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Elizabeth Michael
Business Continuity
Introduction
Elizabeth Michael brings together candidates and clients, directly employs people, has relationships with suppliers and plays a role in our community. An effective, coordinated response to unplanned events and subsequent management of business recovery by design will mitigate what otherwise might be a devastating impact on our business, and as a result, a knock on effect to all our connections. 
This structured response will deliver a more effective recovery in a minimal time scale, leading to retained business with clients, confident in our resilience, engaged staff, happy candidates and assured suppliers.
Please note that this policy refers to a schedule that is considered to be “Business Sensitive”. This is not published on this web site. Any person interested in reviewing this schedule should speak to their EM contact.

Scope

The purpose of this policy is to inform all stakeholders of our Business Continuity Planning. All direct employees working under a Contract of Employment are required to read and abide by this policy and the schedules that appertain. 
Risk Management

Managing risk involves identifying both the likelihood and potential impact of risks. Once the potential severity of risk has been established it is possible to assess the safeguards already in place and prioritise additional mitigation. Risks are assessed from the viewpoint of the stakeholders by asking, for example, “What might be the impact on clients if EM suffered a fire?”
The risks faced by the business, the likely impact and the mitigation available/in place will change over time. All EM colleagues are required to report any risk they believe exists and to minimise risk through adherence to other policy statements particularly those concerning Health and Safety, Fire and Information Security. 
Disaster Recovery

Disaster recovery is a phrase that often is used to describe the process that leads to return to service after some event has disabled a technical infrastructure or otherwise seriously impacted upon the business’s ability to deliver.  Typically it will identify people and roles, recovery and business continuity options and objectives, and timescales. 
All employees of Elizabeth Michael will be required to support the business in disaster recovery as directed by the Managing Director.

A schedule of disaster recovery objectives is available as an addendum to this policy. 

Business Continuity Challenges 

The following are consider the most likely issues for Elizabeth Michael. 
Loss of access to premises, this may be temporary, perhaps for reason of a police investigation in the premises or longer term, as a result of a fire or some other serious event 
Loss of equipment, for reason of theft; vandalism; a fire or other serious event
Loss of data, for reason of system failure or external sabotage.  In the case of hard data, a fire or a flood may destroy paperwork
Loss of operating capability, perhaps temporarily due to a power cut or telecoms issue
We are an agile business with a flat management structure and a flexible team.  Our people are multi skilled thus enabling us to shift resources into priority areas. For this reason we do not believe that a loss of people resource is a business critical risk area. 
Please see the attached schedule for more information

Communication
In the event of a serious incident that disables our operation to such an extent that our ability to deliver to stakeholders is impacted, the Managing Director will direct the team to communicate to relevant stakeholders and post a message on the Elizabeth Michael website, subject to the website being functional.
Where our operation is likely to be impacted for longer than 48 hours efforts will be made to inform all stakeholders.
Responsibility

All those persons referred to within the scope of this policy are required to adhere to its terms and conditions.  

Management are responsible for ensuring that this policy is applied within their area.  Any queries on the application or interpretation of this policy must be discussed with the HR Consultant prior to any action being taken.

The HR Consultant has responsibility for ensuring the maintenance, regular review and updating of this policy. Any significant change to operation or resources will trigger a review of our risk management and disaster recovery objectives. A review of our business continuity will be conducted annually, in December. 
Revisions, amendments or alterations to the policy can only be implemented following consideration and approval by the Managing Director.

Business Continuity

Managing Risk and disaster recovery objectives

This is not published on this web site as it is considered “Business Sensitive”. Any person interested in reviewing this schedule should speak to their EM contact.
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