

Business
Continuity Policy
Purpose

 recognizes that our employees are our most valuable asset and the most important contributors to our continued growth and success. Thor Insurance & Registries Ltd is firmly committed to the safety of our employees. We will do everything possible to prevent workplace accidents and emergency situations, and we are committed to providing a safe working environment for all employees. 

The purpose of the  Business Continuity Policy is to maintain business functions in the event of an emergency. The policy applies to , its subsidiaries, all locations and all employees. This policy is effective .

In the event of an emergency, the  Emergency Management Group (EMG) will be responsible for declaring the emergency, evacuation or shutting down facilities as necessary, and for contacting employees. The EMG will be led by the  Incident Commander and will operate out of the  designated Emergency Operations Centre.
Emergency Management Group
The  EMG is responsible for controlling all technical aspects of emergency response. The group will be led by the  Incident Commander. Members of this group (and only these designated members) have the authority to:

Order facility shutdown

Initiate evacuation of employees and customers

Declare an incident is over

Communicate with the media

Initiate the  emergency response phone tree 

Identify critical business functions impacted by the emergency

Initiate the process for recovering each function in the order laid out in the  Business Continuity Plan

The following employees comprise the  EMG:

<Member Name and Role>

<Member Name and Role>

<Member Name and Role>

<Member Name and Role>

<Member Name and Role>

In the event that these individuals are not available, the following employees may serve as alternative members of the EMG:

<Secondary Member Name and Role>

<Secondary Member Name and Role>
Incident Commander
The  Incident Commander (IC) is responsible for communicating with internal and external resources in the event of an emergency. This individual (and only this individual) has the authority to declare an emergency, shut down company facilities and communicate with the media.

<Name> is the  Incident Commander.

In the event that <Name of Incident Commander> is not available, <Name of Secondary Incident Commander> shall serve as the  Incident Commander.
Emergency Operations Centre
 will designate two Emergency Operations Centres. These centres will serve as a centralized location where the EMG can gather in the event of an emergency. The primary centre will be on campus and the secondary centre will be located off campus. In the event that the primary centre is not able to be utilized, the EMG will utilize the secondary centre.

Access to the primary and secondary Emergency Operations Centres is limited to members of the EMG. The  Incident Commander and the Human Resources Manager will have keys to each facility.

In the event of evacuation,  will have the primary emergency operations centre located here: <Primary Emergency Operations Centre Address>. The secondary emergency operations centre is located here: <Secondary Emergency Operations Centre Address>. Each location will be marked with signage to indicate its purpose and will be well lit with backup lighting should a power outage occur. 

Communication of an Emergency
Communication in an emergency is crucial to establishing safety and ensuring business can continue. 

 will ensure that all employees know the proper notification procedures for a variety of scenarios:

Employees should report an emergency by contacting <Name of Incident Commander>. In the event that <Name of Incident Commander> is not available, employees should contact <Name of Secondary Incident Commander>. 

To aid employees in their notification efforts,  will post emergency telephone numbers <Location Emergency Numbers Will Be Posted> and provide the emergency contact list of employees (the phone tree) <Means Through Which Emergency Contact List Will Be Available>. 

Several designated employees <Names> are responsible for monitoring the local radio/weather report in the event that bad weather is approaching.

Facility Evacuation

In the event of an emergency that requires a facility-wide evacuation,  will send the following announcement to all employees:

Due to a developing emergency,  asks you to please calmly exit the building and reconvene at our designated meeting point located at <Primary Evacuation Location Address>. Bring with you only that which is necessary, such as medication or clothing for inclement weather. Assist your co-workers in ensuring that your area of the building is completely evacuated and that everyone is calmly heading for the company meeting spot. We will release more information at that time, thank you.

 has the following warning system to alert all employees of a facility evacuation: <Company Warning System Details>. We will test the warning system and record the results two times a year. 

The warning will sound like <Emergency Warning Sound> and look like <Visual of Emergency Warning>. To help alert people with certain disabilities that might make it more difficult for them to perceive the warning, we have augmented our warning system to include <Warning System Accommodations>. 

Following the declaration of a facility evacuation, employees should meet at <Primary Evacuation Location Address> in order to account for all personnel after evacuation. The names and last known location of personnel not accounted for should be determined and given to the EMG. In the event the incident expands, further evacuation by means of <Further Evacuation Plan> will be required. 

Primary and secondary evacuation routes are marked with <Emergency Signage Details>. Emergency lighting will illuminate exits in the event that power fails. Employees are required to exit the building through designated evacuation routes when at all possible.

When customers or other visitors are also in the building when a warning is issued, employees should do the following to ensure everyone evacuates safely: <Customer/Visitor Evacuation Plan>.
Family Preparedness
 will assist employees in preparing their families for emergency situations by <Company Plans to Assist Families in an Emergency>. 
After an emergency has occurred,  will <List Action Company Will Take to Assist Families—e.g. flexible work hours, cash advance>, in order to aid employees and their families. 

Recovery and Restoration

 is prepared to respond to an emergency situation that results in business interruption through a combination of insurance and risk mitigation techniques. 

The EMG will take steps following the declaration of an emergency to recover business operations in the sequence determined by  in the Business Continuity Plan. Each business function will be restored in the designated recovery time as outlined in the Business Continuity Plan. 

The  Business Continuity Plan is enacted with the purpose of ensuring continued business activity in the event of an emergency and providing for the safety of all employees. Failure to comply with the  Business Continuity Plan or any directives issued by the EMG may result in verbal reprimands, official write-ups, and termination as deemed appropriate.

Appendix A

Notice to Employees
Business Continuity Policy
Notice to Employees

Business continuity planning requires special risk management controls. Risks associated with emergency evacuation and a subsequent shutdown can be minimized if users take basic safety precautions. The purpose of ’s business continuity policy is to provide the means to reduce such factors to eliminate unnecessary injuries, fatal circumstances and hardships after an incident has occurred. We value our employees not only as employees but also as human beings crucial to the success of their family, the local community and . 
All employees are expected and required to actively follow this policy for their own health and well-being.  encourages its employees to take a proactive approach in identifying potential hazards by promptly reporting them to their supervisor.
New hire and periodic employee training will be offered. All employees are expected and required to actively participate in identifying training needs as well as program development. Programs will consist of education sessions, drills and exercises. General training for all employees will address the following:
· Individual roles and responsibilities

· Information about threats, hazards and protective actions

· Notification, warming and communications procedures

· Means for locating family members in an emergency

· Emergency response procedures

· Evacuation, shelter and accountability procedures

· Location and use of common emergency equipment

· Emergency shutdown procedures
A formal audit of the entire plan will be conducted annually, as well as an evaluation and modification after each training exercise, emergency, changes in personnel responsibilities, changes in facility layout or design, and changes in policies or procedures. Personnel will be briefed every time changes or modifications have been made to the plan.

I have read and understand ’s business continuity policy, and its requirements and expectations of me as an employee. 

______________________________________
________________

Employee’s Signature





Date

Appendix B

Our Pledge to You

Business Continuity Policy
Notice to Employees

We expect our employees to demand the resources and support to adhere to this Business Continuity Policy. Our pledge to you ensures your safety concerns will be met. 


We pledge to do the following: 

· Provide a safe working environment.

· Implement emergency alerts in the event of a disaster. 

· Conduct a damage assessment in order to decide the best response and recovery plan possible. 

· If a shutdown occurs, provide employees with aid and resources to best accommodate losses incurred.

· Build upon agreed strategies in order to restore business operations. 

· Provide backup storage for data. 

· Communicate all procedures in the event of an emergency shutdown. 

If you identify a hazard, equipment malfunction or unsafe procedure, please notify us immediately so we can review the situation and make corrections accordingly. Together we can create a safe working environment!

(Signatures of President and CEO of Company)

Appendix C

Emergency Safety Tips

Business Continuity Policy
Notice to Employees
Business continuity planning requires special risk management controls. Risks associated with emergency evacuation and a subsequent shutdown can be minimized if users take basic safety precautions.

Evacuation Preparation

· Familiarize yourself with the emergency evacuation plan.

· Know the pathway to at least two alternative exits from every room or area at the workplace.

· Recognize the sounds or signalling method of the fire and evacuation alarms.

· Know who to contact in an emergency and how to contact them.

· Know how many desks or cubicles are between your workstation and two of the nearest exits so you can escape in the dark, if necessary.

· Know where the fire and evacuation alarms are located and how to use them.

· Report any damaged or malfunctioning safety systems and backup systems.

Evacuating Safely

· Leave the area quickly, but in an orderly manner, following ____’s emergency evacuation plan.

· Go directly to the nearest fire-free and smoke-free stairwell, recognizing that in some circumstances the only available exit route may contain limited amounts of smoke or fire.

· Listen carefully for instructions.

· Crawl low, under the smoke, to breathe cleaner air if there is a fire.

· Test doors for heat before opening them by placing the back of your hand against the door so you do not burn your palm and fingers.

· Do not open a hot door; find another exit route.

· Keep fire doors closed to slow the spread of smoke and fire.

· Avoid using elevators when evacuating.

· Report to the designated meeting place.

· Do not re-enter the building until directed by authorities.

If You’re Trapped

· Stay calm and take steps to protect yourself.

· Go to a room with an outside window, and call for help if possible.

· Stay where rescuers can see you and wave a light-coloured cloth to attract attention.

· Open windows if possible, but be ready to shut them if smoke rushes in.

· Stuff clothing, towels or newspapers around the cracks in doors to prevent smoke from entering your room.

Location:


Effective Date: 


Revision Number: 1
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