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Description automatically generated]Business Continuity                                                                     Workplace Monitoring Checklist
NOTE! This template is designed to be used within your workplace to help you identify what arrangements you have in place to manage a Business Continuity Plan (BCP) within your workplace/activities presently and assist you in identifying any additional items which may be required to carry out tasks safely.

Please tailor this example questionnaire to your own workplace, this list is by no means exhaustive.

	NAME AND ADDRESS OF BUSINESS / PREMISES INSPECTED:
	


	
	[bookmark: _Hlk70517366]CONSIDERATION:
	YES
	NO
	N/A

	The Business Continuity Plan (BCP):

	Is there a BCP in place?  
	
	
	

	If so, is the BCP up to date? 
	
	
	

	Provide the date of last BCP review here: 
	

	Has a Business Impact Analysis (BIA) been carried out? 
	
	
	

	Provide the date of last BIA review here:
	

	Has a Business Continuity Risk Assessment (BCRA) been carried out? 
	
	
	

	Provide the date of last BCRA review here:
	

	Is there an alternative building to use in the event of an emergency?
	
	
	

	State location of alternative building here: 
	

	Is there an evacuation procedure for all the business premises? 
	
	
	

	Are other businesses that are located within shared buildings or in close proximity aware of the BCP and evacuation procedures?    
	
	
	

	Do you regularly conduct fire evacuation drills?
	
	
	

	Provide the date of last evacuation drill here: 
	

	Has an emergency pack been made up and stored at an off-site safe and secure location? 
	
	
	

	Provide the location of the emergency pack here:
	

	Name who is responsible for the emergency pack here:
	



	Training/Business Continuity Management (BCM) Team? 

	Has a Business Continuity Management (BCM) been selected? 
	
	
	

	Name who the responsible person is here:
	

	Has the BCM team received adequate training? 
	
	
	

	Provide the date of the last training undertaken here:
	

	Have all employees received information and training regarding the BCP? 
	
	
	

	Provide the date of the last training undertaken here:
	

	Is BCP information and training shared with all new employees? 
	
	
	

	Is the BCP easy to understand and implement? 
	
	
	

	Has the BCM team tested the BCP to ensure it is sufficient? 
	
	
	

	Provide the date of the BCP Test undertaken here:
	

	Were there any lessons to be learnt from the last test? 
	
	
	

	Give examples of the lessons learned here:
	

	Were the reports of the last BCP test recorded?  
	
	
	

	Have all employees been made aware of the findings from the reports? 
	
	
	



	The Emergency Pack

	Does it contain the most recent BCP?  
	
	
	

	Is there a list of all employees within the emergency pack? 
	
	
	

	· Does this list include all employees’ contact details, phone numbers, and email addresses? 
	
	
	

	· Does this list include the next of kin contact details of all employees? 
	
	
	

	· Does this list include employees’ key roles and responsibilities? 
	
	
	

	Is there a list of all the business premises and locations? 
	
	
	

	· Does this include a list of all employees on each site? 
	
	
	

	Has a list of customers, suppliers and contractors been included? 
	
	
	

	Has a product list been composed and included?
	
	
	

	Is there a list of alternative suppliers/contractors in the event others are unavailable? 
	
	
	

	Has a list of the Local Authorities been included? 
	
	
	

	Is there a list of emergency contractors and utility companies included? 
	
	
	

	Have any building site plans been added? 
	
	
	

	· Do the site plans show where the gas, electricity and water mains shut-off points? 
	
	
	

	Does the pack include financial, banking and insurance documentation? 
	
	
	

	Are there any backup USB memory sticks/flash drives/ disks included? 
	
	
	

	Have any spare keys or security fobs/codes been added? 
	
	
	

	Is there a torch and spare batteries included and in working order? 
	
	
	

	Have hazard tape and dust masks been included? 
	
	
	

	Has any general stationery or company-headed stationery been added? 
	
	
	

	Is there a mobile phone included, that is in working order, and has a charger and credit available? 
	
	
	



	RECOMMENDATIONS & ACTIONS

	ACTION REQUIRED:
	PERSON RESPONSIBLE:
	DATE DUE BY:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	CHECKLIST COMPLETED BY:


	NAME:	
	

	SIGNATURE:
	

	DATE:
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