BUSINESS CONTINUITY PLANNING

THE SCHOOL

	Name
	

	Address
	

	Telephone No.
	
	Fax. No.
	

	Email
	

	No. of classes
	

	No. of children on roll
	
	Age range of children
	

	No of teachers
	
	FTE
	

	No. of teaching assistants
	
	No. of support staff
	

	No. of female staff
	
	No. of male staff
	

	No. of children having school meals
	
	No. of children who have free school meals
	


THE CRISIS RECOVERY TEAM

	Role *
	Name
	Contact Number(s)

	Headteacher 
	
	

	Deputy 
	
	

	Assistant Head(s)
	
	

	Business Manager
	
	

	Premises Officer
	
	

	ICT Technician
	
	

	Chair of Governors
	
	


*These are suggested people who should be involved, some may not be applicable to your school and you may want to add others.

REMINDER: 


Phone the Emergency Services, if necessary

Phone Crisis Line on:  0116 252 7790 (08.30 – 17.00)  

         

                            0116 252 8899 (out of office hours)


Aided/Catholic schools – Diocesean contact: 0116 2487400
Do not talk to the media

Log decisions, actions, contact and other events. 

THE REQUIREMENTS FOR THE FIRST 48 HOURS

	Requirement *
	Additional Information
	No. required

	Rooms (with toilet facilities)
	For planning, administration and to act as a ‘operations centre’
	

	Telephones
	To contact staff, parents, LA, services etc. 
	

	Computers
	To generate letters and documents, contact people / organisations via email, research on the Internet
	

	Access to SIMs
	To access pupil records, staff records, financial information etc
	

	Printers
	To produce letters, documents etc.
	

	Photocopiers
	To mass produce letters, documents etc.
	

	Room (local to school)
	For holding a parents’ meeting
	

	Local Authority Representatives
	To attend the parents’ meeting
	

	Human Resources
	To give guidance on staffing issues and liaise with unions
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


*These are suggested requirements, some may not be applicable to your school and you may want to add others.

THE REQUIREMENTS TO REINSTATE A FULL EDUCATIONAL SERVICE

	Requirement *
	Additional Information
	No. required

	Building
	Secure, appropriate and fully risk-assessed with all utilities connected and working. Full working catering facilities.
	

	Transport to and from temporary accommodation
	For staff and pupils, with appropriate staffing if necessary at an appropriate, safe place.
	

	Toilet facilities
	Suitable for the number and gender of staff and pupils
	

	Office facilities
	Appropriate for the number of staff and with appropriate furniture
	

	Outside play area
	Secure, appropriate and fully risk-assessed
	

	Staff area
	With tea / coffee making facilities etc.
	

	Hall
	Large enough to hold assemblies and carry out PE lessons
	

	Tables
	Enough for each class
	

	Chairs
	Enough for each pupil and member of staff and appropriate sizes
	

	Telephones
	With at least two lines 
	

	Boards
	Preferably interactive for each class
	

	Computers
	Ideally at least one per class

Also for admin use
	

	Internet access
	Ideally in each class room and the office facilities
	

	Access to SIMs
	For all appropriate staff
	

	Printers
	Ideally enough to support the teaching and administration
	

	Photocopiers
	Black & white sufficient
	

	School meals 
	Free, paid and staff
	

	Milk provision
	Free and paid
	

	Fruit provision
	Free to KS1 and Foundation Stage
	

	Learning resources
	Appropriate books, software etc.
	

	Stationery
	Appropriate and sufficient exercise books, paper, pens, pencils, rulers, erasers etc.
	


*These are requirements that you may have, some may not be applicable to your school and you may want to add others.

THE ORGANISATIONS THAT PROVIDE A SERVICE TO THE SCHOOL

	Service
	Organisation
	Contact Number(s)
	Meter No. / Contract No.

	Aided/Catholic Schools Only
	Diocesan Board of Education
	
	

	Admissions
	
	
	

	Bursar
	
	
	

	Counselling
	
	
	

	Data Protection
	
	
	

	Educational Psychology
	
	
	

	Educational Welfare
	
	
	

	Electric
	
	
	

	Finance
	
	
	

	Fruit
	
	
	

	Gas
	
	
	

	Grounds Maintenance
	
	
	

	Human Resources
	
	
	

	ICT
	EDISS
	
	

	Insurance Company
	
	
	

	Internet
	
	
	

	Lifts
	
	
	

	Milk
	
	
	

	Photocopier / Risograph
	
	
	

	Property
	
	
	

	School Meals
	
	
	

	School Nurse
	
	
	

	Social Services
	
	
	


THE ORGANISATIONS THAT PROVIDE A SERVICE TO THE SCHOOL (cont.)

	Stationery
	
	
	

	Supply Agencies
	
	
	

	Taxis (for children in care)
	
	
	

	Telephone
	
	
	

	TV Licence
	
	
	

	Unions
	
	
	

	Washroom
	PHS
	
	

	Water
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


REMINDER: 


You will need to ensure that those people who are listed in this 

document are aware of their responsibilities etc.

You will need to regularly update this information as staff change,              

contact details change etc.
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