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Phoenix Progress - Business Continuity Policy

Policy approved by: Jonathan Henery (Director)
Date reviewed: January 2026
Next review date: January 2027

1. Purpose
The purpose of this policy is to ensure that Phoenix Progress can maintain critical activities and recover effectively from any business disruption while continuing to meet all safeguarding, contractual and statutory responsibilities.
Phoenix Progress recognises that continuity of education, welfare support and safeguarding arrangements is essential for the children and young people we support. This policy sets out how we will respond to unforeseen disruption and ensure that services remain safe, stable and resilient.

2. Scope
This policy applies to all areas of Phoenix Progress operations, including:
· Staff, volunteers and associates
· Service delivery and client provision
· Safeguarding and welfare systems
· Information technology and data systems
· Communication with schools, families and Suffolk County Council
This policy applies to all employees, contractors and volunteers working on behalf of Phoenix Progress.

3. Critical Activities
Phoenix Progress has identified the following as critical activities essential to the safe and effective operation of the organisation:
· Delivery of education, support and intervention programmes
· Safeguarding and child protection procedures
· Communication with pupils, families, placing schools and Suffolk County Council
· Staff management and operational leadership
· Data protection and record keeping
· IT and digital learning systems
These activities will be prioritised in the event of any business disruption.

4. Risks of Business Disruption
Phoenix Progress recognises that disruption may occur as a result of a range of internal or external factors, including but not limited to:
· IT system failures or cyber incidents
· Staff shortages due to illness, emergency or unforeseen circumstances
· Physical damage to premises (for example fire, flood or structural damage)
· Power outages or utility failures
· Internet or telephone failures affecting communication
· Local or national transport disruption
· Severe weather events
· Public health emergencies
Phoenix Progress actively monitors operational risks and maintains contingency planning to minimise the impact of disruption.

5. Recovery Timescales
In the event of disruption, Phoenix Progress will prioritise the restoration of safeguarding systems, communication channels and service delivery.
Recovery timescales will be determined by the nature and severity of the disruption; however, safeguarding and welfare arrangements will be maintained at all times.

6. Recovery Actions and Contingency Planning
Phoenix Progress has established the following contingency arrangements:
IT Failure
Backup systems, cloud storage and secure remote access arrangements are used to ensure continuity of data access and service delivery.
Staff Shortages
Staff are cross-trained where appropriate and contingency staffing arrangements are in place to ensure continuity of supervision, safeguarding and education provision.
Premises Disruption
In the event that premises are unavailable due to safety concerns or emergency, Phoenix Progress will suspend on-site delivery and implement remote education and welfare provision where appropriate.
The Director and Head of Provision will notify placing schools, parents/carers and Suffolk County Council immediately and agree appropriate contingency arrangements.
Welfare and Safeguarding
Safeguarding procedures remain fully operational at all times. DSL cover is maintained and safeguarding reporting routes remain unchanged.

7. Business Continuity Arrangements
Business continuity arrangements are designed to:
· Enable Phoenix Progress services to continue or be recovered swiftly
· Ensure safeguarding responsibilities are fully maintained
· Protect the welfare of children and young people
· Maintain communication with families, schools and local authority partners
· Ensure data protection and information security is preserved

8. Responsibilities
The Director is responsible for:
· Maintaining and reviewing the Business Continuity Plan
· Ensuring staff are trained in continuity procedures
· Ensuring contingency arrangements are in place
· Notifying partners and stakeholders of any service disruption
· Overseeing recovery planning
Staff and Volunteers are responsible for:
· Understanding and following continuity procedures
· Reporting any disruption or emerging risk immediately
· Supporting the implementation of contingency arrangements
· Maintaining safeguarding and welfare responsibilities

9. Monitoring and Review
This policy and the associated Business Continuity Plan will be reviewed annually or sooner if there are:
· Significant operational changes
· New risks identified
· Changes to statutory guidance or contractual requirements
Phoenix Progress is committed to continuous improvement and organisational resilience.
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