider impacts that may affect
· Students
· Staff
· Other stakeholders
· Health, Safety and Wellbeing
· Reputation
· Finance
· Legislation

	Time
	Impact

	0-1 hr


	

	1-6 hr


	

	6-24 hrs


	

	24-72 hrs (1-3 days)

	

	72-120 hrs (3-5 days)

	

	120-240 hrs (5-10 days)

	

	240 hrs +
(10+ days)
	






Document the MTPOD & RTO of the activity:

Maximum Tolerable Period of Disruption (MTPOD): the time frame within which the impacts of not resuming the activity would become unacceptable to the organisation

Recovery Time Objective (RTO): this can be viewed as the desired time frame for resuming the disrupted activity at a specified minimum acceptable capacity (NB this time frame will be shorter than the MTPOD)

	Maximum Tolerable Period Of Disruption (MTPOD):
	

	Recovery Time Objective (RTO):
	



Document any options for a minimum/adapted level of activity and the required authorisation process if this has been established:


	Option for minimum/adapted level of activity and authorisation process


		












Are there any further notes or comments regarding this activity and / or disruption to it?

	These could be in relation to any internal or external risks relating to the activity during a disruption and the likelihood of these risks occurring. They could also relate to any actions that have been put in place to mitigate these risks.

.





























Activity 5: 
	People
	

	Key staff: 
What staff do you require to carry out this activity? During Business as usual and minimum levels?

	






	Skills / Expertise / Training: 
What skills / level of expertise is required to undertake this activity?
	






	Interdependencies: 
Are any other departments dependent on this activity being completed? Is this department dependent on others to complete this activity?
	

	Premises
	

	Buildings: 
What locations does your department require for this activity? Are there any back-up locations identified? Is working from home an option?
	

	Facilities:
What facilities are essential to carry out this activity?


	






	Equipment / Resources:
What equipment / resources are required to carry out this activity?

	






	Process
	

	IT: 
What IT is essential to carry out this activity?


	






	Documentation:
What documentation / records are essential to carry out this activity, and how are these stored?
	





	Systems & Communications:
What systems and means of communication are required to carry out this activity?

	






	Providers
	

	Reciprocal Arrangements:
Do you have any reciprocal agreements with other organisations?

	





	Contractors / External Providers: 
Do you tender key services for this activity out to another organisation? If so - to whom and for what? 

	






	Suppliers:
Who are your priority suppliers and whom do you depend on to undertake this activity?

	






	Profile
	

	Reputation: 
Who are your key stakeholders for this activity? 



	

	Legal Considerations: 
Are there legal, statutory and regulatory requirements for this activity?
	






	Key dates: 
Are there specific times of the month / year when this activity is most crucial?
	















For this activity, please now list the impacts that may occur if the activity is disrupted over the following timeframes:
Please consider impacts that may affect
· Students
· Staff
· Other stakeholders
· Health, Safety and Wellbeing
· Reputation
· Finance
· Legislation


	Time
	Impact

	0-1 hr


	

	1-6 hr


	

	6-24 hrs


	

	24-72 hrs (1-3 days)

	

	72-120 hrs (3-5 days)

	

	120-240 hrs (5-10 days)

	

	240 hrs +
(10+ days)
	






Document the MTPOD & RTO of the activity:

Maximum Tolerable Period of Disruption (MTPOD): the time frame within which the impacts of not resuming the activity would become unacceptable to the organisation

Recovery Time Objective (RTO): this can be viewed as the desired time frame for resuming the disrupted activity at a specified minimum acceptable capacity (NB this time frame will be shorter than the MTPOD)

	Maximum Tolerable Period Of Disruption (MTPOD):
	

	Recovery Time Objective (RTO):
	



Document any options for a minimum/adapted level of activity and the required authorisation process if this has been established:


	Option for minimum/adapted level of activity and authorisation process


		












Are there any further notes or comments regarding this activity and / or disruption to it?

	These could be in relation to any internal or external risks relating to the activity during a disruption and the likelihood of these risks occurring. They could also relate to any actions that have been put in place to mitigate these risks.

.
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