
BUSINESS CONTINUITY PLAN FOR IRCHESTER PARISH COUNCIL’S CLERK

In the event that Clerk’s place of work became unusable for whatever reason all the Council’s data is available on back up memory stick and also in the cloud
The files could be loaded onto any suitable computer and the Clerk could continue to work provided suitable accommodation was available. 

Arrangements for printing may have to be made as the usual printer may be unavailable. In this situation, the landline telephone line used for the Parish Council would be unavailable and all calls would need to be transferred to a mobile or other landline. 
The Clerk keeps paper files and other documents in current use at their place of work together with minutes and agendas. Other papers are kept in the parish office in the Village Hall or under the stage. There is a risk that some of this information could be lost. 
Back copies of minutes are displayed on the website.
Parish Council mail would have to be redirected to another address or collected. 

In the event of the Clerk being incapacitated details of passwords are stored in an envelope and held by the Chair.
In the event of the Clerk being on holiday the emergency contact for the council will be initially the Chair, followed by the Vice Chair and in their absence any additional parish councillor.
Only nominated person(s) is allowed to access the computer and collect the files etc. Arrangements will have to be made for phone calls and emails to be redirected to the person who would be covering for the Clerk. 
Northamptonshire County Association of Local Councils should be informed immediately in the event of the Clerk’s non availability as they may be able to make arrangements to put in emergency cover providing an experienced Clerk for the short term. 
Should the Village Hall not be available for meetings another venue would have to be secured ie Library. 
Should the internet become unavailable this could affect the Parish Council’s work as most of the Council’s work requires use of the internet. The rest of the Parish Council’s procedures are covered in its Standing Orders, Financial Regulations and Risk Assessment documents. 
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