
PLAN TITLE (Example: “Hazard Specific Plan: Fire” or “Fire Plan”)
Background/Scope
-How is the hazard defined within the plan, what are the restrictions/limitations that should be assumed? With the example of “fire” does the plan cover fire only originating from the building? Does it include external sources such as forest fires and chemical spills?
This plan involves addressing something from the risk assessment method (Chapter 3), the way the hazard is defined in the risk assessment (Chapter 3) can be copied here.
Purpose and Objective
-Why does this plan exist and what does it seek to do?
The program design (Chapter 2) has outlined the purpose, scope, and objective(s).
Plan Maintenance
When and how will this plan be reviewed?
This is also contained in the program design (Chapter 2). What is the schedule for “Program Maintenance”?
THE TEAM (Business Continuity Team, Crisis Team, Emergency Team?)
-Should include individuals who developed the plan
-List titles, names, or whatever your plan agrees upon. Each has advantages and disadvantages.
	Name/Title
	Regular Contact
	In Case of Emergency

	Jane Smith
	Jsmith@mybusiness.ca
	###-###-####

	John Doe
	Jdoe@mybusiness.ca
	###-###-####
###-###-####

	Vice President Operations
	operations@mybusiness.ca
	###-###-####
operations@mybusiness.ca
###-###-####



This information was gathered in incident response (Chapter 6).


Definitions
-If a new employee with no background in the plan does not understand the specific meaning of a word or term in the context of your plan, it should be defined here.
-This section can go here or at the end as an attachment.
Emergency: What does it mean in the context of the plan?
The Building/Job Site/Location: If the plan says something like “the building” generally, it should be defined. If one fire plan is being applied to multiple locations this part needs to be changed for each plan.
At Work: If the plan has specific “while at work” instructions, it should define what “at work” is.
Prevention: Completely stops the hazard from impacting the organization, 100% mitigation.
Mitigation: Directly affects the hazard reducing the risk of impact on the organization.
Preparedness: Increases awareness, organizational readiness, reduces the impact from being “surprised” by an event.
Response: Address an impact after it has occurred to reduce the damage it is actively dealing.
Recovery: Assess impact and attempt to return to normal or a “new normal”.
Depending on what the organization wants to define, the definitions could be pulled from multiple sections. Much of this will be program design (Chapter 2).
Plan Activation
Who activates the plan and how is it activated?
This mostly pertains to strategies that occur “in the event of emergency”; these are all likely in the “response” or “recovery” sections.
Generally, this is from incident command (Chapter 6), but there may be secondary plan activation(s) in continuity strategies/solutions (Chapter 7) depending on what type of plan it is. 
Plan Strategies (What is being done about the hazard/risk)
These should come directly from continuity strategies/solutions (the ones that have been approved).
Prevention
Example for fire: Removal of ignition sources.
Mitigation
Example for fire: Fire suppression systems, fire resistant building.
Preparedness
Example for fire: “In case of fire” training.
Response
Example for fire: Fire extinguishers, emergency shutdown protocol, building evacuation procedures, emergency routes.
Recovery
Example for fire: Building insurance, redundant recordkeeping, sizable “war chest”, assume loss and do not rebuild.
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