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BUSINESS CONTINUITY PLAN


[bookmark: _Hlk133606646]SCOPE
1.1	The Civil Contingencies Act 2004 places a duty on the local authority to ensure that it is prepared, as far as reasonably practical, to continue to provide critical functions in the event of disruption.
1.2	Whilst this is not a statutory duty for a Parish Council, it is Perton Parish Council’s intention to recognise the importance of producing and maintaining a Business Continuity Plan for implementation in the event of disruption to the day to day running of the Council and Civic Centre.  This plan identifies the instances of disruption, the immediate response, the procedures to follow to maintain continuity of service and the follow-up procedures and necessary changes to service delivery, where such services are disrupted by factors within the Council’s area of responsibility.
1.3	The Plan provides the framework in the order for the Council to mobilise its response and undertake work to prevent or mitigate the severity of potential disruptions. This plan identifies the first reactions, recovery objectives, structure for implementation, monitoring, follow-up procedures and communication process to keep everyone informed of necessary changes to service delivery.
Distribution list
Parish Clerk
Assistant Clerk
Chairman of Parish Council 
Chairman of Management and Finance Committees
[bookmark: _Hlk133607142][bookmark: _Hlk133607333]STORAGE OF BUSINESS CONTINUITY PLAN
2.1	A hard copy of the BCP can be found on staff notice boards and in the clerk’s filing cabinet.
2.2 	The electronic version of this BCP is located in one drive and on the hard disk held by the Chairman.
CORE BUSINESS OF THE COUNCIL
1.1 The council provides a local parish council service to its electorate which includes the provision of:-
a) Website and noticeboard information
b) Bus shelters, noticeboards, Jubilee flower beds
c) Perton Civic Centre
d) Managing the finances of Perton Parish Council and using the Precept for the benefit of the community
3.2	Other assets include:
a) Jubilee signs
b) Defibrillators 
3.3	Risks – which could invoke the Continuity Plan
a) National disasters
b) weather related problems, ie flood, fire
c) Air crash
d) Highly contagious disease (Epidemic/Pandemic)

3.4	Failures
a) Equipment
b) Services
3.5	Losses
a) Staff/Councillor through resignation
b) Staff/Councillor through death
c) Staff/Councillor through long-term injury/sickness
d) Staff/Councillors through death or serious injury whist working for the Council
e) Equipment theft, breakage or major damage
f) Loss of Council record through theft, fire or corruption of files
3.6	The Clerk is the first point of contact for all emergencies and business continuity actions.  The Clerk will implement all business continuity actions where possible.
3.7	If the clerk is not available and urgent action is required the Parish Chairman, Parish Vice Chairman, or Chairman of relevant committee should be contacted.
Council Contacts: 01902 745971 
Clerk – clerk@pertonparishcouncil.gov.uk 
Assistant Clerk –  office@pertonparishcouncil.gov.uk 
Admin Assistant –  bookings@pertonparishcouncil.gov.uk 

Civic Centre key holders
Key holder name 
Becky Hodgetts (Clerk) 
Louise Higgins (Assistant Clerk)  
Caroline Harvey (Cleaner) 
Stephen Dwyer (Caretaker) 
Richard Holdcroft (Caretaker)  
Mark Hardiman (Relief Caretaker) 
John Leaver (litter warden/relief caretaker) 
Councillor Contact Details
	Wrottesley 

	Philip Davis
	24 Raglan Avenue
	
	p.davis@pertonparishcouncil.gov.uk 

	Sam Payne 
	31 Hoylake Road 
	
	s.payne@pertonparishcouncil.gov.uk 

	John Sargent 
	15 Parkdale Court 
	
	j.sargent@pertonparishcouncil.gov.uk 

	East

	Penny Allen 
	12 Cranbrook Gove 
	
	p.allen@pertonparishcouncil.gov.uk

	Nigel Caine
	120 Richmond Drive, 
	
	n.caine@pertonparishcouncil.gov.uk 

	Brenda Walters
	17 Oatlands Way
	
	b.walters@pertonparishcouncil.gov.uk 

	Judith Evans 
	High Elms, Mill Lane 
	
	j.evans@pertonparishcouncil.gov.uk 

	Lakeside

	Sue Beardsmore 
	27Coleridge Drive 
	
	s.beardsmore@pertonparishcouncil.gov.uk 

	Keith Elder
	47 St. Andrews Drive
	
	k.elder@pertonparishcouncil.gov.ukj

	Christopher Evans 
	34 Egelwin Close 
	
	c.evans@pertonparishcouncil.gov.uk 

	David Glynn
	16 Leasowe Drive
	
	d.glynn@pertonparishcouncil.gov.uk 

	Rita Heseltine
	5 Formby Avenue
	
	r.heseltine@sstaffs.gov.uk 

	Angela James
	3 Tintern Court
	
	a.james@pertonparishcouncil.gov.uk 

	Clive Rathbone
	23 Cosford Court
	
	c.rathbone@pertonparishcouncil.gov.uk 

	Kingswood & Trescott

	Jeremy Turner              
	8 Adwalton Road 
	
	j.turrner@pertonparishcouncil.gov.uk 

	District Councillors

	
	Mrs P Allen (East )
	
	p.allen@sstaffs.gov.uk 

	
	P Davis (Wrottesley)
	
	p.davis@sstaffs.gov.uk 

	
	Mrs R Heseltine (Lakeside)
	
	r.heseltine@sstaffs.gov.uk 

	
	Christopher Evans (Lakeside) 
	
	c.evans@sstaffs.gov.uk 

	County Councillor

	
	Jak Abrahams
	
	Jak.abrahams@staffordshire.gov.uk



3.8	Emergency Contact Details
	Name  
	Address 
	Contact details 

	Street furniture
Broken/Dangerous
	Clerk/Assistant Clerk 
	01902 745971


	Roads, pavement, street signs, fallen trees, street lights
	Staffordshire County Council 
	0300 111 8000
contactus@staffordshire.gov.uk

	Waste disposal/fly tipping 
	South Staffordshire Council 
	01902 696000
info@sstaffs.gov.uk

	Death of an employee whilst on Council business
	Health & Safety Executive 

	0345 300 9923.
Or email via www.hse.gov.uk 

	Boarding up or emergency repairs to Council buildings
	Clerk/Assistant Clerk 
	01902 745971


	Civic Centre Alarm
	SGS Systems Ltd
	01902 700687
81 Wergs Road, Tettenhall 
info@sgssystems.com 

	Water emergencies 
	Severn Trent 
Severn Trent, PO Box,407 Darlington 
DL1 9WD 
	0800 783 4444  

	Electrical emergencies
	Western Power 
	0800 6783 105 or call 105 (365/7days)
General enquiries 0800 096 3080

	Gas emergencies 
	Cadent 
	0800 111 999

	Reports of crime or emergency 
	Staffordshire Police
	999

	Emergency services – Fire, Police, Ambulance
	
	999

	Insurance Company – queries 
	Zurich
The Zurich Centre, 
3000 Parkway, 
Whiteley, 
Fareham, 
Hampshire 
PO15 7JZ.
	Direct:  012436 832116
Email: paul.moore3@uk.zurich.com 
 

	Insurance Company – Claims 
	Zurich 
	0800 028 0336 
farnboroughproperyclaims@uk.zurich.com 

	Environment Agency
	National Customer Contact Centre
PO Box 544
Rotherham
S60 1BY
	
03708 506 506
Email:enquiries@environment-agency.gov.uk




LOSS OF STAFF
a) Ensure a management structure is maintained
b) For long term staff absence, arrange a temporary handover of key tasks to other members of the team.
c) All non-essential meetings involving service staff should be cancelled
d) Ensure partner services/ organisations / customer and senior managers are made aware the service is short staffed and therefore delivery may be reduced.
e) Consider using temporary agency staff if required and suitable 
f) Consider re-allocating available staff to deliver critical functions, if appropriate/possible
g) Agree temporary staff structure and shifts if necessary and consider temporarily increasing working hours.
h) If staff are unable to get to their normal place of work, consider flexible working methods such as working elsewhere or different hours if appropriate.
LOSS OF PROPERTY
a) Initial coordination of the incident should be managed from the backup locations as appropriate
b) Consider staff working elsewhere if appropriate
c) Identify suitable alternative working premises, this could include the hire of temporary structures if the loss is longer-term
d) Liaise with the Chairman regarding staff working remotely
a) Liaise with the Chairman regarding staff working remotely
[bookmark: _Hlk133605916]LOSS OF TECHNOLOGY/COMPUTERS/SOFTWARE
a) Assess the situation and identify the likely length of network outage or system downtime
b) Identify a suitable manual work around
c) Identify alternative means of communication to inform partner services / organisations / customers and Councillors of the problem and identified solutions
LOSS OF UTILITIES
a) Contact the utility company directly to report loss 
b) Consider alternative methods of gaining utilities
c) Consider staff working from alternative location where appropriate
d) Inform staff and visitors coming into the building that you are without specific utility
e) Consider health and safety implications for staff and visitors 

[bookmark: _Hlk133606055][bookmark: _Hlk133606071]LOSS OF KEY EQUIPMENT
8.1	There is to be no advertising in the bus shelters.  
a) Identify whether loss is temporary or permanent.  If temporary, ascertain likely length of time
b) Consider bringing in equipment from alternative suppliers.  Consider how long this will take and initiate early enough to meet recovery time objectives for critical functions
c) Consider other methods of delivering functions/workarounds
RECOVERY
9.1	The recovery phase should address the following:
a) Returning to normality
b) Returning to normal building 
c) Getting displaced staff back to the building
d) Organizing a debrief
e) Identifying lessons
f) Incorporating lessons identified into the Business Continuity Plan 
g) Communication with partners, suppliers, customers and senior management 

[bookmark: _Hlk133606164]REVIEW
10.1	This policy to be reviewed every four year term or earlier if there are any material changes.













Adopted July 2020
Reviewed/revised  October 2024 – change of employees 
Review date: October 2025 
Committee:  Full Council



	Threat or Risk
	Measure to mitigate/minimize the consequences
	Immediate action
	Continuity

	Loss of Clerk
This could occur due to sickness, including epidemics and pandemics, long term illness, incapacity, death or resignation
	Ensure Staffing team are aware of their responsibilities.
Ensure records of key tasks are up to date including minutes and accounts  
Access to log-ins and passwords are available. 
	Chair to be informed
Chair to inform the Council
Assistant Clerk to cover duties 
Arrange an Extraordinary meeting to agree future arrangements
	Assistant Clerk and Admin Periodically review procedure to ensure minimal impact

	Loss of staff 
This could occur due to sickness, including epidemics and pandemics, long term illness, incapacity, death or resignation.
	Ensure Staffing team are aware of their responsibilities.
Ensure records of key tasks are up to date including minutes and accounts. 
Access to log-ins and passwords are available.
	Clerk to inform Chair
Clerk to inform council
Clerk to ensure all duties are covered by other staff members

	Periodically review procedure to ensure minimal impact

	Death or serious injury to member of staff whilst carrying out Council duties 
	Knowledge of duties with regards to Health and Safety 
	Clerk to inform Chair
Clerk to inform HSE if appropriate 
Insurance Company if necessary
Clerk to ensure all roles are covered by other staff members

	Periodically review procedure to ensure minimal impact 
Ensure staff are acquainted with regards to health and safety procedures

	Loss of Councillors due to multiple resignations or implementing 6 month rule (causing the council to be inquorate)
	Maintain accurate attendance register 
	Clerk to inform Council
Clerk to Inform SSDC Returning Officer
Returning Officer to decide on temporary working strategy
	Ensure attendance register is reviewed periodically 

	Loss of IT
This could occur due to power failure, virus or infrastructure
	Ensure regular back up of all documents and emails to cloud storage.  
Install appropriate anti-virus software.
	All staff to continue working with electronic versions  
Council to decide if replacement is required 
Clerk to inform Insurance if required
	Clerk to ensure all software applications are updated regularly. 
Review risk assessment and Asset register regularly

	Loss of Council documents
Due to fire, flood or other causes
	Scan important physical documents that are not available electronically
	Clerk to inform Council 
Clerk to inform insurance company if relevant 
	Parish Office staff to consider all documents for scanning and upload to Onedrive at regular intervals

	Loss of Property/Key equipment
The building may become unusable for a number of reasons, including fire, flood, contamination, power surge, accident  etc
	Maintain adequate insurance cover
Ensure fire risk assessments are up to date
	Clerk to inform Council 
Clerk to inform insurance Company 
	Alternative working arrangements to be reviewed periodically

	Loss of Utilities
This could occur due to severe weather, fire/explosion, water shortages, power cut, infrastructure damage or solar activity
	Be aware of emergency telephone numbers to report any issues
	Clerk to inform relevant utility company 
Clerk to inform Council
Inform staff and visitors using the building 
Consider health and safety implications for staff and visitors 
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