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BUSINESS CONTINUITY PLAN



	AUTHORITY OR KNOWLEDGE
	STAFF MEMBER
	PLAN
	DELEGATED REPLACEMENT
	


	ACCOUNTS

	Bank Accounts
	
	
	
	☐
	Accounts payable/receivable
	
	
	
	
☐

	Insurances
	
	
	
	☐
	Payroll
	
	
	
	☐
	Service bookings and invoicing
	
	
	
	
☐

	SECURITY

	Keys 
	
	
	
	☐
	Codes
	
	
	
	☐
	Log-ins and passwords
	
	
	
	
☐

	MANAGEMENT

	Dispute resolution (staff)
	
	
	
	
☐

	Disciplinary Action
	
	
	
	☐
	Decision making
	
	
	
	☐
	STAFF

	Staff files
	
	
	
	☐
	Access/process staff clearances
	
	
	
	
☐

	Hiring / firing
	
	
	
	☐
	Staff induction
	
	
	
	☐
	Staff supervision 
Level 1
	
	
	
	
☐

	Staff supervision 
Level 2
	
	
	
	
☐

	Rostering
	
	
	
	☐
	CLIENTS

	CRM
	
	
	
	☐
	Referrals
	
	
	
	☐
	Intake
	
	
	
	☐
	Assessment
	
	
	
	☐
	Dispute resolution
	
	
	
	☐
	Exit process
	
	
	
	☐
	
	
	
	
	

	
	
	
	
	






