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Organisational Guidelines and Information
1.1 - BCP reporting structure

The reporting structure must be clearly defined so that all people know who they are reporting to. No ambiguity can exist about who is in charge if a business interruption occurs. The responsibilities of the members of the BCP reporting structure, who they directly report to and who has delegation to invoke the BCP, need to be stated.
	Name and Position
	Responsibilities during incident
	Reports to
	Delegation

	XXX
Manager
	Primary coordination of Geospatial resources during incident
	
	Invoke BCP

	XXXX
Team Leader 
	Secondary coordination of Geospatial resources during incident
	
	Invoke BCP in absence of Manager

	XXXX
Team Leader 
	Secondary coordination of Geospatial resources during incident
	
	Invoke BCP in absence of Manager


1.2 - Communication Plan
Who is to be informed of the outage or disaster and what will be the method and frequency of the status updates during the event.

	Person to be kept informed
	Phone Number
	Email
	Actioned by
	Update frequency

	
	
	
	CDEM initially in an emergency
	Initial contact then as required

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1.3 - Staff Call Tree

A current, verified call tree with multiple contact numbers (office, home, cell) for all staff members in the section. This is important during an event because normal communication channels might be affected during an outage.
	Location of A/H contact information for all staff members and people who have access to this information:

	All contact details are listed below in this document (details maintained in Section Emergency Contact List:  (add link)
Copies of this list held on USB sticks by XXXX; also printouts.

Will also be included in the Plastic business continuity boxes.

Updated 6 monthly




	Name
	Work no.
	Home no
	Cell phone
	Critical Cell phone (Y/N)

	
	
	
	
	

	Responsible for Calling:
	
	
	
	

	(a)
	
	
	
	
	

	(b)
	
	
	
	
	

	(c)
	
	
	
	
	

	(d)
	
	
	
	
	

	2.

	
	
	
	

	Responsible for Calling:
	
	
	
	

	(e)
	
	
	
	
	

	(f)
	
	
	
	
	

	(g)
	
	
	
	
	

	(h)
	
	
	
	
	

	(i)
	
	
	
	
	

	
	
	
	
	
	

	3.

	
	
	
	

	Responsible for Calling:
	
	
	
	

	
(j)
	
	
	
	
	

	(k)
	
	
	
	
	

	(l)
	
	
	
	
	

	(m)
	
	
	
	
	

	(n)
	
	
	
	
	

	(o)
	
	
	
	
	


1.4 - Key Internal and External Contacts

A current list of all contacts that might be required to provide support during and after the event. 

	Business
	Assistance Required
	Contact

	Councils in the area
	Additional GIS support if required
	

	Other Councils and Organisations
	Additional GIS support for region wide event


	 

	GIS Contractors
	Additional GIS analysis and mapping support available in the North Island
	

	Vendors
	ArcGIS Licensing/advice
ArcGIS 

Assistance/advice
ArcGIS

Disaster Response Specialist
	

	
	GIS vendor

	

	
	Aerial Photography & LiDAR
	Jenny Bakker

National Account Manager

Aerial Surveys Ltd
09 415 3101

021 283 8424
jenny.bakker@aerialsurveys.co.nz
Steve Smith

Business Development Manager

Aerial Surveys Ltd
09 415 3101

027 359 0503

steve.smith@aerialsurveys.co.nz
Chris Worts

Business Development Manager

AAM New Zealand
029 603 0382
C.Worts@aamgroup.com 


	
	Printing services 
	

	
	Printer/plotter Sales
	 

	
	GIS printers, OCE and ink
	Stephen McLaren


Service Technician


AarqueGraphics New Zealand Ltd


Hamilton



www.aarque.co.nz
0508 22 77 83
 
customerservice@aarque.co.nz 


www.aarque.co.nz

	
	Paper for GIS printers, paper and trimmer
	0800 735 444
- 

sales@jenrite.co.nz 


www.jenrite.co.nz
or

Officemax – 
www.officemax.co.nz


	
	GPS Supply

Trimbles / Junos
	Chris Blazkow

National Mapping Manager, Alterra
4th Floor 75 The Esplanade  | Petone | Wellington

m: (+64) (0)21 355 087

e: chris.blazkow@allterra.co.nz
w: www.allterra.co.nz







1.5 - Business Functions

List all main business function/s of the Activity Area and the effect on the business or community if each function can no longer be undertaken. 

Each function should be rated from 1 to 3. The rating is to be derived from the length of time the function can be suspended before the customer is critically affected.
	Rating
	Acceptable Outage Time

	1
	Less than 12hrs

	2
	12hrs  – 2 days

	3
	2 days – 2 weeks


This will help determine minimum resources required and provide information for the Business Continuity Team to prioritise plans.

	Business Function
	Effect if suspended
	Rating

	Emergency map making
	Maps are critical in an emergency situation. The emergency responders need maps to see the scale of the disaster in order to make decisions.
	1

	Emergency web mapping for internal and external web maps and data services
	Maps are critical in an emergency situation. Staff across the organisation need maps to see the scale of the disaster, to access data in order to make decisions.
	1

	Emergency data capture & management
	Data capture, acquisition, processing, storage to support event
	1

	Emergency Geospatial analysis
	Geospatial analysis is needed for any disaster management planning, response & recovery 
	2

	Business As Usual map making
	All the BAU map making can be suspended until the emergency issue is resolved 
	3

	BAU GIS data maintenance for the region
	All the BAU GIS data maintenance for the region until the emergency issue is resolved
	3

	BAU Geospatial analysis
	All the BAU Geospatial analysis for the region until the emergency issue is resolved
	3


1.6 - Minimum Resource Requirements

List the minimum resource requirements, including equipment, consumables and staff levels required to undertake minimum core business function/s of the department. This will help provide information for alternate location requirements and back up resource needs.
In an emergency a roster of 2 or 3 shifts will be set up with overlaps between the shifts for key personnel.

Staff

	Role
	Quantity per shift
	Comment

	Geospatial coordinator
	1
	Coordinate emergency geospatial response (add names)

	Spatial analysts and Data Management
	1-4
	Emergency data and spatial analysis functions (quantity depends on the scale of the response)

	Spatial analyst
	1-2
	Emergency map making (quantity depends on the scale of the response)

	GIS Administrator
	1-2
	Software, hardware.  (In an emergency may need to call on Eagle to assist with this role)


Information Technology
Hardware listed and locations .
	Item
	Specifications/Make Model
	Quantity & Location
	Address

	Hard drives

	
	
	

	Mobile phones
	
	
	

	GPS / mobile devices
	
	
	

	
	
	
	

	
	
	
	

	Printers / plotters
	
	
	

	
	
	
	

	Computers
	
	
	

	Emergency Laptops
	
	
	

	GIS Software
	
	
	

	Guillotine
	
	
	

	
	
	
	

	Extension cords and powerboards
	
	
	

	Spatial data 

	See inventory of CDs/DVDs and portable hard drives with GIS Data  
	Examples:

Aerial photography 2018

LiDAR 

SPOT 6 


	


Support Material (i.e. manuals, forms, etc.) 
	Item
	Quantity
	Document reference  
	In plastic box Y/N

	Reference document for staff in the section
	1
	
	Y

	Policy on the use of remotely piloted aerial systems (drones).pdf
	1
	
	Y

	CDEM Event material – folder of what to do for section in an event
	
	
	Y 

	Internal and external sites – documents on Maps, layers and queries
	
	
	N

	Template for change control webmaps sign-off
	
	
	N

	Template for Change Control external maps Tech Specs  
	
	
	N

	Map Templates
	
	
	N


BCP/DR Resource Box Locations 

	Plastic Box Location
	Address
	Specific Location 

	Section area
	
	

	xxx
	Home address
	

	Back up if the person above is away
	
	


1.7 - Identification of alternate locations
At least two potential alternate locations should be investigated and listed that can provide room and resourcing for systems and staff. If the plan requires travel, list procedures and explicit travel directions. Staff should know in advance where they should report to if their primary work location is not available. The health and safety requirements and hazard ID should be included for each location.  This will also allow the Business Continuity Team to check clashes of location and resourcing between departments and also opportunity to place multiple departments in one location. 
Primary Alternate Location

	Location and Address
	Contact Details of owner/operator

	Group Emergency Co-ordination Centre, address
XXXX as primary relocation site
	Group Duty Officer (GDO): phone number

	Resources on site
	Additional Resources needed from list above

	Desks, chairs, computers
	Already exist in xxxx


Secondary Alternate Location

	Location and Address
	Contact Details of owner/operator

	
	

	Resources on site
	Additional Resources needed from list above

	Desks, chairs, computers
	


Remote Access

The Section also has remote access if alternative locations are not available

Remote access would be used if it is difficult to get to your office (due to flooding, slips, road closures), but the organization is still operational, and the network is still available. It provides an opportunity to use resources that would be otherwise inaccessible.
If staff are unable to access from home, an option to consider is to be able to travel to a nearby District or City Council and use a desktop / or their own laptop loaded with the relevant software at that office to remote access into Council. 
Geospatial services (including cartography and analysis) require specialized hardware and software. Therefore it is extremely preferable to use existing infrastructure. The following table was created to provide a number of options, depending on the severity of the situation.
	Situation
	Recovery option

	Minimal or distant disturbance
	Use Existing office hardware on existing servers

	Minimal or distant disturbance (required off site)
	Use existing office hardware on standalone network with Emergency Civil Defence Hard Drive (EMCD/HDD)

	Widespread loss of data and hardware
	Use other hardware on standalone network with Emergency Civil Defence Hard Drive (EMCD/HDD)

	Complete and widespread loss of data and hardware
	Use other hardware on standalone network with Emergency Civil Defence Hard Drive (EMCD/HDD) with Cloud Data


1.9 - Returning to normal

Procedures to restore business processes and systems to their original location.
If changes are made to systems, software or networks during an incidence response, these need to be recorded here so that when possible, processes can return to normal.

Event Recording Form: 

	Date of change
	Time
	Original State
	Change description
	Reason
	Date /time returned to original state
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


.10 - Plan acceptance and sign off

Plan should be read and approved by the Manager, Director and Business Continuity Team. The BCP will be discussed with the Section and raised on a 6 monthly basis (in line with performance review cycle). 
	Area Signing off
	Name and Signature
	Date

	Manager 
	
	
	

	Business Continuity Team  
	
	
	

	
	
	
	

	
	
	
	


1.11 – Test Results

Plan Test, Review and Update:
The Business Continuity Plans need to be reviewed every six month to maintain the currency of their contents. 

2 - Appendix
	1
	
	IT Disaster Recovery Plan

	2
	
	policy on the use of remotely piloted aerial systems (drones)

	3
	
	Reference document for staff in the section
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