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Continuity In Business 

business continuity resources for busy continuity planners 
 
 

 
 

The Easy Guide to Determining  

Business Continuity Strategies 
 
 

You‟ve got a BIA! Now you need to work out the strategies you‟re going to use, and the 
arrangements that need to put in place, so you can write your plan.  This document outlines some 

of the common strategies. 
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WELCOME NOTES 

 
 
 
Hello! 
 
Thank you for downloading the Business Continuity Strategies package, which will help you 
consider what arrangements you might need to put in place so that you can write your Business 
Continuity Plan.   
 
Do read this pack all the way through before you begin.  Like your teachers told you at school, this 
will save you time overall!   Feedback suggests the example case study is at the end is really 
useful, but it will make little sense if you‟ve not read the process. 
 
It‟s tempting to take shortcuts.  We‟ve seen lots of people try to skip straight from the BIA to 
writing the plan.  But taking time to consider the options for strategies is likely to help you to:   
 

1. Consider the pros and cons of some of the more common 
2. Ensure your arrangements will be robust and need as little maintenance as possibly 
3. Choose the most cost effective option for your organisation 

 

We‟re going to make some assumptions about you though, and they 
are that:  

a. you‟re going to make staff and people safety your very top 
priority at all times 

b. you‟re going to talk to people in your team and company and 
not attempt this without their input 

c. you‟re going to get someone senior to you to sign off the 
strategy before you write the plan 

 

TOP TIP 

 
Look out for our top tips 

throughout this pack!  
They’re tips and insights 

gained from the front! 

 
We love feedback on what worked well for you in this pack.  We also like to know what you think 
could be better explained or improved.  It helps us tweak the resources to make them even better.  
If you have feedback, please email us at mail@ContinuityInBusiness.com.   
 
 

 
 
 

Please visit again soon, 
The Team at  

ContinuityInBusiness.com 

mailto:mail@ContinuityInBusiness.com
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IS “DO NOTHING” AN OPTION? 
 
Think about the output of your BIA, and the issues around continuing some of the activities.  For 
example, you may have to consider what to do if your usual building is unavailable or a supplier 
goes bust.  Chances are you will have to make choices for each issue, as you do with any risk.  
You could: 
 

1.   Do nothing 
2.   Take out insurance  
3.   Transfer the activity by outsourcing it  
4.   Mitigate the risk  
5.   Prepare a business continuity plan (BCP) 
6.   A combination of the above options 
 

 

         TOP TIP 

People often worry about the 
implications of ‘do nothing’ or 

the cost of a strategy.  
Revisit your BIA to confirm 

priorities as necessary 

 
There are pro‟s and cons to each of these, and here are just some: 
 

 PROS CONS 

Do nothing 
Accept the risk and that the 
activity will stop indefinitely if 
it is disrupted 

 

 Cheap 

 Easy 
 

 

 Activity may cease  

 Customers may be lost 
 

 

Take out insurance 
Pay for cover to receive 
financial compensation if the 
activity is disrupted 

 

 Relatively easy 

 Money may compensate 
 

 

 Activity won‟t continue 
immediately 

 May be expensive 

 May not protect reputation 
 

Transfer the activity 
Outsource the activity to 
someone else so it‟s their job 
and risk 

 

 Transfers risk and 
responsibility 

 

 

 Does not protect activity or 
reputation if outsourcer fails 
 

 

Mitigate the risk 
Take steps to reduce the 
likelihood of the disruption 
occurring or reduce the 
impact it would have on the 
activity  

 

 May be cost effective 

 May benefit other 
responsibilities 

 
 
 

 

 May be expensive 

 May require manpower 

Prepare a BCP 
Put arrangements in place to 
continue the activity in a 
different way 
 

 

 Offers flexibility to continue 
activity  

 

 May require new 
arrangements to be made 

 

 
 
In the end, this is a matter of costs v benefits v cost of not doing anything.   
 
Remember the costs aren‟t always financial: they might include reputation, staff or supplier 
retention, and business opportunities. 
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RECOVERY TIME OBJECTIVES 
 
 

The key to understanding where you need arrangements is to 
understand your Recovery Time Objective (RTO) for each 
activity. 
 
Your BIA tells you the Maximum Tolerable Period of Disruption 
(MTPD).  The MTPD is the maximum tolerable period of 
disruption.  It‟s unlikely that you will want to plan to the 
maximum time, so instead you need to decide a reasonable 
time that is your Recovery Time Objective (RTO). 

 

          

         TOP TIP 

Coming up against resistance 
to making your RTO shorter 

that your MTPD?  
Ask what would happen if the 

MTPD target was missed! 

 
For example, even if the MTPD for answering customer phone calls is 6 hours, you may want to 
recover it within 1 hour, so your RTO will be 1 hour; or your MTPD for having access to a system 
database might be 24 hours, but setting the RTO at 12 hours might be prudent. 
 

 

 

STRATEGIES FOR…? 
 

 
You have a BIA, so you‟ll already have good idea if you need to create strategies to enable 
continuity of any of your critical activities. You may need to consider: 
 

 People 
o E.g.  Making sure they know what to do and where to find instructions 

  Cross training them so they can do other‟s jobs when needed 
  Using other people – such as contractors, agencies or even competitors 

  Succession planning 

 Premises 
o E.g.  recovery locations – external or internal facilities where some work can continue

  remote working – from home, clients, suppliers or even cafes or public spaced 
  Using a supplier instead of fulfilling own contracts 
  Having hot, warm or cold sites on standby for use 
  Purchasing standby space with an emergency facilities provider 

 Suppliers 
o E.g.  Holding backup supplies at another location or in reserve at supplier 

  Diverting deliveries to other locations 
  Identifying alternative suppliers and how to ensure you can use them 

 Information 

o E.g. Making sure confidentiality and security can be maintained 

  Considering all formats of information (printed, on computers, on data sticks) 

 Technology 
o E.g. Enhancing „failover‟ capabilities so outages do not impact work 

  Making sure any service level agreements (SLA) match RTOs 
  Checking that backups can not suffer same issues as primary data 
  Ensuring remote access is available 

 Reputation 
o E.g.  managing stakeholders, including staff, customers, suppliers and public 
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COMMON ARRANGEMENTS 
 
You‟ve probably heard of hot sites, cold sites and reciprocal arrangements but here‟s a list of 
some of the common arrangements that are made for business continuity purposes: 
 
Business Continuity Plans Plans that are written to detail exactly what needs to be done during 

any disruption to normal business. 
 
They often reference other manuals or handbooks which could be 
stored with the business continuity plan to ensure it‟s easy to find 
them during a disruption. 
 

Cold Site A cold site is a site that is available and fit-for purpose but which takes 
some time to switch to.   
 
Sites must be tested periodically to ensure they remain fit for purpose. 
 

Data Backups This is where copies of data are held separately to the main data 
storage.  It is usual for these to be geographically separate, and it is 
prudent to ensure that a problem with the primary data store will not 
easily effect the back up data.   
 
The frequency of back ups must be decided on the basis of what the 
organisation can afford to lose v the cost of the backup (e.g. every 
minute, every hour, every day, every week).   
 
Backups must be tested periodically to ensure they work and can be 
restored with the RTO. 
 

Hot Site A hot site is one that is ready to use at any time. Resources 
equipment will always be present running and switching over from the 
original site to the hot site is seamless. 
 
Sites must be tested periodically to ensure they remain fit for purpose. 
 

Multiple sites Having more than one site can offer „geographical diversity‟.   
 
Arrangements may include creating the capability for sites to cover 
each other‟s workloads and/or for critical activities from one site to 
recover at another site. 
 
Sites must be tested periodically to ensure they remain fit for purpose. 
 

Reciprocal arrangement Reciprocal arrangements are where two activities (usually in different 
locations but using the same kinds of resources) agree that they will 
allow their resources to be used for each other‟s needs if one of them 
should require it.   
 
Both parties agree to stand down their own activity completely or in 
part when the other party‟s business is disrupted, to provide the 
resources they have promised in such an event. 
 
Sites must be tested periodically to ensure they remain fit for purpose. 
 

Recovery location This is a location that is designated as a place to which a specific 
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activity will relocate if required.  It may be an in-house facility or an 
arrangement with another organisation. 
 
Sites must be tested periodically to ensure they remain fit for purpose. 
 

Remote Working Providing capability for staff to work from other locations, such as a 
customer, supplier or their homes is likely to be via remote working. 
 
Many find that remote working systems only remain effective if they 
are used routinely prior to a disruption. 
 

Service Level Agreements 
(SLAs) 

Agreements that state how long a party has to restore a service, and 
to what specification.  Commonly part of an IT contract. 
 
It‟s important to check SLAs and RTOs match, or one may need to 
change. 
 

Supply Chain Resilience Ensuring those in your supply chain employ good continuity and 
alternative suppliers are available to you if/when necessary 
 

Technology Failover Having two systems that can do the same thing and are set up so that 
one will „failover‟ to the other should there be any issues 
 

Warehoused Stock Products or components can be stored offsite in a manner that allows 
them to maintain supply while a disruption is dealt with. 
 

Warm Site A warm site is a site that is ready for use but needs a very small, very 
brief routine to make it „hot‟.  This might mean turning on equipment 
and relocating resources in a very short period of time to the site 
that‟s ready to go. 
 
Sites must be tested periodically to ensure they remain fit for purpose. 
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EXAMPLE 

 
Remember our call centre example from the BIA?  
 
We‟re going to look at some possible strategies for restoring the capability for call handlers in a call centre to receive and process sales calls. 
 
From the BIA, you already have the following information to help formulate the strategies: 

 

Step 1 

 
 ACTIVITIES 

 List all activities undertaken 
IMPACT OF DISRUPTION 
Brief description an rank impact 
level (e.g. from 1-5, indicating 
seriousness) 

MTDP 
Maximum Tolerable Period of 
Disruption (for how long can 
you stop doing the activity?) 

DEPENDENCIES 
On whom do you depend?  Who depends on you?  

3 Take telephone orders from 
customers 

Orders not processed, money 
not taken in 

2 1 hour (between 
09:00-18:00, otherwise 
until 09:00) 

2 Phone company: phone lines 
IT: phones, computers, database 
Warehouse: order fulfilment 
Courier: order delivery 
Finance: rely on us for sales data 
Everyone: relies on us for income! 

 
From the above, you know: 

 this is a high priority because the company loses money as soon as you stop taking calls 

 during working hours, the MTDP has been set an hour - so you might set an RTO of 30minutes, to give some leeway 

 but if the disruption occurs outside working hours, you have until 09:00 to restore the capability 

 you need to consider the phones, warehouse, and finance connections 
 
So you might consider: 

 do your SLAs on telephony and technology services meet your RTO?  If not, will you change the RTO or the SLA? 

 if the disruption occurs outside office hours, who will be available to fix it?  How will you reach them?  Are they obliged to respond? 

 you are going to be in touch with the warehouse, technology, telephony and finance teams to make sure your plans all work together well 
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Step 2 

 
 
ACTIVITY 

ROLES REQUIRED 
What roles are needed to 
complete this task  

TOOLS NEEDED                       HARDWARE/EQUIPMENT 
What do you need to complete this activity to an acceptable 

standard? 

WORKSPACE  

What attributes must the 

working space have? 

OTHER DEPTS/ 

SUPPLIERS/ 

SERVICES 

What’s needed from 

others? 

3 20 call handlers 

1 supervisor 

Orders database system 
OR paper order forms 
Customer service scripts 
Product catalogues 
Internet access 

21x desk and chair 
20x phone on company system 
20x headsets 
20x computer with network 
access  
Stationery  
Fax machine (if working on 
paper) 

0800 number connected to 
working phone handsets 
Office space for 21 
No more than 3 miles from 
Building X 
Sales database servers 
IT network access points 
Meeting room 
Break room: 
kettle/mircrowave 

Warehouse: order 
fulfilllment 
IT: phone and IT support 
UPS: delivery service 
Finance officer: for sign offs 
 

 
From the above, you know: 

 ideally, you‟d have to find accommodation 20 call handlers and a supervisor in a facility connected to their phone system, 0800 number and with 
the furniture and technology they require 

 you also know that the call handlers can‟t easily relocate more than 3 miles from their normal building 
 

So you might consider: 

 if the building is inaccessible, what location can be used to recover the call centre?  Is there an internal space you 
can co-opt, an external space you can reserve via a recovery location company, or even space a similar company 
will let you use?   

 what if you can‟t get enough staff to relocate?  What if you can‟t find a supervisor? 

 how the 0800 number is going to be redirected if it needs to go to an alternative location 

 how the technology/system will be available if working form another location 

 might you pay another organisation to take over this whole process for you until you are ready to take it back in-
house? (if so, how will you manage your call handling staff during this period?) 

 

          

      TOP TIP 

Some companies make 
very useful reciprocal 
arrangements with a 

competitor! 
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Step 3 

 
 
ACTIVITY 

 

THREAT LIKELIHOOD 

How likely is it to 

happen? 

IMPACT 

Issues if it happens 

MITIGATION 

Is it being prevented/managed? 

3 Flood at data centre 
 

It‟s on a flood 
plain  

High Our office will be fine but our 
systems won‟t work.  We 
could take orders on paper, if 
the phones still work! 

High Data Centre is working on getting lots of 
sandbags until they can afford to move 
location. 
 

3 Flu epidemic in Customer Service Team It‟s predicted Med May not have enough staff Med Following NHS advice to minimise risk 

3 Order taking system fails Hasn‟t 
happened yet 

Low Would not be able to take 
orders 

High IT have lots of resilience in place and we 
make them test it every month 

3 External 0800 phone line fails Has happened 
twice in past 
year 

High Would not be able to take 
orders 

High Phone company working on a solution 
for this (that we can afford!) 

3 Internal system managing 0800 no. fails Unknown Med Would not be able to take 
orders 

High None: we need to flag this with IT and 
risk management 

3 Loss of access to Call Centre Unknown Low Would not be able to take 
orders 

High We have a recovery location in 
Townsville 

3 Rogue employee in the Data Centre Unknown Low Rogue orders, data 
corruption, data theft 

High Spot checks on activity by IT, 
supervision by supervisor, confidential 
helpline for staff 

 
From the above, you know: 

 your primary risks could be grouped as temporary or permanent lack of premises, lack of technology, lack of staff, or rogue behaviours 
 
So you might consider: 

 will the strategies you‟re going to considering helping to keep you away from the risks? 

 will any new risks introduced by the strategies?  What are they and how will you manage them? 
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Strategy Options 

 
There are no right or wrong answers regarding strategies. 
 
You know you aim to the service with 20 employees and the right technology and facilities within 
around 30 minutes.  So you‟re going to need some concise plans, everyone to know what they are 
at all times, and a solution that doesn‟t take more than a few minutes to activate. 
 
For this particular example you might consider: 

  
Business Continuity Plans Creating a continuity plan for this service 

 

Data Backups Having data backups that can be restored with the RTO. 
 

Hot Site Having a hot site ready: this can be expensive so you might look at 
whether a reciprocal arrangement can be made with another part of 
the company or another company altogether 
 

Multiple sites Perhaps your company has multiple sites already?  These can be 
useful if you can arrange suitable recovery locations. 
 

Reciprocal arrangement Is there a nearby call centre with whom you may be able to 
reciprocate?  It never hurts to ask!  Or perhaps there‟s an area of the 
company that has a similar phone system and can access your 
technology: could they stand down to make space for you? 
 

Service Level Agreements 
(SLAs) 

Enhance SLAs so that the likelihood of disruption is minimised: the 
shorter an organisation‟s SLA, the more resilience they must apply to 
it in order to meet it.  (This is likely to cost some money!) 
 

Technology Failover Can you have an instant failover to an alternative technology system 
for the phones?  What about for the sales database? 
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GLOSSARY 
  

BCP Business Continuity Plan  

BIA Business Impact Analysis 

BS25999 The British Standard for Business Continuity Management 
Business Continuity Plan Plan explaining what to do in case of business interruption 

Business Impact Analysis The first step in business continuity planning: understanding the 
business critical activities 

MTPD Maximum Tolerable Period of Disruption  

Maximum Tolerable Period 
of Disruption 

The maximum length of time before you have to start doing 
something again (even if it‟s at a lesser level than usual) 

RTO Recovery Time Objective 

Recovery Time Objective The duration of time in which you plan to recover an activity.  This 
may be significantly less than your MTPD. 

Version Control This is how you manage the document: it ensure the right people 
own the process and everyone knows which document is the most 
recent  

Alternative Site A site available to continue critical business during a disruption 

Hot Site A site available to continue critical business during a disruption.   
Immediately available and with all required resources 

Warm Site A site available to continue critical business during a disruption.  
Available almost immediately with most/all of required resources 

Cold Site A site available to continue critical business during a disruption. 
May require some effort to make it ready to use 

Recovery location A site available to continue critical business during a disruption 

Backup location A site available to continue critical business during a disruption 

Reciprocal arrangement An arrangement whereby you are offered facilities in case of 
disruption in return for offering those providing the facilities the 
same deal in return. 

Backup A process to ensure that if something is lost, an undamaged copy 
is available from another source 

Remote Working The ability to continue working from an alternative location that is 
not supplied by the organisartion 

Supply chain resilience Ensuring those in your supply chain employ good continuity and 
alternative suppliers are available to you if/when necessary 

 

Technology failover Having two systems that can do the same thing and are set up so 
that one will „failover‟ to the other should there be any issues 
 

Service Level Agreement 
(SLA) 

Agreements that state how long a party has to restore a service, 
and to what specification.  Commonly part of an IT contract. 
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WHAT NEXT? 
 

 
There are five modules in the “Easy Guide” series.   

Each one forms a module of an overall course in business continuity for busy planners: 
 

 

 Module 1 The Easy Guide to the Continuity Lifecycle 

 Module 2: The Easy Guide to Business Impact Analysis: A complete booklet of advice 
including tips and templates. 

 Module 3: The Easy Guide to Business Continuity Strategies: A complete booklet of advice 
including tips from professional business continuity managers. 

 Module 4: The Easy Guide to Drafting a Continuity Plan: A complete booklet of advice 
including tips and templates. 

 Module 5: The Easy Guide to Business Continuity Exercises: A complete booklet of advice 
including tips from professional business continuity managers. 

 

 

 
 

 
 
 

Visit the Continuity In Business website. 
 

Follow ContinuityInBiz on  
 

Send feedback to Continuity In Business 
 
 

 

ww.ContinuityInBusiness.com
http://twitter.com/#!/ContinuityInBiz
http://www.continuityinbusiness.com/continuity-in-business/contact-us/
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LICENCE / DISCLAIMER 
 

 

Document means all documents contained within our website. 

Document Licence This Licence governs your use of these Documents and templates from Continuity In 
Business. You may use the Document for the sole purpose of business continuity planning within your own 
organisation; you are prohibited from dealing or using the Documents otherwise and/or for any direct 
commercial gain. By using the Documents, you accept the terms of this Document licence (the "Licence") in 
full. 
  

Intellectual property rights Continuity In Business asserts its moral and intellectual property rights to the 
Documents. Your use of the Documents, including any variations thereof, does not impart any legal rights 
and/or ownership to you. Subject to the licence below, all our rights are reserved. 
  

Licence to use Documents You may view, download, print, copy, adapt, and amend the templates within 
the Documents subject to the restrictions below. You may not republish the Documents, or publish 
derivatives of the Documents. You have no rights to distribute the Documents or derivatives or license them 
to others. 
  

Limitations of warranties and liability Continuity In Business is not liable in respect of the manner in which 
the Documents are used, amended and/or adapted by you. Continuity In Business do not warrant that the 
Documents are comprehensive, accurate, continually available and/or that the same are kept up-to-date. 
Continuity In Business shall use reasonable endeavors to provide Documents which conform to current 
professional advice. Save as prohibited by Statute Continuity In Business exclude all representations, 
warranties and conditions (including, without limitation, the conditions implied by law of satisfactory quality, 
fitness for purpose and the use of reasonable care and skill) relating to the Documents.   Continuity In 
Business are not be liable for any direct, indirect or consequential loss or damage arising under this Licence 
or in connection with the Documents, whether arising in tort, contract, or otherwise - including, without 
limitation, any loss of profit, contracts, business, goodwill, data, income, revenue or anticipated savings. All 
Documents are provided on an "as is" basis and you assume total responsibility and risk for your use of our 
Documents. 
  

Variation Continuity In Business may revise this Licence from time-to-time. Variations to this Licence will 
apply to the use of the Documents downloaded from this website from on or after the publication date of the 
varied Licence upon this website. It is your responsibility to adhere to and be aware of any Variations. 
Continuity In Business will not inform you of any variations to the Licence and/or the Documents.   
                        

Law and jurisdiction This Licence will be governed by and construed in accordance with UK law, and any 
disputes relating to this Licence shall be subject to the exclusive jurisdiction of the High Court in London. In 
the event of any dispute arising from the use of the Documents and/or the contract of should be raised with 
the Managing Director of service with Continuity In Business, prior to any proceedings being issued. 

 
 

 

 
 

 


