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Introduction

This plan sets out our school’s continuity management response arrangements and helps us be prepared for, and recover from, unexpected disruptions.

Disruptions are part of everyday school life and most are dealt with as “business as usual”.  This plan sets out how we will deal with the more serious incidents that affect our critical activities.  

A Business Impact Assessment has been undertaken to identify our critical activities and the measures we have put in place to limit the effect of disruption.  It is not possible, or feasible, to write a plan for every possible disruption so only our critical activities are covered.

Our critical triggers would be: 
· Significant loss of staff 
· Utility supply failure 
· ICT failure 
· Partial loss of premises 
· Complete loss of premises 
It is structured as follows:

	Section
	Purpose

	Risk assessment
	to consider the specific vulnerabilities of our school

	Business impact analysis
	to analyse what specific failures would mean for us

	Resource requirements for recovery
	to consider what would need to be done to recover

	Business continuity plan
	to specify in advance the actions we would need to take during a business interruption. 



This plan will be activated in the event of a critical incident or an emergency (i.e. when incidents occur
that impact on the delivery of our critical activities and when normal responses procedures and coping strategies are deemed insufficient to deal with the effects).

This plan is complementary to, but does not replace the ‘Emergency Plan’.  Some critical incidents can reasonably be described as emergencies and the terms used are interchangeable throughout both of these documents.

If an incident occurs the most senior member of the team will take charge. See School Emergency Response Team (SERT) within the Premises Emergency Plan for further details. There is a member of the Senior Leadership Team (SLT) on site (and not teaching) at all times. This is either the Head, Deputy Heads or Assistant Head. 











Risk Assessment

** These categories are defined as follows:
	Impact
	Likelihood
	Risk
	Recommended action

	High
	High
	A
	High risk – you must prevent or reduce the risk using the planning tools contained in this document

	High
	Low
	B
	Medium risk – you should plan for continuity using the planning tools contained in this document

	Low
	High
	C
	Low risk – manage or contain the risk

	Low
	Low
	D
	Acceptable risk - no action required



	Specific Failure
	Impact*
	Likelihood*
	Risk*

	Loss of staff
	H
	L
	B

	ICT failure
	H
	L
	B

	Complete loss of premises (including bomb threat and flooding)
	H
	L
	B

	Partial loss of premises (including bomb threat and flooding)
	L
	H
	C

	Utility supply failure
	H
	L
	B



	Risk assessment completed by
	Name
	Russell Bond

	
	Date
	April 2024



Protocol

In the event of a loss of services identified in the morning when Site staff open school, Head to be informed immediately and agreed actions to be carried out. Feedback to be provided to all senior leaders as soon as possible. This will enable quick decision making in terms of partial/full closure and communications with parents/carers/governors/LA.

Site staff may also identify safety issues regarding inclement weather, the same protocol will apply to contacting the Head. See inclement weather policy as this may affect staff being able to get to school, resulting in a partial/full closure.

If school in operation – kitchen to be checked by Site Staff to ensure everything is safe.

Hard copies to be kept in Site Office, Front Office, in the event of power/IT failure they can still be accessed.  

Business Impact Analysis
	Specific Failure:
	SIGNIFICANT LOSS OF STAFF



Effect on Service:

What would the specified failure actually look like? Here is what couldn’t be done that is usually done, what would happen that doesn’t usually happen etc.
	Time
	Effect on School:

	First 24 hours
	· Unable to comply with Health & Safety requirements/regulations
· Reputation damage if closure is required


	24 – 48 hours
	· Inability to offer differentiation to meet needs
· Unable to comply with maximum capacity strategy (KS1)

	Up to 1 week
	· Unable to meet the individual needs of named (SEN) children
· Unable to meet the required 190 day entitlement for learning 

	Beyond 2 weeks
	· Impact on progress and attainment of pupils.
· Vulnerable pupils at risk as school unable to monitor their well-being.




	Business impact analysis completed by
	Name
	Russell Bond

	
	Date
	April 2024
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	Specific Failure:
	SIGNIFICANT LOSS OF STAFF



Resource requirements for recovery

	Time
	What do we need to do?
	Resources needed (e.g. staff, computers, vehicles)
	Where we can obtain those resources?

	First 24 hours
	Identify staffing requirement for school
to remain open.

Inform parents of any changes to times school will be open/closed or closure of any year groups or classes.

Re-organise staff to cover classes if possible. Utilise HLTA/Unqualified Teachers and Level 3 Teaching Assistants as cover supervisors for teaching groups.

Book supply staff to cover if possible.

Nominate a response/recovery team in
the absence of SLT.
	Use school app, school website, email to parents, Facebook page updated (if running), (inform local radio stations if full closure). This can be done remotely.

Use staff in school, identify competent
qualified members of staff for cover.

Supply can be booked remotely by SLT or Office Manager.

Identify competency of staff required for the team.

Access snowline to use in communication for all staff.
	Computers/phones in school or access from home.

SLT to contact outside agencies from snow-line list.

School Business Manager/office Manager to contact office team and any supply agencies.



	24 – 48 hours
	Ensure children at home can access their learning.

Contact other schools for staffing support.
	Utilise L2 Teaching Assistants that are
qualified HLTA’s for teaching groups.

Contact part-time teaching staff with
regard to working additional hours.

Reduce times for nursery and time for
twos children to enable school to utilise
staff in other areas.

Deliver devices to children if learning is being delivered remotely.


	Remote Teams/IT Technician to sort any devices to be issued to children.

HT/SLT to contact staff.

Admin to contact parents using Integris/school app/website/Fb page.


	Up to 1 week
	All as above

Consider meals for children entitled to FSM.

Consider contact with vulnerable pupils/families.

	Liaise with the kitchen or consider issue of supermarket vouchers to parents.

Liaise with external partners to support vulnerable families/pupils.


	Shires Catering or Wonde vouchers. (or alternative caterers with capacity)

	Up to 2 weeks
	All as above

Longer term supply/fixed term contracts.
	Supply Agencies and recruitment via Tribepad.
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	Specific Failure:
	SIGNIFICANT LOSS OF STAFF




	Action
	Tick

	Identify absent/missing staff.
	

	Nominate response/recovery team in the absence of SLT

	

	Liaise with staff (depending on the nature of the interruption).


	

	Identify classes/year groups that have been disrupted
	

	Organise staff cover as above
	

	Move any endangered people to safety – referring to the school’s emergency plan as appropriate
	

	Start a log of actions taken
(use the log sheet on the next page to record actions)
	

	Identify functions disrupted
	

	Convene Response / Recovery Team

	

	Provide information to staff

	

	Provide information to families

	

	Decide on course of action

	

	Communicate decisions to staff and business partners

	

	Provide public information to maintain reputation and business

	



After the event

	Action
	Tick

	Notify stakeholders of return to normality
	


	Debrief
	


	Formally review this plan
	


	Report to Governors and/or Children’s Services if appropriate
	




Business Impact Analysis

	Specific Failure:
	UTILITY SUPPLY FAILURE



Check electricity supply issues here:

https://cas5-0-urlprotect.trendmicro.com:443/wis/clicktime/v1/query?url=https%3a%2f%2fpowercuts.nationalgrid.co.uk&umid=1afe257a-f7b4-4c41-b4e4-38684f393c37&auth=29c619b4bc4935327b852efef0a4a04e9846e2b6-f357ff6ebfb15ff8f091e1138469bada9e70c93a

Effect on Service:
What would the specified failure actually look like? Here is what couldn’t be done that is usually done, what would happen that doesn’t usually happen etc.

	Time
	Effect on School:

	First 24 hours
	· Inability to open school for students and/or staff
· Loss of ICT and communications
· Unable to comply with Health & Safety regulations/requirements
· Loss of heating and hot water to school and kitchens and possibly unable to provide hot food or any food
· Unable to use toilets due to no water supply


	24-48 hours
	· Possible damage to reputation
· Assess the length of time for the disruption with energy/water
· Consider H & S impact
· suppliers/contractors.
· Dealing with enquiries from parents
· Concerns RE vulnerable pupils/families
· Spoilt food to be disposed of
· Remote learning considered


	Up to 1 week
	· If power or water failure continues then alternative education will need
to be considered - remote learning plan or alternate location(s).
· Lettings cancelled and loss of income


	Up to 2 weeks
	· As above




	Business impact analysis completed by
	Name
	Russell Bond

	
	Date
	April 2024







Resource requirements for recovery
	Time
	What do we need to do?
	Resources needed (e.g. staff, computers, vehicles)
	Where we can obtain those resources?

	First 24 hours
	1. Communicate any closure or changes to normal business
2. Feed students and staff if still on site
3. Plan to operate without ICT
4. Comply with Health and Safety obligations
5. Use on-site walkie-talkies (can be charged overnight at staff homes if needed) as means of communication within school
6. Monitor temperatures on site if no heating. 
7. If heating failure classroom temperatures to be monitored. Children to be moved to hall which can be kept warm using electric heaters (decision would be made on partial/whole school closure).
	1. School App, Website and Facebook page utilised. Head/IT Tech/Business Manager to put out messages
2. Locate alternative catering provision or alternate menu such as grab bags
3. ‘Contingency’ lesson plans - staff to use paper copies of planning, pen and whiteboards for teaching
4. Professional and technical advice to be sought

	1. Schools ICT staff, databases using offsite ICT link i.e. neighbouring school
2. Neighbouring school premises
3. Teaching and support staff
4. LEA Health & Safety Mike Morton 7877


	24 – 48 hours
	1. Ensure that cause of failure is understood by stakeholders

	1. Agreed information and media messages (school app, school website, school Facebook page, press, local radio)
	1. Senior staff & governors.
2. Professional communication service
3. School and LEA website
4. Local media outlets

	Up to 1 week
	1. Contact local schools within cluster to check on availability of additional teaching space.
2. Contact other local schools as above
3. Contact LA as above
4. Consider hire of plant machinery to replace boiler etc.
	
1. Use school or personal phones

	
1. Clerical list of local contact numbers

	Up to 2 weeks
	As above
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	Specific Failure
	
UTILITY SUPPLY FAILURE

	Date plan prepared
	April 2024

	Author
	Russell Bond



	Action
	Tick

	Liaise with Emergency Services
(depending on the nature of the interruption)
	

	Move any endangered people to safety – referring to the school’s emergency plan as appropriate
	

	Start a log of actions taken
(use the log sheet on the next page to record actions)
	

	Identify any damage

	

	Identify functions disrupted

	

	Convene Response / Recovery Team

	

	Provide information to staff/parents/governors

	

	Decide on course of action

	

	Communicate decisions to staff and business partners

	

	Provide public information to maintain reputation and business

	



After the event

	Action
	Tick

	Notify stakeholders of return to normality
	


	Debrief
	


	Formally review this plan
	


	Report to Governors and/or Children’s Services if appropriate
	











Business Impact Analysis

	Specific Failure:
	COMPLETE ICT FAILURE






Effect on Service:

What would the specified failure actually look like? Here is what couldn’t be done that is usually done, what would happen that doesn’t usually happen etc.

	Time
	Effect on School:

	First 24 hours
	· Telephone system inoperable
· No contact possible - LA, parents etc
· Heating could fail as system is digitally controlled from LA
· Unable to contact parents from school systems
· Unable to deal with email/correspondence
· Magnetic locks on doors inoperable after 4 hours so need to consider security and safeguarding as doors would be open (the doors are safe on fire exits).
· Alarm monitoring systems would also cease working after back-up batteries flatten (some time after the first four hours).

	24 – 48 hours
	· Lesson Plans, resources cannot be accessed
· Teaching and learning disruption
· Teacher unable to plan lessons
· Fire monitoring system batteries last for 24 hours so we need to think about

	Up to 1 week
	 As above

	Up to 2 weeks
	 As above



	Business impact analysis completed by
	Name
	Russell Bond

	
	Date
	April 2024





  

Resource requirements for recovery

	Time
	What do we need to do?
	Resources needed (e.g. staff, computers, vehicles)
	Where we can obtain those resources?

	First 24 hours
	· Utilise mobile phones to keep in touch.
· Use on-site walkie-talkies 
· Provide lessons via hard copy materials
	· Personal mobile phones
· Books, worksheets
	· Staff/parents
· Library, resource cupboards

	24 – 48 hours
	· Ensure heating is switched to manual control

· Ensure staff have ICT access at home

· Considered alternate access from cloud


	· Site staff
· IT Provider/Engineers

· CC4/Sharepoint/Teams anywhere to access school files
	· Home, other local schools, authority buildings (i.e. library)
· RM Education
· Dudley IT


	Up to 1 week
	· Continue to teach using hard copy materials.

	· ‘Contingency’ lessons plans – offsite learning
· Identify what further materials staff need to
· continue to deliver lessons
	· TA time for copying, sourcing etc.
· Additional time required for photocopying etc.
· Source home learning devices for parents to collect if needed.

	Up to 2 weeks
	As above

	

	· Continue with on-line home learning
· DSL/SLT to contact parents and families and identify additional support required.
· DSL/FSW to contact families with Safeguarding concerns. Continue to update parents.



Business Continuity Plan


	School
	
BRIERLEY HILL PRIMARY SCHOOL
	





	Specific Failure
	
COMPLETE ICT FAILURE
	

	Date plan prepared
	April 2024
	

	Author
	Russell Bond 
	



	Action
	Tick

	
Liaise with Authority ICT team

	

	Start a log of actions taken (use the log sheet on the next page to record actions)

	

	Identify any damage

	

	Identify functions disrupted

	

	Convene your Response / Recovery Team

	

	Provide information to staff

	

	Decide on course of action

	

	Communicate decisions to staff and business partners

	

	Provide public information to maintain reputation and business

	



After the event

	Action
	Tick

	Notify stakeholders of return to normality
	


	Debrief
	


	Formally review this plan
	


	Report to Governors and/or Children’s Services if appropriate
	






Business Impact Analysis
	Specific Failure:
	LOSS OF PREMISES



A school could not carry on day to day business without premises.  Even half loss of premises would result in an unsafe environment for children by overcrowded areas.

For this eventuality we have devised a ‘Location Recovery Procedure’ listing what would be required for varying timescales of the loss.

Please see full procedure on page 14 and 15

LOCATION RECOVERY PROCEDURE
In the event of the school being unusable, the following procedure will be initiated:
Minor incident (2/3 days)
· Children to be sent home, and contacted when school is ready for occupation by
 e-mail, website, Facebook page.
Incident duration more than one week
· Local Authority asked to oversee recovery in liaison with school
· Review to take place at this time by school senior management group
· Parents to be notified by news media (TV, radio and printed media) plus internet and telephone.
· Consideration given to work children could do at home where appropriate (see Remote Learning Plan)
· Home education service implemented wherever possible

Longer term / major incident (more than one / two months)
· Alternative premises to be investigated by Local Authority
· Mobile units to be leased – LA to advise and procure
· Units will be installed on hard standing in areas identified and agreed with LA, possibly at another local school as well.

N.B.  Access to services – for example water/electricity/drainage/security required



[bookmark: _Toc102544034]Recovery Centre: details required

· The school will require documentation outlining (to be agreed at the time):

	Issue
	Requested / Considered?
	Notes

	Map of location





	
	

	Plan of building(s)





	
	

	Main services details (Power, water etc)





	
	

	Area





	
	

	Facilities





	
	

	Travel arrangements





	
	

	Communications details - telephone number(s)





	
	

	Mail (redirection)




	

	

	Stock / supplies




	
	

	Location of stop cock





	
	


	Location of fire hydrants





	
	

	Fire detection system in place?
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	School
	
BRIERLEY HILL PRIMARY SCHOOL
	


	Specific Failure
	
LOSS OF PREMISES
	

	Date plan prepared
	April 2024
	

	Author
	Russell Bond
	



	Action
	Tick

	Liaise with Emergency Services
(depending on the nature of the interruption)
	

	Move any endangered people to safety – referring to the school’s emergency plan as appropriate (with Brierley Hill Mosque being relocation point if site evacuated)
	

	Start a log of actions taken
(use the log sheet on the next page to record actions)
	

	Identify any damage

	

	Identify functions disrupted

	

	Convene your Response / Recovery Team

	

	Provide information to staff

	

	Decide on course of action

	

	Communicate decisions to staff and business partners, families and governors

	

	Provide public information to maintain reputation and business

	



After the event

	Action
	Tick

	Notify stakeholders of return to normality
	


	Debrief
	


	Formally review this plan
	


	Report to Governors and/or Children’s Services if appropriate
	






REMOTE LEARNING PLAN

School closure can have a negative impact on the education of children. In the event of closure or partial closure for a week or move, it may be necessary to consider how some form of education can be provided to our pupils via remote learning.  To this end the following plan has been formulated:

There are options available for the delivery of remote learning:

1. An IT based, managed learning platform using web-based materials that give pupils home access, school currently use Tapestry.
2. Access through the school website and links to resources.
3. Hard copying learning materials using books, worksheets etc. where appropriate and for children/families that cannot access online.
4. A combination of both electronic and hard copy.
5. Devices loaned to pupils to use at home.
6. Internet access to be considered for children as required.

Determining which method to be employed or whether a combination of both is used will be the responsibility of SLT and  the decision will be taken as part of the development of this Business Continuity Plan and in conjunction with class teachers/DSL/SENDCo and governors.

School Closure/Partial Closure

The need for some form of remote learning will depend upon when the school closes or partially closes and how long it will be closed for. Where closure is for more than a week, consideration must be given to the impact this would have on education and the possibility of providing some form of remote learning.

However, if closure were to occur close to a long holiday period, the impact may not be as severe as at the start of a term. In these circumstances, consideration will be given to how negative the impact would be and how urgent the need to provide remote learning is.


Materials

Electronic Learning

First, we must determine the proportion of pupils with I.T. facilities at home and who has access. Pupils without access, it may be possible to loan these children a school laptop or other device. Pupils may be able to gain access to systems via internet facilities away from the home environment (i.e. friends/neighbours/library), if not, school would consider funding access to enable learning.

Delivery of Remote Learning

For electronic materials the method of delivery with either be direct to each pupil via email or onto the Learning Platform/School website, where children can gain access.

Hard copy materials can be collected by pupils/parents at given times from the school. Collection times for each class/phase will be staggered to prevent too many people gathering at school at any one time. Staff can also be utilised to deliver learning and check-in with families.

Remote Support
Remote support will be provided by staff via email address or telephone.  Parents will also be provided with information as to how they can support the remote learning.  Communication of arrangements for parents/carers to notify school of concerns (promote use of Safeguarding email).

Collection and Marking
A deadline for completion of work and its submission will be set daily.  Methods of submission will be agreed if hardcopy work has been issued and feedback will be given. Seesaw allows for verbal feedback to be given as well as written.

Post Closure Issues

Following any extended closure, a determination will be made as to the short-fall in education.  Priorities for ‘catching up’ will be identified although gap analysis.

Should closure fall within the timescale for SATs examination, guidance will be sought from the relevant body.
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