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Introductions

ÂWelcome
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Purpose of Business Continuity



Office of Business Continuity

Office of Business Continuity Roles

ÂWhat is our unitôs responsibility?

ÂIn isolated disasters, our business 
process is to restore yours- as soon as 
possible

ÂDuring larger disasters, our role is to 
coordinate restoring campus operations 
as soon as possible.

ÂAid departments in preparing for 
disasters through creation of Business 
Continuity Plans
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Whatôs In My Plan?
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What Will My BCP Include?

Â What Must Be Done
ÂThe steps that must be taken to 

minimize the impact of the event upon 
your operations

ÂWho Will Do Ité
ÂThe roles & responsibilities of the 

personnel assigned to the recovery 
effort

ÂWhen It Must Be Done
ÂA timeline for executing the strategies in 

the plan
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What Will My BCP Include?

ÂDevelopment of Business Unit 
Recovery Team (BURT)

ÂEmployees from your office, clinic or 
laboratory charged with leading your 
recovery effort.

ÂWork-Around Procedures

Â Inventory or Photographic Catalogues 
of your Unit
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How BC Plans Are Built

ÂUsers input answers to survey 
questions (BIA)

ÂUsers upload internal operating 
procedures or processes

ÂUTSW Office of Business Continuity 
develops global documents
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How Will We Do This?

Â Your Departmental Unit will complete a 
Business-Impact Analyses
ÂBusiness Continuity Survey 

ÂEnter in BIA data via an electronic survey that 
focuses on continuity issues

Â Information Resource Survey
ÂEnter in Software Application and hardware 

information
Â Criticality

Â The Office of Business Continuity and 
Information Resources will follow up with you if 
additional information is required. 

Â The survey and interview derived data will 
be used to print your BCP
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Implementation
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Implementation Steps

ÂUser Training

ÂUnderstand the Surveys

ÂUTSW BR Survey 2.0

ÂIR/DR Survey 1.0

ÂDepartment Planning Meeting

ÂGather Information 
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User Training
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Logging into Sustainable Planner

1

2

3
1. User ID/Password

2. Lost Password 

3. SP Assistant

Your initial Login:

Username - ñYour UTSW Loginò (ex. SMATH7)

Password - 123456*

*Change your password on initial login !
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The SP Dashboard

1. My Surveys
2. My Documents
3. SP Assistant
4. Change 

Password
5. Sign -off

1

2

3
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Taking a Survey

Â BCP User Activities

ÂSelect the survey you wish to 
take
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1. Navigation

1. Navigation
2. Survey Page Overview
3. Survey Page Instructions
4. Pop-Up Headings

5. Add Page Note
6. Update Page
7. Navigation
8. Spell Check
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Survey Discussion- UTSW BR Survey 2.0
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Departmental Business Units

Â Intended to be a description of a clinic, an 
office, a research laboratory that needs its 
own unique Business Continuity Plan (BCP)

Â Although there may be a Department of 
Neurology, there will most likely be three 
unique BCPs:

Â Laboratory

ÂAdministration

ÂClinic
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Primary Process

Â A vital or critical function that is the 
primary purpose of a business unit.  
Without that process, a business unit 
cannot operate or remain viable.

ÂDepending on the length of the 
interruption, the business unit could suffer 
serious financial, legal, regulatory 
damages/penalties.  

Â Examples of primary processes:
ÂProcessing payroll

ÂPatient Examination / Treatment

ÂCulturing of bacteria, viruses, cells

See Sample 

Primary 

Processes
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Input Dependencies

ÂAny item or information provided to 
your business unit that enables you to 
complete your primary process.

ÂFor example:

ÂIf one of your primary processes is 
ñRepair Order Processingò, then one of 
your dependencies would be the receipt 
of Interdepartmental Requests Forms.
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Output Dependencies

ÂAny information, reports, services 
developed by your business unit and 
provided to another department 
(internal or external)

ÂFor example:

ÂAnnual Report

ÂMonthly Clinical Report

ÂTransaction Receipts
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Work from Home

Â Assume that work from home 
is possible when answering 
certain questions. 

Â Procedures cover the various 
means of accessing 
information remotely from a 
computer and the various 
applications or networks 
available for this same 
purpose.

Â Any work from home option 
must first be approved in a 
real disaster event but can be 
planned for in advance.
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Alternate Location

Â This section provides the 
steps to take should a 
disaster occur to the facility 
where the department team 
is located.

Â Addresses issues with 
Alternate worksites and 
needed supplies/equipment

Â Any alternate location option 
must first be approved in a 
real disaster event but can 
be planned for in advance.
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Survey Discussion- IR/DR Survey 1.0



Office of Business Continuity

ÂThe DR survey is specific to the 
Information Resources

ÂComputers Systems

ÂWorkstations

ÂServers

ÂApplications

ÂSoftware

ÂDependency

ÂCompleted by IT person, if applicable

ÂSend the name to Shane or myself

IR/DR Survey
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Taking a IR/DR Survey

Â Select the IT-DR survey

Â Select the IT-DR survey
Â Short (6 or less pages)
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Taking IR/DR Survey (Cont.)

Â Provide information about:
Â Software  

Â Hardware
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Contact Information for Disaster 
Recovery Survey

Â Ví Nash x50903

ÂIR Disaster Recovery Manager
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Department Planning Meeting
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Department Planning Meeting

Â Identify the Business Unit Team Leader, 
Alternate Team leader (s), and a BC Plan 
Coordinator

Â Introduce the purpose and format of Business 
Continuity planning

ÂDefine the scope of the departmentôs plan and 
identify possible business-units that may need 
to be separated out. (i.e. Divisions) 

ÂDiscuss the various primary processes of the 
business unit and any specific needs that need 
to be addressed in the plan

ÂOutline the various pieces of the BCP that will 
need completion

Â Inform your team of the target deadline for 
completion 
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Gathering Information 


