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L Minter

This plan has been designed to prepare the Organisation to cope with the effects of an emergency situation.  It is intended that this document
will provide a basis for a relatively quick and painless return to ‘business as usual’ regardless of the cause.

Add the services/products that you identified to be most important for your business to continue into the table below.  This list
may be used as a checklist to ensure that critical tasks are completed on time



Priority Name of Critical Function/Activity Timeframe

Critical Function Analysis and Recovery Process Header

Critical Function Analysis and Recovery Process
Header

Critical Function Analysis and Recovery process

10 Customer contact database 1-2 working days

9 Replenishment of core stock items - TICKETS ( supply: Germany) 2-8 weeks

7 Identification of temporary alternative premises 4-12 weeks

6 Replacement of computer and electrical items 1-5 working days

6 Installation of operating systems 1-5 working days

8 Critical service provider contacts 1-5 working days

10 Supplier contact database 1-2 working days

8 Replenishment of core stock items - OTHER GOODS (Supply: UK) 2-6 week

This section defines responsibility, potential impact, likelihood and recovery timeframe for each critical
function identified



Priority Critical Function Responsibility
Potential Impact on Organisation if

interrupted
Likelihood of interuption Recovery Timeframe

Resources required for recovery header

Resources Required For Recovery Header

Resources Required for Recovery

10
Customer contact

database
C Jackson/A Cox/T

Hobden
High Low 2 days

9
Replenishment of core

stock items - TICKETS (
supply: Germany)

C Jackson/A Cox High Low 2-8 weeks

7
Identification of

temporary alternative
premises

L Minter/W nagels Medium Low 4-12 weeks

6
Replacement of computer

and electrical items
L Minter /C Jackson/IT

consultant
High Low 1-2 weeks

6
Installation of operating

systems
L Minter/C Jackson/IT

consultant
High Low 1-2 weeks

8
Critical service provider

contacts
L Minter/T Hobden/C

Jackson
Medium Low 1-5 working days

10
Supplier contact

database
C Jackson/A Cox High Low 1-2 working days

8
Replenishment of core
stock items - OTHER
GOODS (Supply: UK)

L Minter/C Jackson/A
Cox

Medium Low 2-6 weeks

This section defines the resources needed to ensure that recovery is achieved within the required time-frame.



Staff Data / systems Premises Communications Equipment Supplies

Emergency Response Checklist

Emergency Response Checklist Header

Emergency Response Checklist Criteria

Tasks to be completed within 24 hours Completed Date Completed By

Daily Action to be completed during the recovery process

L Minter x x x x

C Jackson x x x x

A Cox x

T Hobden x x x

D Hope x

N Skelton x

N Cull x x

W Starr (IT consultant-
Services)

x x x

This Emergency Response Checklist can be used in incidents of emergency

Insurance providers to be contacted L Minter / T Hobden

Utilities service providers to be contacted C Jackson / T Hobden

Emergency services provider contacted - report logged L Minter / T Hobden / C Jackson

Staff Notification - Plan of action based on incident L Minter / T Hobden

Recovery Plan to be actioned L Minter / All

Asset Register L Minter / C Jackson



Actions to be completed daily during the recover process Date Completed Completed By

Following The Recovery process

Actions taken following the recovery process Date completed Completed By

Contact List - Staff

Contact List - Staff

Staff Contact List

Service and utilities provider updates
L Minter / T Hobden / C

Jackson

Customer communication All

Supplier communication C Jackson / A Cox

IT support & replacement equipment identification and replacement
L Minter / W Starr (IT

consultant)

Critical product stock replacement: Tickets (Germany) L Minter / C Jackson / A Cox

Critical product stock replacement: Other items (UK subcontracted) L Minter / C Jackson / A Cox

Operating systems review
L Minter / T Hobden / W Starr (IT

consultant)

Customer consultations
L Minter/A Cox/D Hope/N
Skelton/C Jackson/N Cull

Supplier consultations L Minter / A Cox / C Jackson

Review continuity plan for failure/improvements L Minter / All

Staff consultations L Minter / T Hobden

Service provider consultations (accountants, IT, business banking) L Minter / T Hobden

This section contains the staff contact details that are essential for continuing the operation of the Organisation



Name Job Title Office Contact Mobile Contact Home Contact

Key Suppliers Contact List

Key Supplier Contact List

Supplier Contact List

Supplier name Products/service provided Telephone E-mail

Lee Minter Managing Director 01482 873597 07917035666 07917035666

Tracey Hobden Office Manager 01482 873597 07792577845 07792577845

Allison Cox Business Development Manager 01482 873597 07736625865 07736625865

Carl Jackson Warehouse Manager 01482 873597 07549296030 07549296030

Dave Hope Business Development Manager 01482 873597 07917032666 07917032666

Nick Skelton Business Development Manager 01482 873597 07881850999 07881850999

Nathaniel Cull Customer Service Representative 01482 873597 N/A

Joanne (Jo) Brown Customer Service / Ad Sales 01482 670608 N/A

This section contains the supplier contact details that are essential for the continuing operation of the Organisation

Tayrol Receipt Rolls / POS Blank rolls
01904 608852 /
07984 662995

mark.savage@tayrol.co.uk

TradeID Plastic Cards 01614 4166735 bhampson@trade-id.co.uk

PDMC Cartons & Packaging 01482 893354 sales@pdmcpackagingltd.co.uk

D&P Haulage Freight 01482 890073 info@dandphaulage.co.uk

Designs Signage UK Signage 01482 787713 carlg@designs.uk.net

J F Hills Books/Permits/S-Cards 07775 510975 jfhill@btconnect.com

JSP Cones/Barriers 01993 826182 louise.jacobson@jsp.co.uk

Southgate PCN Carriers 01553 692969 jon.hall@southgateglobal.com

Clad Safety Workwear 01423 803999 neil.trevvett@heroquip.co.uk

Menter PCN Carriers 01639 646026 gareth@menter.net

Devon Disability Meter Bags 01392 428585 jon@devondisabilitycollective.org



Key Customers Contact List

Key Customer Contact List

Customer Contact List

Customer Service or goods used Telephone E-mail

This section contains the customer contact details that are essential for continuing the operation of the business.

Rail Delivery Group Transport Tickets
+44 2078418019 /

07917202459
ravi.chavda@raildeliverygroup.com

Scheidt & Bachmann FC
& Parking

Transport Tickets / Parking Tickets
(BJ) 07771 378351 / (JB)

07742102721
ben.jones@scheidt-bachmann.co.uk / Jason_barnes@scheidt-

bachmannuk.com

APCOA Parking UK
(Heathrow Airport)

Parking Tickets 07899 061035 tony.graham@apcoa.com

Cyphertech Ltd Parking Tickets 01509 831831204 paul@clc-uk.com

NSL Limited PCN Rolls/Carriers 03301 356907 nicola.carroll@marstonholdings.co.uk

Greater Anglia Railways PRT Passenger Tickets (S&B) 07920 878603 david.edwards@greateranglia.co.uk

Euro Car Parks Tickets & Operational Print 0207 5633116 sharonstokes@eurocarparks.com

CitiPark Parking Tickets / Operational print
01132 221250 /
07825841833

victoria.cayzer@citipark.co.uk

West Midlands Trains PRT Passenger Tickets (S&B) 07976 683509 daniel.causton@wmtrains.co.uk

Bluewall Technologies Parking Ticketing +353 12330300 eoghan@bluewall.ie

UTS Technologies
Parking Ticketing & Operational

Print
+353 857712746 olivia@utsparking.com

Q-Park Limited
Parking Ticketing & Operational

Print
0113 2384184 gary.davies@q-park.co.uk

CP Plus T/A Group
Nexus

Parking Ticketing & Operational
Print

02039299096 giedre.harbrecht@groupnexus.co.uk

Northern Railway PRT transport tickets (FB) 07974 213265 lora.gibson@northernrailway.co.uk

WPS UK Limited
Parking Ticketing & Operational

Print
07837 008233 richard.boultbee@wps-uk.com

IPS (UK) Ltd Parking Ticketing 07775 815815 stuart.gardner@ipsgroup.com



Customer Service or goods used Telephone E-mail

Utility Companies Contact List

Utility Companies Contact List

Utility Companies Contacts

SABA Park Services UK
Limited

Parking Ticketing 01908223500 invoices.uk@sabagroup.com

Plymouth CC
Parking Ticketing & Operational

Print
01752 307424 allan.miller@plymouth.gov.co.uk

Dundrum Car Park LP Parking Ticketing +353 862269636 brian.clonan@bidvestnoonan.com

Flowbird Smart City UK Parking Ticketing 01202 022850 julia.page@flowbird.group

Car Park Services Parking Ticketing 02894 422777 hr@carparkservices.com

Enerveo / Cornwall Parking Ticketing 01782 322331 ken.polmounter@cornwall.gov.uk

East Suffolk Council Parking Ticketing 01505 523260 ann.parker@eastsuffolk.gov.uk

Trinity Walk Limited
Partnership

Parking Ticketing 01924 239413 susan.mendoza@trinitywalk.com

Britannia Parking Group
Ltd

Parking Ticketing & Operational
Print

07968 555888 jim.mills@britannia-parking.co.uk

Designa UK Ltd Parking Ticketing 01932 784040 tony.jones@designa.com

FAAC UK Limited Parking Ticketing 01372 745805 david.lawrie@hubparking.com

MF Services Cork Ltd Parking Ticketing +353 2143 48996 eilish.foy@mfservices.ie

Along with these contacts, you should prepare a plan of your premises (for use by emergency services) showing locations of:

Main water stop-cock
Switches for gas and electricity supply
Any hazardous substances and gases
Items that would have priority if salvage became a possibility



Utility Company Telephone E-mail

Insurance and Finance Companies

Insurance and Finance Companies

Insurance and Finance Companies Contacts

Service Company Telephone E-mail

Emergency Pack Contents

Site Security Chubb 0344 8791730 LeedsAdminHub@chubb.co.uk

Fire Protection Fire Protection Supplies
01482 881515 /
07411 900870

martyn@fireprotectionsupplies.co.uk

Airconditioning Management &
Service

AIRCON 01482 587038 jane@airco.co.uk

Gas British Gas 0845 6080227 business.gas@centrica.co.uk

Electric British Gas 0845 6080227 business.gas@centrica.co.uk

Electrical Mains & Fixed Wire
Testing

CD Services Electrical Limited 01482 782298 cdservices@cdservices.karoo.co.uk

Refuse & Waste Collection Hull City Council 01482 300301 commercial.waste@hullcc.gov.uk

Telephones and Internet Kingston Communications
01482 484038 /
0800 915 5777

BusinessCare@Kcom.com

Fork and Pallet Lift Support &
Servicing

Moss Forklifts Ltd 01482 896524 info@mossforklifts@gmail.com

Electrical PAT Testing PAT TESTING EXPERT 01482 827744 info@pat-testing-expert.com

This contains all contact details for insurances and financial representatives for the business

Insurance - Employer, Public,
Products..

AON 01482 579800 carol.long1@aon.co.uk



Emergency
Pack Contents

Actions and Expense Logs

Actions and
Expense

Log

Actions and Expense Logs Records

Date/Time Decision/Action Taken By Whom Costs incurred

As part of the recovery plan for the organisation, key documents, records and equipment are held in an emergency pack.
This pack may be retrieved in an emergency to aid in the recovery process.
 
The contents of the emergency pack comprise the following:
 
Documents:
 
• A copy of this plan, including key contact details
• Insurance policy
  
Records:
 
• Computer backup tapes and / or disks
• Financial records
  
Equipment:
 
• Spare keys
• Torch and batteries

This form should be used to record decisions, actions and expenses incurred in the recovery process. This will provide
information for the post-recovery debriefing, and help to provide evidence of costs incurred for any claim under an insurance
policy. 

 


