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Home-Start Corby
 Business continuity policy and plan
This document details the following arrangements and practices:

Policy Statement
1) Communications

2) Computers & Computer Systems
3) Telephones
4) Gas Supply
5) Electricity Supply
6) Petrol Shortages
7) Burglar Alarm
8) Office Base
9) Planning for a Pandemic
10) Arrangements during restricted/reduced services
Home-Start Corby (Home-Start) 

Business continuity policy and plan
Policy Statement
The Board of Trustees will consider the implications of a range of potential ' disasters', which could have a significant impact on the work of our scheme in order to minimise the impact of potential situations and effectively recover effectively from a crisis situation as quickly as possible in order to continue delivering our service/s to families in the short, medium or long term. 
The following identifies a number of possible' disasters' and considers how we would eliminate or reduce their impact, insure against such a disaster happening, or draw up plans to ensure we could continue the important work of the Scheme in supporting families throughout the area, if such events ever did happen. 

 
1) Communications

Communication is vital.  IT systems will be reviewed to ensure that employees are able to access IT systems remotely in times of emergency.

 

All employees’ contact details will be reviewed and kept up to date and a backup copy of all contact details will be held by the chair of the trustees securely to be accessed in the case of an emergency. All details of volunteers and supported families will be backed up and a copy of the information will be retained securely by the Senior Manager of the scheme. The contact details will include details of mobile phones email addresses and home contact numbers. 

 

The Senior Manager will ensure that the email addresses of families, volunteers and staff are kept up to date and backed up to ensure that this is accessible in the event of an office closure. All staff will be provided with a telephone number which may be used in times of emergencies.

2) Computers & Computer Systems
Our Scheme is dependent on the daily use of personal computers, the systems loaded onto our computers and the information stored on our computers. 

 

The Scheme takes the following precautions:

· Computer security systems updated regularly to reduce the risk of a virus affecting our systems. 

· Regular back up all of important systems, so that if computers were inoperable for even a short time we could load the information onto another PC, or buy new computers, and continue to work as normal within 24 hours, or as soon as possible thereafter. 

· Weekly back up of all records and information stored on computers; storage device kept in a secure cabinet away from the office site. 
3) Telephones
Should our telephones be cut off, for example, because of damage to overhead lines or underground cables being accidentally cut, we would need to resort to using mobile phones for the period until normal service is resumed, or take and make calls from phones at the homes of staff (if they were still operable). During this period all incoming and outgoing call costs on staff mobile phones or on their home phones would be paid promptly by Home-Start through expense claims. 

 

Record of all home and mobile telephone numbers for staff, Trustees, volunteers and all supported families kept in office and also on storage device in a secure cabinet away from office site.

 

4) Gas Supply
If our gas supply was cut off, or our boiler failed, we may need to buy additional heaters to ensure our premises meet minimum standards of warmth, particularly during winter months. 
If our central heating is not available for more than a few hours in the winter, immediate purchase of sufficient fan heaters is authorised (in addition to those we already have) to keep all staff warm. 

 

5) Electricity Supply
If our electricity supply is lost for more than 1 hour, leaving the offices with no light, heat or computers, staff will work from home for the duration of the power failure - if this is possible. Snr Manager to decide if staff should close the offices and work from home, and contact them when power is restored and they can return. 

 

6) Petrol Shortages
There could be petrol shortages at garages, such that staff and volunteers could not drive to our offices, visit families, or attend family support groups, for a few days or even weeks. 

 
Scheme staff to contact volunteers and families by telephone and ask them all to keep in touch until the petrol shortage ends.  All additional telephone costs by volunteers to be paid by the scheme through the usual expenses claim forms. 

 

7) Burglar Alarm 
This is totally managed by the Site Supervisor for Pen Green site.
 

The member of staff coming to the property is to be accompanied by a second person.  

The burglar alarm code should be changed whenever a keyholder leaves the organisation.

 

8) Office Base
Our office base could be seriously damaged or even totally destroyed by floodwater, fire, a lightning strike, storm damage etc.  If our office could not be used for a few days, a few weeks or possibly even a year (in the event of total destruction by fire), we would need to find and pay for alternative accommodation very quickly. 

 

The buildings and contents insurance policy covers the scheme for the full cost of damage, repair and replacement - including, if property were completely destroyed by fire, the full rebuilding costs for a new similar property.  
9) Planning for a Pandemic
The Trustees acknowledge the need to plan for a flu pandemic as part of the normal plan for responding to any emergency.

 

The Trustees planning is twofold, both for operating during a pandemic and for possible closure of services.  The Trustees will be guided throughout on the basis of national guidance from the Government and from the Local Authority. The Trustees’ plans for responding to a pandemic will be reviewed regularly.

 

The Trustees acknowledge the importance of planning ahead in order to protect all employees, volunteers and families of Home-Start.

 

Closure may arise as a result of:-

· Insufficient staff being able to run the service safely.

· Advice from the Government that child care services in affected areas should not take place 

Information

In the event of a flu pandemic, all employees, volunteers and families will be issued with up to date general public health messages to minimize the risk of catching or spreading influenza during a pandemic and to ensure that all individuals who feel unwell know what action to take and in particular to ensure that contact is minimized where this could pose the possibility of catching or spreading influenza.

 

The Trustees will ensure that regular updated information is published on the scheme website for staff, volunteers and families

 

Roles and Responsibilities

In the event of a pandemic, the Trustees will arrange an emergency meeting in order to put into action the continuity business plan.

 

Staff working arrangements

During a pandemic, the Trustees will plan for flexible work practices including working from home. Arrangements will be put in place to support those staff who need time off to care for dependents. Staff will be made aware of Government advice that they should not come to work if they think they are unwell throughout the pandemic.

 

Health and Safety

The Snr Manager will ensure that the workplace and any group facilities are fully equipped with materials needed to implement infection control measures in time to cope with any imminent pandemic.

Group work: may be suspended in line with guidance from the Local Authority/Government to minimize the risk of infection spreading.

 

The health and safety of all within Home-Start will be paramount and it may be desirable to reduce physical contact between volunteers and families to prevent the spread of infection. In this event, regular telephone contact will be maintained with all service users and other means of communicating remotely will be explored if it is necessary to suspend home visits until the risk of the spread of infection has subsided
10) Arrangements during restricted/reduced services

In the event of the service being restricted, the Snr Manager will make contact with all families to ensure that telephone and/or email contact is maintained to support the families unless a family does not wish this.

 

This Policy and Plan will be reviewed and tested annually and reported to a full Trustee board. 

 
Date Policy and Plan adopted: 

_____________________

Signature of Chair:



_____________________

Date policy to be reviewed


_____________________

Business Continuity Policy and Plan/HSUK/Review 2016

