Business Continuity Policy
Statement of intent and governance
Company Name: [Company legal name]
Registration number: [Company registration number]
Country: [Country]
Date: [Date]

How to use this template
Replace every [placeholder] with your details. Keep statements factual. Do not invent recovery times, call trees, or certificates.
This template follows the same nine sections as a finished business continuity policy. Aim for one or two short paragraphs per section. A policy is not a playbook.
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1. Policy statement
State that [Company legal name] is committed to protecting people first, then keeping critical work running through disruption, so far as is reasonably practicable. Say the commitment matches the work: [short list of what you do]. Say you will set continuity objectives and improve after incidents and tests.
2. Scope
Say who it covers: [workers / workers and contractors / workers, contractors and visitors]. Say it covers work you control at your workplaces and sites, including suppliers you rely on.
3. Objectives
Protect the welfare of people in scope. Keep critical work running during disruption and return to normal. Meet legal, regulatory, and other applicable requirements, including requests from buyers. Improve after incidents and tests. Do not invent recovery times.
4. Roles and accountability
Name the most senior person who is accountable. Name who owns continuity day to day: [name or job title]. State that workers follow this policy and the written playbook, and that managers make sure people can find both.
5. How we run it
Commit to identifying which work must keep running. Say whether you already keep a written playbook, or that you will. Say whether you already walk through it, or that you will once it exists. If you already follow ISO 22301, say this policy sits alongside that system. Do not claim a certificate you do not have.
6. Communication
Say the policy is available to your people and to buyers who ask for it.
7. Related documents
If you have a written playbook, name it: [playbook name]. If not, say you will keep one under this policy. Do not invent a filename. Say this policy is not the playbook.
8. Review
Review at least every [12 / 24 months], and sooner if the work, the law, or an incident means it is out of date.
9. Approval
Name: ______________________________
Title: ______________________________
Date: ______________________________
Signature: ______________________________
