)l 0} 8suodsal jJusnbssuos sy pue
N ‘UEId S1u) S1epdn pue Juswanoidwi | Juspioul ey} woy peules suosss| jo Jybj|
1oJ suoyepuswwosal jusws|duw ur ueid Aynuguo) ssauisng siyy meinay 9

‘Payilusp! suosss)| Aue pue
'Se[easaw pajeubisep | JUSWA0IdWI Joy seRiuNpoddo Juswnaop

ulypm pejuswa|duwi sle apiou 0] Jodal Juspioul 1sod e 8)9|dwon

O 8u} woyy Buninsas suopoe sy jey)
ainsua o} wes | juswsbeueyy Juspiou| ‘g)elidosdde
SI00Y9S 8y} Jo siequisw [je Ag pamairsi il slsuped/sisliddng pue yejg

89 p|noys Jodal yalig-ap juspiout ay | UM Juspiour ay) jo Jaugap, e jno Aied G

‘1o8y8e ‘Jensn se ssauisnq,

O ur Jebuoj ou si uey Ainuguoy ssaulsng 0} uinjal syj ejediunwiwos ‘sle|dwoo
OU} jeL sueme aue yejs jle ainsuz | aJe suopoe uondwnsal pue Aienooal /U b
‘Bulliesunos sduwiexa oy ‘'s90IAI9S
Ulieay Jo asn sy Japisuos o) pesu Aew

] wes | juswsBeueyy juspiou) sjooyos ay) 'slidnd pue yels Jo spasu Loddns
JUSpIOUI BY} JO BINjEeU B} U Buipuadag ws) Buoy pue Buiobuo Aue o) puodsay ©
U uspioul 8 Jo ynsal e se pasnoul
ainjipuedxa ||e piodal o} enuguog ¥
‘pajeoipul
0 Aires)o uonsjdwos 1oy Ayiqisuodsal yym sasioeid Bupjiom

SS[eosaly Jsutebe jos pue ueid uogoe | feuuou yo uopdwnsal pue Aisnoos, jgeus
o POIZIOP o0 [11 Suoioe peaby | 0} pauinbes suooe oy ueid pue seiby

(89310
8/qIsuodsal
10 spiejap (AtBuipioaoe

X0q x0943)

——\ E [ Er Lok ]

'SISeq Wa} 19buoj e uo buipjing Jususyip e wol} 69 Seouejswinolo mau
18pun paisallep aq 0} pssu Aew suopesado [ewou ‘pabuojoid s juspiou 83 Jo 10edw sy} sseyp\ |

ssjeosalwun ejeudoidde uiyum paisrosal aie
asuodsas Aynunuoo ssauisng JnoAk jo Jed se papuadsns sapiAoe [BO11ID uou Aue ainsus o) m

jqissod se Appinb se jensn se sssuisng, 0y wnj2i 0] m

_esoding.
034 05

_______ 3SYHd NOILAWNSIN ANV ANTA

__NOILJANS3H ANV AYIAOO3H 05 |




‘_,. Use of a secure external network, virtualised network or
secure cloud that can be accessed via the internet to allow
extra back up and protection for your files

2. Manual workarounds: ensure there is a record of where
pre-printed forms etc are stored and that there are
procedure guides to inform their use where necessary

3. Access systems via the internet outside of your network
for secure, cloud based applications.

4. Ensure that anyone who requires ICT to undertake critical
activities has the Ability to work at home where possible
and appropriate. Ensure that critical

equipment is taken home where practical and possible
and consider procuring mobile equipment for these users.

5. Using different ways of working. This includes: changing
work patterns, suspending ‘non critical’ activities to focus
on your priorities and assist the recovery of critical systems
in the first instance with a phased approach for all other
ICT ‘non critical’ activities.

—

Use of temporary staff (teaching/non teaching)

Multi-skilling/cross training to ensure staff can undertake different roles and
responsibilities.

Using different ways of working to allow for a reduced workforce. This could
include:

Use of pre-prepared educational materials that allow for independent learning
Team activities and sports to accommodate larger numbers of pupils at once
Larger group sizes (subject to relevant ratios)

Virtual learning environment opportunities

s

Suspending ‘non-critical’ activities to focus on your priorities

i

Using mutual support agreements with other schools to focus on your priorities

Ensuring that the business continuity aspects of staff management are
considered in all management arrangements, e.g. managing attendance, job

descriptions, contractual requirements etc.

-

Pre-identified alternative suppliers

Ensuring all external providers have a Business Continuity Plan in place and

you understand the impact to their plan on the delivery of your critical activities
in the event of an incident

Insurance cover

i

Using mutual support agreements with other providers

Using alternative ways of working to mitigate the loss, e.g. suspending
activities.
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&

Purpose

m To ensure that ‘critical activities’ are resumed as quickly as possible and/or continue to be delivered

during the disruption

m To activate one or more of your business continuity strategies to enable alternative ways of working
@ To make best use of potentially limited resources by suspending ‘non critical’ activities

Take time to understand and evaluate the
impact of the incident on ‘business as usual’
activities by communicating with key
stakeholders to gather information.

Depending on the incident, you may need
additional/specific input in order to drive
the recovery of critical activities. This may
require the involvement of external
partners.

Plan how critical activities will be
maintained, utilising pre-identified or new
business continuity strategies (see
section 5.3 for your pre-identified
strategies).

Consider:

Immediate and ongoing priorities
Communication strategies
Resource availability
Deployment of resources
Roles and responsibilities
Finance

Monitoring the situation
Reporting

Stakeholder engagement
Any welfare issues

Planning the recovery of non
critical activities

Identify any other stakeholders who may be
required in the business continuity response

Depending on the incident, you may need
additional/specific input in order to drive
the recovery of critical activities; this may
require the involvement of external
partners.

Log all decisions and actions, including
what you decide not to do and include your

decision making rationale.

Log all financial expenditure incurred as a
result of the incident

Deliver appropriate communication actions
as required

Ensure methods of communication and
messages are developed as appropriate

to the needs of your key stakeholders e.g.

Young people, Staff, Partners/Carers,
Suppliers, Local Authority, Central
Government Agencies efc.
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3.0 INCIDENT MANAGEMENT ____

and the public
m Protect vital assets e.g. equipment, data, reputation

m Ensure urgent and necessary communication takes place
m Support the Business Continuity phase

m Support the Recovery and Resumption phase

If the disruptioniis not a ‘no
notice’ emergency, section
4.0 will be of more

relevance to you.

| REQUIREMENT R (VS e, o) SNCTIIONERS

' DONE? | WHO?
| (Check box | (Insert

| accordingly) | details of
" a_wno:ms\m
Officer)

AR )

1. | Make a quick initial assessment. "Gather and share informationto |

s Survey the scene/situation facilitate decision-making and enhance

m Assess the impact on young people and the response.

staff

m Assess (i.e. scale/severity, U

duration & impact)
s Disseminate information (to others)
m Call the Emergency Services if needed
m Evacuate the building if

necessary
2. | Nominate individuals to carry out Incident
Management roles, as appropriate. O

3. | Ensure a log of key decisions and actions is
started and maintained throughout the O
incident

4. | Where appropriate, record names and This information should be held securely
details of any staff or pupils that may have | as it may be required by Emergency 0
been injured or affected by the incident as Services or other agencies during or
part of your incident record keeping. following the incident.

5. | Log details of all items lost by young people,
staff, visitors etc as a result of the incident, if U
appropriate
6. | Assess the key priorities for the remainder Consider actions to ensure the health,

of the working day and take relevant action | safety and well-being of young people,
staff and the wider community at all times.
Consider your business continuity
strategies, i.e. alternative ways of working,
re-location to your recovery site etc to
ensure the impact of the disruption is
minimised. O
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Business Continuity Plan

_PLAN DETAILS _

| Date Written May 24
Plan Owner Oosiak €ddion-Doxe s
Plan Writer S
Version Number =
Review Schedule Annually
Date of Plan Review May 25

| CONTROL _

"Date | Change Details | Approver

'CONTENTS

A PLAN ACTIVATION
MANAGEMENT

‘B INCIDENT

This template and associated guidance has been designed to complement and enhance existing Local Authority
procedures and guidance, such as those covering Educational Visits and Health and Safety in Education Premises.
It does not supersede those procedures or any existing arrangements for contacting key partners and the
Emergency Services during a critical incident.

As a user of the Business Continuity Plan you must familiarise yourself with the whole document upon receipt of it,
and wherever necessary, raise any queries immediately with the Plan Owner.



