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Business Continuity Plan

Introduction

Cornerstone’s Business Continuity Plan sets out how the company would continue operating in the event of an emergency or
disaster such as an office fire, earthquake, robbery, terrorist attack, extreme weather conditions or other event beyond the control
of Cornerstone or its employees. In the event of an emergency or disaster it is imperative that Cornerstone is able to maintain its
contractual responsibilities.

Policy Statement

Cornerstone takes business continuity planning extremely seriously and is committed to dedicating an appropriate amount of time
to planning for instances that may be beyond our control. We aim to ensure that the responsibilities of the organisation are able to
be maintained within the minimum amount of time, with minimal disruption and at minimal cost.

The core functions and contractual responsibilities of Cornerstone and the safety of our employees will take priority.

Responsible Personnel

Cornerstone’s Managing Director maintains overall responsibility for all the resources used within the company; however, all
managers and employees have individual responsibilities as follows:

e The plan will be formally activated by a director of Cornerstone

e The QHSE Manager will coordinate the plan once activated, liaising with management staff
e Line managers will issue instructions to employees and keep them updated

e All employees are to remain professional in their conduct and comply with instructions

Scope and Impacts

The scope of this plans extends to disaster affecting Cornerstone buildings, such as flood, fire or other damage that makes the
buildings unsafe or unusable for any period of time, and to the failure of IT systems.

Building Emergency: In the event of our current head office building no longer being suitable for use as an office, a decision
would be made by the Managing Director to set up in Cornerstone’s other regional office. The QHSE Manager would contact our
telecommunications supplier and arrange for the office phone to be diverted and temporary IT equipment sourced from our IT
service provider on a permanent or temporary basis as required. Should an alternative office space be required on a more local
basis, we would seek to rent a suitable office.

Computer/Telecoms Emergency: This could involve power loss, theft, broadband failure or software malfunction and could impact
electronic communications, contact with customers and clients, payroll and alarm systems. As soon as a technology failure
becomes apparent, they should inform the QHSE Manager or Managing Director. Depending on the type and severity of failure,
office staff may be advised to save files on portable devices and/or on our online file-sharing platform, which is continually backed-
up. Cornerstone’s IT services partner will source alternative equipment as necessary. Our QHSE Manager will liaise with any third
parties such a utility companies involved in any failure. All due consideration must be given to the protection of sensitive data when
saving to alternative media.

Recovery

Once the impact on Cornerstone’s ability to operate has been established, the recovery time will be estimated by the Managing
Director.
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If the recovery time is expected to be less than 36 hours, resources should be monitored and staff kept informed. If possible, staff
will relocate to other premises and/or continue to carry out non-affected tasks. Critical tasks such as banking and payroll will be
prioritised if affected.

Lone workers should be identified and contacted immediately. Remote workers will be able to continue to work using their
telephones and IT hardware. Any appointments or meetings booked should be identified and postponed/cancelled as appropriate.

If any IT equipment were to fail, we would call our IT services partner, who would provide replacement temporary or permanent
equipment within an absolute maximum of 36 hours.

If normal functionality is not expected to be possible for more than 36 hours, the Managing Director will advise staff according to
role, tasks and period of time until normal service can be resumed. If normal service is expected to resume within 36 -72 hours,
the Managing Director will advise staff on duties/tasks to be undertaken during this time.

Policy Revision

This policy will be reviewed every year and amended as necessary, or earlier if changes to the operations of Cornerstone occur. All
employees should pass suggestions or recommendations for the revision of any aspect of this policy through normal channels to
the Managing Director.

Name: Tom Eden, Managing Director
Date: 3rd January 2018
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