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1. Worksheet #1 

1.1. Activity: Mapping Continuity Roles and Responsibilities 
Using the various continuity program roles and responsibilities discussed in Unit 2, assign your 
organization’s staffing structure and identify key tasks accordingly. 

Continuity Staffing Roles and Responsibilities 

Continuity Role Who in your organization 
assumes this role? 

Specific Continuity Tasks and 
Responsibilities 

Continuity Coordinator   

Continuity Program 
Manager 

  

Continuity Planner   

Continuity Planning 
Team 

  

Continuity Working 
Group 

  

Mission Owners   

Continuity Team/ 
Emergency Response 
Group 

  

Non-Continuity Team   

Devolution Manager   

Devolution Emergency 
Response Group 
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Continuity Staffing Roles and Responsibilities 

Reconstitution 
Manager 
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2. Worksheet #2 

2.1. Activity: Essential Function Identification 
Identify three or more major organizational functions that support the performance of your organization’s mission. Instructions can be found 
in Table 1. Remember that essential means that the function cannot be deferred, delayed, or transferred to another organization. 

Table 1: Instructions for the Organizational Functions Worksheet 

Organizational Functions Worksheet 

Function Requirement to 
Perform Function 

Products or Services 
of Function 

Customer Non- 
Essential 
(X) 

Essential 
Function 
(X) 

Essential 
Supporting 
Activity (X) 

Include a description 
of the function in 
basic terms. 

List the applicable 
statute, regulation, 
presidential directive, 
or other legal 
authority, if 
applicable. 

List the products or 
services delivered, or 
actions each function 
accomplishes. 

List the customer(s) 
who receive the 
products or services. 
Customers can be 
internal or external. 

Include an 
X here if 
this is a 
non-
essential 
function. 

Include an 
X here if 
this is an 
essential 
function. 

Include an 
X here if 
this is an 
essential 
supporting 
activity. 
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Organizational Functions Worksheet 

Function Requirement to 
Perform Function 

Products or Services 
of Function 

Customer Non- 
Essential 
(X) 

Essential 
Function 
(X) 

Essential 
Supporting 
Activity (X) 
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3. Worksheet #3 

3.1. How to Conduct a Business Process Analysis 
Table 2 provides definitions and instructions for completing each step in the Business Process 
Analysis Data Sheet.  

Table 2: Instructions for the Business Process Analysis Data Sheet  

Business Process Analysis Data Sheet 

Essential Function Statement and Description: Provide a concise statement of what your essential 
function is and a description. What does it do? This is not a complete process flow, as that will 
come later. 

Outputs (Step 1): Identify products, services, and information (e.g., deliverables or outputs) that 
result from the performance of the essential function. 

Leadership (Step 2): Identify the organizational leadership required to make decisions and 
perform other key actions necessary to perform the essential function. The description should 
include the location of appropriate senior leadership—specifically if their action can be 
performed remotely or they are needed at a certain facility—as well as communication 
requirements to support essential function performance. 

Staff (Step 3): Identify the staff required to perform the essential function. The description should 
include appropriate knowledge, skills, abilities, expertise, experience, certifications, licenses, 
clearances, or permissions needed, and the number of staff required to perform the essential 
function. 

Equipment and Systems (Step 4): Identify the equipment and systems required to perform the 
essential function. The description should include specific capabilities or needs and any other 
unique requirements. The description should also include information on system dependencies 
and interfaces with other systems. 

Information and Data (Step 5): Identify the data, communications, and information required to 
perform the essential function. The description should include specific data needed, classification, 
and any other unique requirements. The description should also include dependencies and 
interfaces with other information and/or data sources. 

Site (Step 6): Identify the facility/site requirements needed to perform the essential function. The 
description should include space, configuration, security, safety, support services (e.g., lodging, 
food services, medical support), and storage requirements appropriate for the organization’s 
operations. 

Essential Supporting Activities (Step 7): Identify the facilitating activities that enable the 
organization to perform its essential functions. These are activities that are not individually 
recognized as essential functions, but the essential functions may not be able to be performed 
without them. 
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Business Process Analysis Data Sheet 

External Dependencies (Step 8): Identify dependencies with external partners and stakeholders 
required to perform the essential function, including government organizations, critical 
infrastructure owners and operators, nongovernmental organizations (NGOs), private sector 
organizations, and others as appropriate. 

Narrative (Step 9): Develop a narrative description that captures all information gathered during 
these steps and describes the process of performing the essential function. 

Budgeting (Step 10): Identify resource and budget requirements to perform the essential functions 
in whatever timeframe is required by the organization’s governing directives, authorities, etc. 
following a disruption or until normal operations are resumed. The description should include and 
account for funding requirements for all identified resources needed to perform the essential 
function and any supporting activities. 

Validation (Step 11): Verify that the Business Process Analysis (BPA) accurately lists and describes 
the tasks, Essential Supporting Activities (ESAs), continuity planning factors, etc. required to 
perform the organization's essential function. 
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3.2. Activity: Conduct a Business Process Analysis 
Using one essential function/activity identified in Worksheet #2, fill in the corresponding sections of 
the Business Process Analysis Data Sheet with the minimum requirements for the performance of 
that essential function during times when the continuity plan might be activated. A good check of the 
process is whether staff who are new to the position could perform the role using the information 
provided. Additional data sheet templates are provided for future use. 

Business Process Analysis Data Sheet (Essential Function #1) 

Essential Function Statement and Description: 

Outputs (Step 1): 

Leadership (Step 2): 

Staff (Step 3): 
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Business Process Analysis Data Sheet (Essential Function #1) 

Equipment and Systems (Step 4): 

Information and Data (Step 5): 

Site (Step 6): 

Essential Supporting Activities (Step 7): 

External Dependencies (Step 8): 

Narrative (Step 9): 
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Business Process Analysis Data Sheet (Essential Function #1) 

Budgeting (Step 10): 

Validation (Step 11): 
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Business Process Analysis Data Sheet (Essential Function #2) 

Essential Function Statement and Description: 

Outputs (Step 1): 

Leadership (Step 2): 

Staff (Step 3): 

Equipment and Systems (Step 4): 

Information and Data (Step 5): 
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Business Process Analysis Data Sheet (Essential Function #2) 

Site (Step 6): 

Essential Supporting Activities (Step 7): 

External Dependencies (Step 8): 

Narrative (Step 9): 

Budgeting (Step 10): 

Validation (Step 11): 
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Business Process Analysis Data Sheet (Essential Function #3) 

Essential Function Statement and Description: 

Outputs (Step 1): 

Leadership (Step 2): 

Staff (Step 3): 

Equipment and Systems (Step 4): 

Information and Data (Step 5): 
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Business Process Analysis Data Sheet (Essential Function #3) 

Site (Step 6): 

Essential Supporting Activities (Step 7): 

External Dependencies (Step 8): 

Narrative (Step 9): 

Budgeting (Step 10): 

Validation (Step 11): 
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4. Worksheet #4 

4.1. Activity: Conduct a Business Impact Analysis and Identify Continuity Options to Reduce Risk  
Using an essential function/activity identified in Worksheet #2, fill in the corresponding sections of the Business Impact Analysis and 
Continuity Options Worksheet based on the identified threats and hazards that are the most significant to your organization. Determine the 
likelihood of occurrence and the vulnerability and impacts of each to assign a risk score or priority value. Note: The Continuity Option(s) 
should be completed as the last step in this activity. Instructions can be found in Table 3. 

Table 3: Instructions for the Business Impact Analysis and Continuity Options Worksheet 

Business Impact Analysis and Continuity Options Worksheet 

Title of Essential Function:  

Hazard/ 
Threat 
Description 

Likelihood 
# 

Vulnerability 
Description 

Vulnerability 
# 

Impacts Narrative Impact #1 Risk #2 Continuity Option(s) 

Insert hazard 
or threat with 
description. 

Input how 
likely the 
hazard or 
threat is to 
occur. 

Describe the 
vulnerability to the 
organization’s 
performance of the 
essential function if 
the hazard/threat 
occurs. 

Input how 
vulnerable the 
essential 
function may 
be to the 
hazard or 
threat. 

Describe the 
anticipated impact to 
the organization’s 
performance of the 
essential function. 

   

  

 

1 Input how the hazard or threat will impact the performance of the essential function. 

2 Risk = Likelihood × (Vulnerability × Impact) 
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Business Impact Analysis and Continuity Options Worksheet 

Title of Essential Function: 

Hazard/ 
Threat 
Description 

Likelihood 
# 

Vulnerability 
Description 

Vulnerability 
# 

Impacts Narrative Impact 
# 

Risk 
# 

Continuity Option(s) 
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Business Impact Analysis and Continuity Options Worksheet 

Title of Essential Function: 

Hazard/ 
Threat 
Description 

Likelihood 
# 

Vulnerability 
Description 

Vulnerability 
# 

Impacts Narrative Impact 
# 

Risk 
# 

Continuity Option(s) 
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5. Worksheet #5 

5.1. Activity: Planning for Human Resources 
List your continuity personnel (position, not name) by essential function. 

Continuity Team Roster 

Function Title/Position 

Example 
Essential 
Function 

Division Head, Enforcement and Remediation Division 
Alternate: Deputy Division Head, Enforcement and Remediation Division 

Essential 
Function #1 

 

Essential 
Function #2 

 

Essential 
Function #3 

 

Essential 
Function #4 
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6. Worksheet #6 

6.1. Activity: Orders of Succession 
Designate at least three successors for each leadership position and outline the associated details. 

Orders of succession should: 

 Designate at least three individuals, where possible, to manage essential functions and other 
critical operations. 

 List successors in the order they would assume the role. 

 Include devolution counterparts. 

 Include geographically dispersed individuals, where possible, to ensure there is at least one 
candidate who would not be subject to injury or illness in the primary facility. 

 Be described by positions or titles, rather than names, to limit revisions to the plan. 

 Be regularly reviewed by the organization’s legal department. 

 Be designated and maintained as essential records. 
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Orders of Succession 

Leadership Position: 

Successor Conditions for This to 
Occur 

Instructions for 
Notification 

When and how does 
authority return after 
the emergency? 

Are there specific 
rules/procedures that 
must be followed 
during succession? 

Successor 1:     

Successor 2:     

Successor 3:     

Orders of Succession 

Leadership Position: 

Successor Conditions for This to 
Occur 

Instructions for 
Notification 

When and how does 
authority return after 
the emergency? 

Are there specific 
rules/procedures that 
must be followed 
during succession? 

Successor 1:     

Successor 2:     

Successor 3:     
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Orders of Succession 

Leadership Position: 

Successor Conditions for This to 
Occur 

Instructions for 
Notification 

When and how does 
authority return after 
the emergency? 

Are there specific 
rules/procedures that 
must be followed 
during succession? 

Successor 1:     

Successor 2:     

Successor 3:     
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7. Worksheet #7 

7.1. Activity: Continuity Event Communications 
Look back at the threats/hazards on your Business Impact Analysis and Continuity Options 
Worksheet. Create at least three alerts or notifications for both a no-notice event and an event with 
at least 24 hours’ notice. 

Continuity Event Communications Tracking Table 

Alert/Notification Trigger Sender Receiver Method 
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8. Worksheet #8 

8.1. Activity: Plan Preparation 
Identify tasks to update or complete your organization’s continuity plan. 

Plan Preparation Tasks 

Task Relevant Course Topic/Activity 

  

  

  

Additional Tasks/Notes  
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