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SCOPE AND OBJECTIVES
The purpose of this Business Continuity Plan is to have an executable plan for JLE Page Education in case of an emergency. 
 
This Business Continuity Plan will be triggered in the event of: 
· An epidemic, pandemic or disease
· A natural disaster 
· A technology issue including but not limited to a data breach or cybersecurity attack
· A fire
BUSINESS FUNCTION PRIORITIES IN EVENT OF AN EPIDEMIC, PANDEMIC OR DISEASE 
 
An epidemic, pandemic or disease would impact business functions in the following ways: 
 
Service Delivery
Impact on function:
· Disruptions would negatively impact our customers and their ability to buy our goods and receive our services.
Recovery procedure: Our service would move online in the event of forced closure
Resource requirements: Adequate computer facilities for staff and pupils
 
Staff
Impact on function:
· It could be physically unsafe for staff to come and go from the workplace, e.g. by using public transport.
· Staff may have increased care/family responsibilities and due to school closure or sick family members.
· Staff may leave their jobs because of potential or actual safety concerns and/or incidents.
· Staff may experience personal trauma such as death or sickness of family members as a result of the epidemic/pandemic/disease.
· It is necessary for customers/suppliers to be in close physical contact with staff which could be physically unsafe.
Recovery procedure: Establish and communicate to staff policies on Health and Safety in light of the epidemic
Resource requirements: VPN set up to allow all staff to work from home
BUSINESS FUNCTION PRIORITIES IN EVENT OF A NATURAL DISASTER
A natural disaster would impact business functions in the following ways: 
 
Service Delivery
Impact on function: Flooding to area around Lichfield office may make area unsuitable for use
· Recovery procedure: Ensure all key documents and IT technology are stored on upper floor. All lessons moved to other sites or online.
· Resource requirements:  VPN setup to allow all staff to work from home.
 




Staff
Impact on function: Staff may be unable to access building
· Recovery procedure: Lessons will be moved online or to alternative buildings
· Resource requirements: Maintain facilities at both sites
BUSINESS FUNCTION PRIORITIES IN EVENT OF A FIRE 
A fire would impact business functions in the following ways: 
 
Service Delivery
Impact on function: Damage to one or more work areas. Loss of IT equipment and resources
· Recovery procedure: All lessons moved to other sites/online	
· Resource requirements: Ensure both sites are maintained with facilities at both to enable movement between sites if needed 
Staff
Impact on function: Staff unable to work in a particular environment.
· Recovery procedure: Ensure second site is set up. Ensure online opportunity is available for staff to work from home
· Resource requirements: Laptops and internet connections for staff
BUSINESS FUNCTION PRIORITIES IN EVENT OF A TECHNOLOGY ISSUE 
A technology issue would impact business functions in the following ways: 
 
Service Delivery
Impact on function: Computers and Software used to run activities may be compromised
· Recovery procedure: Paper registers and copies of work schemes to be kept on site
· Resource requirements: Locked area to maintain confidential resources
 
Staff
Impact on function: Use of online or computer resources may be restricted due to loss of internet/shared areas
· Recovery procedure: Paper copies of resources to be used
· Resource requirements: Master documents kept as paper copies in a secure location
RECOVERY PLAN
 
1) Response Personnel
 
The recovery team is responsible for maintaining business continuity and acting upon this Business Continuity Plan to ensure minimal business disruption.
 
Team Leader
 
John  Page
· Email address: jlepageeducation@hotmail.com
· Role: Team leader
· Responsibilities: Review plan yearly. Review resources on a 6 monthly basis
 
Team Members
The following are the current team members on the recovery team:
 
Edward Page
· Email address: jlepageeducation@hotmail.com
· Role: Deputy
· Responsibilities: Training and management of staff
 
2) Relocation Strategy
 
A. Teams to be Relocated 
· All staff - At an alternate worksite
B. Resources/Equipment to be Relocated 
· None
C. Details of Alternate Business Site
· 176 Watling Street, Cannock, Staffordshire, WS110BD, England
3) Communications
 
A. Internal Communications
 
The staff member in charge of internal communications on the current state of recovery is:
	Name
	Email address
	Role

	John Page
	jlepageeducation@hotmail.com
	Team leader


 
B. External Communications
 
The staff member in charge of customer communications on the current state of recovery is:
	Name
	Email address
	Role

	John Page
	jlepageeducation@hotmail.com
	Team leader


 
REVIEW AND TESTING 
 
This Business Continuity Plan will be reviewed every One year. This Business Continuity Plan will be tested every One year.
 
