University of Waikato Business Continuity Planning and Management
CRITICAL BUSINESS PROCESS ACTION PLAN (CBPAP) – [ENTER FACULTY OR DIVISION NAME HERE]	  	

	1
	Business Unit
	[ENTER FACULTY/DIVISION/DEPARTMENT NAME HERE]

	2
	Process Number
	[ENTER PROCESS NUMBER AS PER ITEM NUMBER ON BUSINESS IMPACT ANALYSIS (BIA) HERE]

	3
	Critical Process
	[ENTER THE CRITICAL BUSINESS PROCESS NAME HERE e.g. Student Enrolment]

	4
	Process Owner/
Person responsible
	[ENTER PROCESS OWNER HERE e.g. Student Centre Manager, Associate Director Operations]

	5
	Description of this critical process and relevant Information:

	
	Operating hours
	[ENTER OPERATING HOURS HERE e.g. Mainly 8.30 am to 5.00 pm]


	
	Critical periods
	[ENTER CRITICAL PERIODS HERE e.g. Year round]

	
	Technical drawings, floor plans, maps, diagrams etc. 
	[ENTER ANY TECHNICAL DRAWINGS, FLOOR PLANS, MAPS OR DIAGRAMS RELEVANT TO THIS CRITICAL PROCESS HERE] (If Applicable)


	
	Regulations, legislature, bylaws
	[ENTER ANY REGULATIONS, LEGISLATION AND BYLAWS RELEVANT TO THIS CRITICAL PROCESS] (If Applicable)

	
	Contractual issues
	[ENTER ANY CONTRACTUAL ISSUES RELEVANT TO THE CRITICAL PROCESS HERE] (If Applicable)

	
	Clients/suppliers
	[ENTER ClIENTS/SUPPLIERS HERE e.g. University of Waikato, Faculty staff, Faculty students]


	
	Other background information

	[ENTER OTHER BACKGROUND INFORMATION HERE e.g. Enrolling students into courses and degrees, changes of enrolments, programme advice, credit approval]


	6
	Is the organisation resourced to deal with a disruption to this critical process?
	[bookmark: _GoBack][ENTER YES OR NO HERE AND PROVIDE COMMENTARY]
	



	
7
	Resources employed in supplying this critical process (under normal circumstances)
	a
	People
	[ENTER HUMAN RESOURCES HERE e.g. Faculty staff, SASD, Enrolment Office staff, ITS, Faculty Undergraduate and Graduate Convenors, Faculty Qualifications Convenors, Programme Co-ordinators]

	
	
	b
	IT/Comms
	[ENTER IT/COMMUNICATION RESOURCES HERE e.g. Jade SMS, iWaikato, MyWeb]

	
	
	c
	Equipment
	[ENTER EQUIPMENT HERE e.g. Computers, printers, phones, internal mail]

	
	
	d
	Facilities
	[ENTER FACILITIES HERE e.g. Gateway, Library Student Centre]

	
	
	e
	Other
	[ENTER ANY OTHER RESOURCES HERE]

	8
	Dependencies
	a
	Internal
	[ENTER ANY DEPENDENCIES WHICH ARE IN THE UNIVERSITY HERE e.g. FMD, SASD, ITS]

	
	
	b
	External
	[ENTER ANY DEPENDENCIES WHICH ARE NOT IN THE UNIVERSITY HERE e.g. Academic Dress Hire]

	9
	MTO (maximum tolerable outage)
	[ENTER THE MAXIMUM TOLERABLE OUTAGE FOR THIS CRITICAL PROCESS e.g. 5 days]

	10
	Potential Impact if MTO breached
	[ENTER THE POTENTIAL IMPACT(S) IF THE MAXIMUM TOLERABLE OUTAGE SPECIFIED AT ITEM 8 e.g. Loss of new students]





	

	
	Response & Implementation Information
	Resources Required

	11
	Emergency Response (initial response to incident)
	
	· [ENTER THE EMERGENCY RESPONSE INFORMATION HERE e.g. If the University campus is affected then we fall under the SASD plan.  Identify messages that are appropriate to applicants and communicate to them. The incident management team will advise on the emergency aspect]

	· [ENTER THE RESOURCES REQUIRED TO RESPOND TO THE EMERGENCY e.g. Access to student contact information. How do we get access to contact details if Jade-SMS unavailable?  How do we actually communicate with people if that is the case? What if no phones or internet?]

	12
	Business Continuity Response  (actions to begin interim operations)
	
	· [ENTER YOUR BUSINESS CONTINUITY RESPONSE HERE (Refer to example below for guidance)]

· Determine plan of action depending upon projected length of “halt” and timing of “halt”: One or two days - simply stop processing; 3 – 5 days – identify papers being taught in the upcoming semesters (through printed prescription round material/Faculty student handbook/Waikato Calendar); 5+ days 
(a) Begin paper enrolment process.  Print sheets for every paper being offered, record individual student names on sheets.  Depending on timing give sheets to lecturers for their first class and start a second sheet in Reception for late enrolments.
(b) Use paper enrolment forms/change of enrolment forms]


· Continue to communicate up-to-date and accurate messages to applicants and students.
· Identify whether different messages are required for the following groups:

· International students/families
· Hamilton students
· Tauranga students
· NET students
· Corporate programme participants

· Post updates on Faculty website/Facebook if IT available.

· Work with Enrolment Office to ensure they know what the situation is and can provide support, including advice on the messages being given to applicants and students.


	· [ENTER THE RESOURCES REQUIRES TO BEGIN INTERIM OPERATIONS/BUSINESS CONTINUITY e.g. Backup copies of old enrolment forms]

	13
	Recovering Response  (actions to recover to normal operations)
	
	· [ENTER ACTIONS TO RECOVER TO NORMAL OPERATIONS e.g. Update Jade with information from printed sheets.]
	[ENTER RESOURCES REQUIRED HERE e.g. Need staff available to process online applications – requires specialised knowledge of Faculty qualifications/papers.]


	



	14
	Contingencies

	
	Workarounds and/or alternatives to this critical process 
Note: Contingencies that have proven not to be useful in the past should also be recorded here
	Action

	
	A
	[ENTER HERE ANY ALTERNATIVES OR WORKAROUNDS TO THIS CRITICAL PROCESS HERE AS WELL AS ANY CONTINGENCIES WHICH HAVE NOT BEEN USEFUL]
	

	
	B
	
	

	
	C
	
	

	
	D
	
	





	15

	Readiness

	
	Actions still required to be ready to deal with loss of this critical process

	
	Action
	Status

	
	a
	[ENTER ACTION HERE e.g. Old enrolment forms to be available online]
	

	
	b
	
	

	
	c
	
	

	
	d
	
	




	
16
	Outage History

	
	Description
	Impact
	Action

	
	a
	[ENTER DESCRIPTION OF EVENT HERE]
	[ENTER IMPACT OF THE OUTAGE HERE]
	[ENTER THE ACTION YOUR FACULTY OR DIVISION TOOK HERE]

	
	b
	
	
	

	
	c
	
	
	

	
	d
	
	
	






	17
	Key Contacts

	
	Contact Person
	Title/Product/Service
	Organisation
	Contact Details

	
	a
	[ENTER NAME OF CONTACT PERSON HERE e.g. ANNA BOUNDS] 
	[ENTER TITLE OR PRODUCT/SERVICE THE PERSON PROVIDES e.g. AVC (Operations)]
	[ENTER ORGANISATION HERE e.g. AVC (Operations) Office]
	[ENTER EMAIL, PHONE and MOBILE (If Known) DETAILS HERE:
e.g. Email: abounds@waikato.ac.nz Phone: Ext.4087 Mobile: 02x xxx xxxx]

	
	b
	
	
	
	

	
	c
	
	
	
	

	
	d
	
	
	
	

	
	e
	
	
	
	

	
	f
	
	
	
	

	
	g
	
	
	
	

	
	h
	
	
	
	

	
	I
	
	
	
	

	
	j
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