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Version Control:
1.
Aim of the plan
This plan has been designed to prepare Swaffham Town Council to cope with the effects of an emergency or crisis – flooding, fire of main buildings, loss of access to parts of the town.

It is intended that this document will provide the basis for a relatively quick and painless return to “business as usual” regardless of the cause.

2.
Objectives of the plan

· Understand the critical functions and activities of the organisation.

· Analyse and respond to the risks to the organisation.

· Provide a detailed, prioritised and timetabled response to an emergency situation.

· Identify the key roles, responsibilities and contacts to respond to an emergency.

3. Flowchart for Incident recovery 

4. Command and Control

The decision to use this plan will be taken by the following, who will also be responsible for taking the “difficult” decisions for the organisation overall:

	Name
	Title
	Contact

	Richard Bishop
	Town Clerk
	Xxx
	Xxx

	Claire Smith
	Deputy Town Clerk
	Xxx
	Xxx

	Cllr Jill Skinner
	Mayor
	Xxx
	Xxx

	Cllr Keith Sandle
	Deputy Mayor
	Xxx
	Xxx

	S Gattuso
	Museum Manager
	Xxx
	Xxx

	S Gregory
	Museum Office
	xxx
	xxx


5. Critical Function Analysis and Impact
Activities are split into 2 categories – Loss of Premises and Loss of critical Activities
Each activity is given a priority rating based on the potential impact to staff, Cllrs, public, suppliers, statutory requirements, ability to deliver standing orders and provide minimum services 
A more detailed spreadsheet - Appendix 1 – provides information on impact, recovery timescales, staff/premises/equipment requirements to provide and maintain a minimum service until full recovery is established.

	1. Loss of premises & priority
	2. Loss of Critical Activities & Priority

	1
	Town Hall  - Museum
	MEDIUM
	26
	Council Meetings – Full Council
	HIGH

	2
	Town Hall - Reception area
	HIGH
	27
	Council Meetings – Finance Committee
	MEDIUM

	3
	Town Hall  - Room 1
	HIGH
	28
	Council Meetings – Planning & Built Environment Committee
	HIGH

	4
	Town Hall  - Room 3
	HIGH
	29
	Council Meetings – Recreation & Community Services Committee
	MEDIUM

	5
	Town Hall  - Main Office
	HIGH
	30
	Council Meetings – Market, Events & Tourism Committee
	MEDIUM

	6
	Town Hall  - Chambers
	HIGH
	31
	Council Meetings – Estates, Heritage/Town Hall & Site Maintenance Committee
	LOW

	7
	Town Hall  - Archive Room
	LOW
	32
	Council Meetings –  Transport, Access & Environment Committee
	LOW

	8
	Town Hall  - Chamber Toilets
	MEDIUM
	33
	Council Meetings – HR & Governance Committee
	MEDIUM

	9
	Town Hall  - Main Office Toilets
	HIGH
	34
	Council Meetings – Relief in Need 
	LOW

	10
	Town Hall  - Chambers kitchen
	MEDIUM
	35
	Planning – applications, responses
	HIGH

	11
	Town Hall  - Main office kitchen
	HIGH
	36
	Invoicing – payments/room rental/telephone
	HIGH

	12
	Town Hall  - Cellar
	MEDIUM
	37
	Accounts – vat returns
	HIGH

	13
	Town Hall  - Lift
	LOW
	38
	Markets – invoices, events
	HIGH

	14
	Pubic Toilets
	HIGH
	39
	Banking – payments, statements
	HIGH

	15
	Cemetery Chapel
	HIGH
	40
	Burial Authority – booking, invoices, records
	HIGH

	16
	Cemetery
	HIGH
	41
	Cemetery – Chapel, grass cutting
	HIGH

	17
	Recreation Ground
	MEDIUM
	42
	Allotments – booking, rent, invoices, records
	HIGH

	18
	Open Spaces - Merryweather Rd
	MEDIUM
	43
	Town Centre - litter picking, flower tubs
	MEDIUM

	19
	Open Spaces - Oaklands
	MEDIUM
	44
	Recreation & Open Spaces – grass cutting, litter picking, flower tubs etc
	MEDIUM

	20
	Open Spaces - Orford Road
	MEDIUM
	45
	Public Toilets – cleaning, stocking
	HIGH

	21
	Allotments - Tumbler Hill
	HIGH
	46
	IT System – system/internet failure, email, Server
	HIGH

	22
	Allotments - Shouldham Lane
	HIGH
	47
	Printers 
	HIGH

	23
	Allotments - Magazine Field
	HIGH
	48
	Telephone - office
	HIGH

	24
	Allotments - Four Acres
	HIGH
	49
	Communication - Website / Social networks
	MEDIUM

	25
	Market Place
	HIGH
	50
	Staff – timesheets, holidays, admin, payroll
	MEDIUM

	
	
	
	51
	Admin – general, mtg minutes, general correspondence, 
	LOW


6. Emergency Response Checklist

This table is a quick checklist during an emergency.
	Task
	Completed

(date, time, by)

	Actions within 24 hours:
	

	Start a log of actions and expenses undertaken 
· section 9 Action and Expenses Log

	

	Liaise with emergency services 
-     see contacts

	

	Identify and quantify any damage to the organisation
·  including staff, premises, equipment, data, records, etc

	

	Identify which critical functions have been disrupted
· use Critical Function Analysis & Recovery Process spreadsheet – Appendix 1

	

	Convene those responsible for recovering identified critical functions
Agree the actions to be taken, and in what time-frames 
· use Critical Function Analysis & Recovery Process Spreadsheet – Appendix 1 

	

	Provide information to:

· Staff

· Councillors

· Residents & Public

· Suppliers and customers

· Insurance company
· Police/Emergency services

	

	Daily/Weekly actions during the recovery process:
	

	Convene those responsible for recovery to 
· understand progress made

· obstacles encountered
· agree continuing recovery process
	

	Provide information to:

· Staff

· Councillors

· Residents & Public

· Suppliers and customers

· Insurance company
	

	Provide public information to maintain the reputation of the organisation and keep relevant authorities informed
	

	Following the recovery process:
	

	Arrange a debrief of all staff and identify any additional staff welfare needs (e.g. counselling) or rewards
	

	Review and update this business continuity management plan
	


7. Contacts

The following flowchart shows the responsibilities of the Line Managers to contact relevant staff, Cllrs, emergency services etc.
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8. Emergency Pack
As part of the recovery plan for the organisation, key documents, records and equipment are held off-site at {location} in an emergency pack. This pack may be retrieved in an emergency to aid in the recovery process.

The contents of the emergency pack comprise the following:

Documents: with xxxxxx
·  A copy of this plan, including key contact details

·  Insurance policy & contact information – Town Hall, Trucks etc
Records: with IT Support – ICO Systems
· Computer backup tapes and / or disks

Equipment: with xxxxx
· Spare keys

· Torch and batteries
9. Actions and Expenses Log
This form should be used to record decisions, actions and expenses incurred in the recovery process. This will provide information for the post-recovery debriefing, and help to provide evidence of costs incurred for any claim under an insurance policy. 

	Date/time
	Decision / action taken
	By whom
	Costs incurred 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Disclaimer

This Business Continuity Management Plan (BCMP) is intended by Swaffham Town Council (STC) to be a guide only and STC does not intend the BCMP to be a definitive business continuity management plan.  There may be other formats or methods of business continuity management plans which are more suitable for particular businesses or organisations than the BCMP. Whilst STC has made every effort to ensure that the material contained in the BCMP is accurate, the BCMP is only available for public viewing and use on the basis that STC disclaim all liability to the fullest extent permitted by English Law for any loss or damage arising out of the use of the BCMP or for any reliance by users of the BCMP upon its contents.
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GDPR - full contact numbers are not shown in this draft.


They will be on the final  approved plan.
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