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EXECUTIVE 
SUMMARY

BACKGROUND
Flood. Cyber attack. Supply chain failure or 
losing a key employee. Disruptions to your 
business can happen at any moment. Business 
continuity is about having a plan to deal with 
difficult situations, so your organization can 
continue to function with as little disruption 
as possible. Whether it’s a business, public 
sector organization, or charity, you need to 
know how you can keep going under any 
circumstances.1

Lacking a Business Continuity Plan to continue to 
provide services can affect your organizations 
profitability, reputation, qualification for insurance, 
management, (particularly in the case of a key 
employee) and labour relations.  

Ellington Real Estate Ltd., recently conducted a 
10-question survey to determine organizational 
awareness of the role of Business Continuity and 
whether or not it was an active or passive activity.     

DEFINITION
A Business Continuity Plan enables critical 
services or products to be continually delivered 
to clients after a disruptive event.2 This should 
not be confused with Disaster Recovery.

Most companies view Disaster Recovery and 
Business Continuity as the same thing. In fact, 
they are not. For the purpose of this paper they 
will be regarded as two separate entities: Disaster 
Recovery deals specifically with Information 
Technology and Business Continuity deals with 
the business operations within the organization as 
a whole.

SURVEY
The purpose of the survey was to determine 
organizational awareness of the role of Business 
Continuity and whether or not it was an active or 
passive exercise.

The survey is also to serve as a jumping off 
point for a summary of the key elements of a 
Business Continuity Plan and why organizations 
should have one.

1  “What is business continuity?” Business Continuity Institute. www.thebci.org/knowledge/introduction-to-business-continuity.html
2  “A Guide to Business Continuity Planning.” Public Safety Canada. www.publicsafety.gc.ca/cnt/rsrcs/pblctns/bsnss-cntnt-

plnnng/index-en.aspx
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SURVEY QUESTIONS  
AND RESULTS  

1 Does your organization have 
a Business Continuity Plan? 2 Where in your organization 

does the Business Continuity 
sponsor reside?

3 Who was involved in  
designing the Business 
Continuity Plan? 4 In designing the Business 

Continuity Plan, did you use:
a. An outside consultant
b. In-house resources
c. Both

Information  
Technology55 %

Finance33 %
Human 

Resources 22 %
Yes

100 %

73 %

9 %

18 %

56 %

Outside 
Consultant8 %36 %

Staff 

Senior 
Management 

Both

Both

In-House 
Resources 

*Note: Departments in some 
organizations have joint responsibility for 
the BCP.
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5 How often is the Business 
Continuity Plan updated?
a. Annually
b. Infrequently

6 Have you tested the Business 
Continuity Plan using:
a.  A talk-through meeting  

(Review of structure, content and objectives)
b.  Tabletop exercise*
c.  Walk-through exercise (physical action)
d. Never tested 

7 How is the Business Continuity 
Plan communicated to staff?
a. Dedicated meeting
b. Email
c. Webinar

*Notes: 

1. A tabletop exercise is defined as a 
focused discussion around a specific 
disaster scenario, in which the 
participants move step by step through 
their assigned roles and responsibilities.

2. Some organziations test their BCPs in 
more than one type of exercise.

Infrequently
44% Annually

56 %

75%

25%

13%

64%

36%
27%

18%

Webinar

Dedicated 
Meeting

Email

Never  
Tested

Walk Through  
Exercise

Tabletop 
Exercise*

Talk Through 
Meeting 
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9 How can employees access 
the Business Continuity Plan?
a. Intranet
b. Website
c. Organization Library
d. Human Resources

8 If asked, would employees 
know how to implement the 
Business Continuity Plan?
a. Yes 
b. No

No
45% Yes

55%
Intranet

11 %

78 %

Organization 
Library 44 %

22 %
Website

Human 
Resources

Wait for 
Call

40% Call Your 
Manager

60%

SURVEY QUESTIONS  
AND RESULTS  

10 If your building or office was suddenly unavailable first thing in the 
morning, what would be your first step?
a. Go home
b. Call your manager
c.  Wait for a call from your manager or supervisor
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INTERPRETATION  

The good news from a Business Continuity 
perspective is that all of the organizations 
surveyed had a Business Continuity Plan.  

The results show Business Continuity Planning 
is primarily an IT responsibility. This breakdown 
illustrates the importance of technology in 
the running of an organization and the 
dependence of an organization on technology. 
It is also significant, as a Disaster Recovery Plan 
is often the impetus for the development of a 
Business Continuity Plan.

Finance, is the second most active department 
for a Business Continuity Plan. A disruption of the 
normal activities can affect the profitability of 
the enterprise, so Finance has a vested interest 
in keeping the organization productive. The 
Chief Financial Officer may also be the senior 
administrative person and therefore responsible 
for the Business Continuity Plan. Having the 
Business Continuity Plan reside in Human 
Resources can be an acknowledgment of the 
participation of all levels of the organization in the 
development of the plan. Human Resources may 
also be a department responsible for training 
new employees and communicating the plan.     

The decision by a majority of the surveyed 
organizations to use both senior management 
and staff reinforces the recommended 
practice of professional Business Continuity 
Planners when identifying essential services 
and functions. It is also much easier to achieve 
organizational buy-in for the plan if employees 
from across the organization are involved.      

The majority of survey respondents used  
in-house resources to develop their Business 
Continuity Plan, with 36% using both 
consultants and in-house resources. This could 
reflect confidence in organizations knowing 
their essential functions, or having staff 
available to do the work and the resources 
available online to assist in the development 
of a Business Continuity Plan. The use of both 
consultants and in-house resources could 
reflect a need for professional guidance as 
well as additional resources to accomplish the 
task. The use of only consultants could reflect a 
further lack of in-house resources.

A key to the usefulness of a Business Continuity 
Plan is the whether or not it is seen as a “living” 
document. Two of the survey questions 
addressed this issue: how often is the plan 
updated and how is it tested? 

Updating the plan was done annually in 56% of 
the organizations surveyed while 44% updated 
their plans infrequently. The almost equal split is 
interesting and may be dependent on the size 
or type of organization or on the frequency of 
change within an organization. 

How the plan is 
communicated to 
employees is also critical 
to the use of the plan.

‘‘
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Over 80% of organizations tested their plans 
either by a talk-through meeting, a table top 
exercise or a walk-through exercise which 
indicates a relatively high level of involvement 
in the Business Continuity process. What could 
have been asked, but was not, was what was 
the participation rate across the organization 
for the testing the plan.

How the plan is communicated to employees 
is also critical to the use of the plan. Email 
was the preferred method of communicating 
by 75% of the participants, 25% had a 
dedicated meeting and 13% used a webinar, 
presumably communicated by email. What 
is interesting is that despite the various means 
of communicating the plan only 55% of 
employees would know how to implement the 
plan. An interesting follow up question would 
be what is a better method of  communicating 
the plan so employees have a better 
understanding of the process? Is it through 
selected individuals that are informed of the 
plan and are responsible for communicating 
the implementation of the plan to others 
or should the Business Continuity Plan be 
communicated  to all employees through a 
more active process than email?

An organization’s intranet was the most likely 
location for the Business Continuity Plan with 
some indicating a specific location within the 
intranet such as the organization’s library or 
Human Resources area. 

The employee’s response to being unable to 
access their workplace first thing in the morning 
may provide insight about the effectiveness of 
the communication of the Business Continuity 
Plan, 60% of those confronted with this situation 
would call their manager, while 40% would 
wait for a call from their manager. Presumably 
a Business Continuity Plan would have a 
communication tree and/or message blast to 
employees to pass on emergency information. 
Calling a manager generally is not the ideal 
response. A manager may have a specific 
responsibility or may be trying to notify other 
employees but adding more tasks such as 
having to answer calls is not an ideal situation. 

It is very important that a Business Continuity 
Plan or at a very minimum a communication 
protocol be frequently and consistently 
communicated to all employees.       

INTERPRETATION  
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FURTHER 
INVESTIGATION

The survey provided points for consideration 
and/or further investigation as to whether  
an organization is beginning a Business 
Continuity Plan or has one in place. A few  
of these areas are:

•  An understanding of the relationship 
between Disaster Recovery, which should 
be a subset of Business Continuity, and the 
Business Continuity Plan itself3. (Question #2)

•  The use of outside consultants or 
standardized resources (templates,  
reference guide-lines) to ensure that all 
aspects of a Business Continuity Plan are 
addressed. (Question #4)

•  Though the majority of those surveyed 
updated their plans annually, it should be 
stressed that a Business Continuity Plan is a 
living document. Often a major element of a 
Business Continuity Plan, the communication 
tree, is not updated when personnel change.

•  As previously noted, there is a heavy 
reliance on email to communicate the 
Business Continuity Plan. The effectiveness 
of email and even a webinar is doubtful 
given a fair minority (44%) would not know 
how to implement the plan and that 60% 
of employees would initiate a call to their 
manager, though it is unlikely that this is the 
protocol. (Questions #7, #8, #10)       

3  Yevgeniy Sverdlik. “Disaster Recovery is Not Business 
Continuity.” http://www.datacenterknowledge.com/
archives/2013/01/04/disaster-recovery-is-not-business-
continuity
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RESOURCES

There are a number of excellent resources for 
developing Business Continuity Plans including 
many online. Though online resources are very 
useful it is recommended that at the very least a 
review of any Business Continuity Plan be done 
by a consultant or person that has firsthand 
experience in the writing and testing of a Business 
Continuity Plan. This could be a professional BCP 
firm or a company that offers a broad range of 
facility management services.

Some recommended online resources are:

•  “A Guide to Business Continuity Planning.” 
Public Safety Canada. www.publicsafety.gc.ca 
One of the most useful points in this Guide is 
the Business Impact Analysis and the way this 
is broken down into a useable format. 

•  “Manage your business Business.” Development 
Bank of Canada. www.bdc.ca. 
The identification of required skill sets  
and staff allocation is a valuable section  
of this resource.

•  A very comprehensive website with short 
informative videos is found at the  
Business Continuity Planning Suite at 
www.ready.gov. This is a website of the 
Department of Homeland Security in the 
United States.

•  Ellington Tenant and Facilities Services is  
able to provide Business Continuity Services 
and has made this paper available at  
www.ellingtonre.com   

An interesting article on the history and future 
of Business Continuity Planning can be found 
at www.survivalinsights.com The contention of 
this article is that despite natural disasters and 
terrorism, business continuity as a profession 
and a practice struggles for recognition.   

An academic journal, the Journal of 
Business Continuity & Emergency Planning 
provides abstracts of in-depth examples of 
circumstances that require the implementation 
of a Business Continuity Plan such as, “Active-
Shooter Events in the Workplace: Findings and 
Policy Implications” and “Gaining Efficiency 
by Centralizing the Corporate Business 
Resiliency Process”. The latter article focuses on 
communicating corporate Business Continuity 
Plans and developing an overarching 
corporate response plan. This journal can 
be found through the National Library of 
Medicine, National Center for Biotechnology 
Information (US).

For ongoing information about Business 
Continuity organizations can join the Business 
Continuity Institute and subscribe to their 
publication Continuity Magazine.
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