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 Amaze Excite Inspire

‘Jesus offers life in all its fullness’
Business Continuity Policy

January 2019
Introduction

The purpose of this Business Continuity Plan is to provide a framework by which the school can navigate an effective response to a disruptive incident, thereby returning to ‘business as usual’ as quickly as possible.  

The disruptions which are most likely to occur include:
· Loss of premises (fire, flood, etc)

· Loss of utilities/telephony (electricity, gas, water)

· Failure of Information Technology (IT)infrastructure (loss or technical failure of network server(s) and/or routers, switches, comms link, extended loss of electrical power, failure of a key software system (e.g. SIMS/FMS))
· Staff shortages (extreme weather, fuel shortage, industrial action, pandemic disease, etc)
The impact of any serious disruption may cause issues with, for example, the delivery of education; the safety/welfare of pupils and staff; financial loss; environmental consequences; and damage to the school’s reputation.
Aim of the Plan

The plan is designed to achieve the following strategic objectives:

· To safeguard the safety and welfare of pupils, staff and visitors

· To resume provision of educational services at the earliest opportunity

· To promptly return school business functions to normality 

· To minimise any financial or environmental consequences

Associated documents

This plan should be read in conjunction with the school’s Emergency & Critical Incident Policy, which details the procedures to be followed if an emergency or critical incident occurs.  That policy contains the latest Local Authority ‘Major Incident and Business Continuity’ guidance, dated November 2018.  Part two of the guidance outlines the actions that schools can take into account when producing and implementing their own business continuity plans, so our school’s plan is largely based on that guidance.
Reference should also be made to the school’s IT Support Contractor’s Disaster Recovery and Business Continuity Plan document, issued by Oakford Technology (revised November 2016) (Appendix B).
All recommendations from The South West Audit Partnership Themed Review Report – ‘Business Continuity Planning’ (June 2015) have been included in this plan, and in other school procedures.  A copy of the report is available from the Finance Officer upon request.

The school Asset Register may well be needed for insurance purposes and a copy of it is held electronically on the school server, plus hard copies are held in the Finance Office filing cabinet, and off site at the Finance Officer’s home address.

School Emergency Management Team / Critical Incident Management Team
The Headteacher is considered to be in the best position to take overall responsibility for determining what action is appropriate in the event of an emergency situation, and he is assisted by other members of the School Emergency Management Team (SEMT) as follows:

Headteacher


Richard Hearn
Asst Headteacher

James Osler
Chair of Governors

David Bloomer
Finance Officer

Lizzy Moor

Admin Officer

Liz Howe

Plan Implementation
The Headteacher and members of the SEMT will manage the incident and its developing situation, with a view to minimising harm to pupils, staff and visitors, as well as the buildings, contents and other assets.
As soon as practical, the SEMT will consider business continuity and ascertain what resources are available to continue business as normal, as far as possible, following the disruption.  For example:-
Loss of premises – it may be the case that some of the school buildings will still be in a fit state to provide education.  However alternative accommodation, such as mobile classrooms, may be required.  The LA will assist the school with this.

Loss of utilities/telephony – the relevant suppliers will be contacted to ascertain when the supply will resume and what temporary supply can be provided.  In the event of loss of heating, the LA will arrange alternative heating arrangements if at all possible.  Mobile telephones can be used until normal telephony arrangements have resumed.
Loss of IT Hardware/Systems/Data – the school’s IT Support Contractors, Oakford Technology, will help the school organise replacement (or loan of) hardware equipment, and arrange system set ups and data recovery.  The administrative and academic information stored on the school’s server is backed up every week night by Oakford Technology, and the retention policy is 28 days.  Oakford Technology’s ‘ICT Disaster Recovery and Business Continuity Plan’ attached (Appendix B) provides further details, including their recovery timescales for the various categories of IT systems in place at the school.
Staff shortage - it is likely that advanced warning/notice of this will have been available, so every effort to cover all classes using supply/agency staff would be made. In extreme cases classes may have to be merged or some pupils sent home.  In the case of long term staff unavailability following the incident, alternative bank signatories may need to be arranged if more than one signatory is unavailable for a prolonged period.
The SEMT will identify which of these issues are the most important to resolve to enable the school to return to business as usual, and will prioritise accordingly.  It will ask itself how long it can continue without these systems, e.g. hours or days, but there may be some issues that need to be recovered instantly.

Roles and Responsibilities

Functional roles to get the school up and running as quickly as possible, include, but are not limited to, the following:

Headteacher

Chair SEMT meetings

Liaise with Local Authority

Liaise with Chair of Governors

Allocate resources

Liaise with Dept for Education/Designated Officer/Health & Safety Executive if appropriate

Continuous briefing of staff, pupils, parents

Maintain contact with affected families

Implement support plans for vulnerable pupils and adults

Organise supply/agency teaching staff, and/or liaise with LA/other schools to secure short term borrowing of support staff if required

N.B. the Headteacher may decide to delegate some of these responsibilities to the Senior Teacher/Manager

Admin Officer

Take minutes of all SEMT meetings to ensure decisions, including reasons for the decisions, are recorded
Sending of messages to parents via school communications system

Any other administration/secretarial support if required

Finance Officer

Liaise with LA Building Maintenance Team

Liaise with LA Insurance Team

Arrange alternative accommodation if necessary

Arrange furniture and equipment if required

Liaise with IT Support contractor for urgent retrieval and restoration of IT system

Liaise with the intruder alarm/fire alarm/utility/telephony/catering companies

Liaise with school handyman/maintenance contractor

Ensure areas which are unsafe are cordoned off and hazard signs displayed

Ensure security of the site and buildings

This list is not exhaustive and individuals may be assigned other duties.
All staff are made aware of the existence of this Business Continuity Plan and are advised on how they can access it.  Each member of the SEMT is given their own copy of the Plan and they are required to confirm in writing that they have received and read it.  A copy is also held in the red Emergency Information bag held in the Admin Office, and an electronic copy held on the school server (Winpool (G:) –Emergency Procedures – Emergency Plan Info).

The Leadership & Resources committee is responsible for ensuring that the school performs annual refresher sessions of the Business Continuity Plan, to ensure that members of the SEMT (and other staff deemed necessary) remember and understand what is expected of them in respect of emergency situations and business continuity.  These reviews will also ensure that supporting policies and procedures are sufficient and current.  Any lessons learned, either from the reviews, or from a real emergency, will be used to update the plan.

Emergency & Business Continuity Contacts List and Action Plan

This comprehensive document is school specific and is designed to be a workbook which guides the SEMT through the incident recording and management process.  It contains the contact details of all relevant members of the school community, plus general information that will be of great use in an emergency – see Appendix A.

The contact details in the workbook are checked at least annually by the Finance Officer to ensure they are still current and valid.

Post Incident Support and Recovery

Dependent on the nature of the incident, recovery make take months or even years to achieve, e.g. in the event of a major fire or if serious injuries or death(s) occur.  The SEMT will introduce ongoing strategies on how best to support the school community not only during, but after, the disruption – for as long as it takes.

Review
This policy will be reviewed by the Leadership & Resources Committee annually, or earlier if deemed necessary by the Local Authority.
Langley Fitzurse School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
This school aims to be part of the wider community through fostering Christian values, and the development of spirituality through reflection to enhance relationships.

Approved by the Leadership & Resources Committee – XX XXXXX
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