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1. Introduction
The Business Continuity Plan provides the framework with which Trewirgie Infants’ School can mobilise its response to a critical disruption to the provision of the school’s daily activities. This plan is an operational document which is constantly being monitored and updated. 

The Business Continuity Plan includes: 
· A prioritised list of the key activities required to maintain Trewirgie Infants’ School. 

· Contingency arrangements and procedures including the minimum resources and staffing levels required to ensure business continuity or the timely resumption of key activities.   

The plan is separated into six sections: 

· Section 1 details when the plan will be activated, by whom and the roles and responsibilities of the Business Continuity Team.  

· Section 2 identifies key activities, critical staff, key suppliers/contractors, premises and resources.
· Section 3 contains a suggested Incident Management Business Continuity Agenda.

· Section 4 Recovery and Resumption Phase.

· Section 5 comprises of annexes to the plan which contain supplementary documentation to be used in conjunction with the instructions in the main part of the plan; including any individually maintained contingency arrangements or mutual aid agreements, etc.

Section 1

2. Plan Activation

The Trewirgie Infants’ School Business Continuity Plan can only be invoked by the Headteacher and/or by agreement with the Senior Leadership Team or a director of TPAT.  

Activation Triggers

This plan will be activated when the impact of an emergency situation results in loss of an activity or resource vital to the running of the school. e.g. significant loss of staff, loss of catering, temporary or permanent loss of access to school buildings, loss of IT, loss of heating or electricity, etc. 

Business Continuity Team

Once an emergency or disruption to the activities of Trewirgie Infants’ School has occurred or is imminent the Business Continuity Management Team will meet to discuss the impact of the incident on the organisation; its activities, staff, students, parents, suppliers and the community as a whole.
Team meeting location:
SLT Office
Alternative location:
Remote meeting via teams

Lisa-Marie Clarke’s residence 

Business Continuity Team members will be required to log all important decisions and events whilst the team is in existence. (Template in Annex B) Copies of all records need to be submitted to the Headteacher on a daily basis.

In the event of site closure an email is needed to be sent to Chris Pickles informing this immediately and an email to :

schoolclosures@cornwall.gov.uk
3. Business Continuity Team Roles and Responsibilities

	Head teacher – or a member of the Senior Leadership Team in their absence.


	Will lead the Business Continuity Team and provide advice on all communication issues and will be key in ensuring that the public, supplier/contractors and other stakeholders are aware of what is happening; which parts of the school are currently operational, when others might be, where parts of the organisation are situated and what numbers to call.

Will deal with and co-ordinate all public relations/media issues; arranging press and media statements. Will advise on environmental, health, safety and insurance issues.

Will advise on building damage and what facilities may be available for displaced staff including sourcing additional office furniture and other resource requirements, where necessary. Will co-ordinate the logs prepared by members of the team, meetings and provide other administrative support as required.

	EXTERNAL KEY PERSONNEL
	Jenny Blunden 01872 613270
Chris Gould 01872 613271

Alistair Johnson 01872 572021

Chair of LMC Emma Guppy- Wilcox (grab number)
Jo Harvey ext 5308 01208 831417

	Legal Advice – TPAT Legal team
	Bex Couch ext 5117 01872 613286
bcouch@tpacademytrust.org 

	IT  Support – TPAT 
	ext 5155 01872 613289

	Catering Manager – Nicola Parry
Aspens
	07743973573


	RPA
Membership no - 136881
	0330 0585566


	Functions/ Risk
	Key Activities
	Resume within
	Specific Staff
	Premises (E.g. Shop, warehouse)
	IT Requirements
	Specific equipment/ resources
	Supplier/Contractors/ Partners
	Hardcopy Data

	Buildings
	Provide accommodation for pupils and staff in three separate buildings.
	Within 1-2 weeks temporary buildings from Portacabin with guidance from EFA/LA/RPA

	Head teacher
SLT

Teachers

TAs

Contract Staff
	Buildings to accommodate

60 Nursery pupils

90 Reception pupils

180 KS1 pupils

Admin Office
Kitchen
	Main server back-ups
	Building

Heating

Electric

Catering arrangements

Toilets

Telephone
	RPA - rpa.dfe@education.gov.uk
EFA Buildings/Incident Team

0845 6007979

incident.alert@education.gsi.gov.uk
Portakabin - 01752 663692
Trewirgie Juniors 

Nic Hodson 01209 215238

Cornwall Council (Buildings)

01872 324927
Emergency Management Team 01209 722860

Richfords (Fire&Flood) 01209 722522
Biffa (all waste removal) 0800551122

Aspens (Catering)

Nicola Parry 07743973573
RG Kellows  (Gas)

01209 212200
Ellis (Electrical) 01209 822333

Building Surveyor –advice from John Eddy
H & S (TPAT) John Eddy
01872 323138

H & S  Executive- 0300 0031747
Hub Manager – Michaela Giles 07709430458
	Sims databases and staff work located on server within Foundation building. Additional back up in main school building. Full hardcopy of Sims held in Head teachers room. Current year basic Sims details held by Business Manager.



	Admin Function
	Provision of reception for stakeholders.

Ensuring all classes have a teacher

Pupil records are up to date 

Ensuring the security of money
	1 day reception set up

Ensure all classes have a teacher

Pupil records recovered from last back up
	Staff to cover the key activities in the short term
	Reception area with the ability to separate staff from visitors.

Separate room to conduct private interviews or telephone calls. SLT can be used in this instance.
One phone with the main school number directed to it
	Arbor recovery – TPAT 

	Computer

Photocopier

Printer

Key storage
Phones
	British Telecom 0800 616094
 A/c VP05512370

IP Office – Tel 03300888999 A/c 2104605
Ricoh – maintenance of the school’s 

photocopiers. 01872 265640
Teaching Personnel 01872 250120 
ZEN 01872 279810

Concorde 01872 262033
TPAT – IT provision 01872 613101
	7 years of invoices 

Personnel records

Present pupil data

	Teaching and learning 
	Teaching and learning


	Within 1-2 weeks temporary buildings with guidance from EFA/LA/RPA

	Head teacher
SLT

Teachers

TAs


	10 Classrooms accommodating 30 pupils & Nursery pupils.
Tables and chairs

Hall/Gym

Toilets/Heating/Water

Canteen

Playgrounds


	Arbor recovery

Insight

	Classroom furniture

Interactive whiteboards

PCs, books, stationery,  
	Cornwall Council (Buildings)

01872 324927

EFA Buildings/Incident Team

0845 6007979 (email as above).
Arbor -0208 050 1028
YPO
 01924 834832  A/c 166220
Office Smart– 01209 212383
Insight 02033 934005
TPAT – IT provision 01872 613101
	Pupil records

(see buildings section above)



	Facilities  /Caretaker
	Open/close buildings

Gas ,Electricity & Water

Security of buildings and site

Ad hoc porterage

Ad hoc cleaning

Contact for contractors
	Within 1 day

Caretaker Infant
Or

Caretake at Junior/Redruth 
	Business Manager

Caretaker
	Establish temporary base or consult with Junior School to share their Caretaker spaces & resources
	Premises contract recovery from system
Smartlog
	Tools & equipment.

Portage trolley
	Kestrel Guards Site Management

 01209 313125/02380865658
Ellis Electrical Alarm  01209 822333

Western Power 0800 365 900 

Zenergi  023 8028 6300

South West Water 0800 169 1144
Legionella Checks Reef 01208 81926
Sites  (TPAT) John Eddy

01872 323138

Simon Parrott 07542837407
Hub Manager – Michaela Giles 07709430458
	Premises management handbook
	

	
	
	
	
	
	
	
	
	Copy of relevant paperwork kept at Churchill’s


	Canteen/

Catering
	Providing prepared meals for students and staff

Fulfilling the commitment to pupils on Universal Free School Meals
	1 Day

Must not fail – legally the school has to provide a meal for pupils
	Nicola Parry - Aspens
	Establish a temporary kitchen, eating area.
	Schoolcomms
	Cookers, fridges, freezers, steamer, crockery, cutlery, chillers and heaters
	Chartwells 

Nicola Parry 07743973573
LA Infrastructure 
 01872 324927



	IT section
	Hardware curriculum and admin – PCs servers laptops interactive whiteboards etc.
Admin records etc.
Registers

Pupil records, reports etc.
iPads

Apple TVs
	Main telephone & extensions 

Broadband
	Craig Jenkin for internal support

ICT support TPAT (Nick Lawrence) 
Martin Higgs 
	Server in conference room.  Head teacher’s office, classrooms, admin offices, whole school. Back up drive
	Within 3 days
	PCs, Laptops, servers, touchscreens, netbooks.
Windows XP, Classroom Monitor, SIMs, latest MS, SQL server data base, School Comms
iPads
Apple TVs
	TPAT – IT provision 01872 613101

Arbor -0208 050 1028

 CoConnect – 02392 988260


	Death or significant injury to a member of staff or a pupil
	Provide support for staff, pupils and parents.
	
	Head teacher
Governors

SLT

Teachers

TAs


	
	Smartlog
	
	Chris Gould – 01872 673271

John Eddy – 01872 613279

Gail Higgins – 01872 613283

Penhaligons Friends – 01209 215889
Cornwall Council – Ed Psychology

 01208 262845

RPArpa.dfe@education.gov.uk
Staff Mututal Insurance 01773 851079
H & S (TPAT) John Eddy & wellbeing
01872 323138
H & S  Executive- 0300 0031747

	Data Breech
	Servers, computers, laptops. Pupil records, reports
	Laptops/computers left open

USB sticks not encrypted

Confidential paper in waste bins
	 Data Protection Officer – Sam Davies TPAT
DPO internally – Sarah Howe
	Server in conference room.  Head teacher’s office, classrooms, admin offices, whole school. Back up drive
	
	PCs, Laptops, servers, whiteboards

Windows XP, Classroom Monitor, Arbor, latest MS, SQL server data base, School Comms
iPads

Apple TV

	DPO – TPAT  01872 613272

Information Commissioner – 

0303 1231113
TPAT Data Protection

 - dataprotection@tpacademytrust.org
SARS – Chris Pickles 

– cpickles@tpacademytrust.org


	Pandemic/Illness
	To minimise the spread and keep illness contained
	Return to school will depend on the severity of the pandemic/illness
Thorough deep clean of the area
	Head teacher
Governors

SLT

Teachers

TAs

Cleaning Supervisors


	
	Smartlog
	Additional cleaning equipment (inc bio-mist located in caretaker shed)
PPE as advised by HPA
	Simon Parrott 07542837407
Health Protection Agency – 

0300 3038162
H & S (TPAT) John Eddy

01872 323138

Amanda Caldwell – CIC - 07403332534

	Cleaners
	Cleaning of classrooms

Cleaning of toilets

Removal of rubbish to storage bin areas
	1 day to resume
	PURGO
	Cleaners room for resources
	
	Cleaning equipment and materials supplied by  YPO/Complete Business Solutions.
	PURGO - 07939 960 390
Teaching Personnel 01872 250120 
ZEN 01872 279810

Concorde 01872 262033
AUK – cleaning suppliers – 01626 355177


5. Training 

The plan holder and anyone with responsibilities regarding the business continuity plan will be trained in its activation and use and provided with refresher training as required, to be arranged by the plan holder. 

All staff will be provided with an awareness of the business continuity arrangements within Trewirgie Infants’ School.

6. Maintenance of the plan

All staff with business continuity responsibilities are required to advise the Headteacher should they become aware of any changes to the information within the plan and/or annexes or if there has been a change to any of the business arrangements in any of the key activities such as:-

Personnel/Addresses/contact details i.e. the contacts list - Business strategy - Changes in legislation

Location, facilities and resources - Contractors, suppliers and key customers - Processes – new or withdrawn ones

Risk – operational and financial

The business continuity plans will be agreed and monitored through the regular Trewirgie Infants’ School SLT meetings and amendments undertaken by the plan holder, when required. All Business Continuity Plans arrangements including supporting documentation will be reviewed and updated annually and amendments distributed to all with business continuity responsibilities. 

	7.
	Business Continuity Incident Management Meeting Agenda

Date – Time - Venue
	

	No.
	Action


	Comments

	1.
	Confirm chairperson
Confirm minute taker
Confirm all available team members are present and have copies of the Trewirgie Infants School Business Continuity Plan
	

	
	
	

	2.
	Overall situation report including nature and extent of the emergency and summary of key events since the last meeting.  Use templates in Annex B
	

	
	
	

	3.
	Brief situation reports to include:

· Building damage assessment

· Activities affected

· IT/telephone availability

· Staffing levels affected

· Resources affected

· Suppliers/contractors/parents/teachers affected

· Transportation to work/school affected 

· Financial implications
	

	
	
	

	4.
	Assess effect / impact of the situation on Trewirgie Infants’ School. Take into account: (Templates listed in Annex B)

· Accommodation

What premises have been affected? Anything key stored in those building(s)? Alternative premises? Mutual aid arrangements?

· Staff

Are staff affected? Consider requirements and needs of vulnerable staff. Agree which staff are required immediately or their capacity to be available. Plan what to do with staff not immediately required. Ensure all staff are contactable and verify contact details. 

· Suppliers/Contractors/Students/Parents

Are key suppliers, contractors, partners, students, parents affected by the emergency? Consider vulnerable students. What alternatives are available?

Have internal support activities been affected? E.g. Payroll

· Legal obligations. 

What are Trewirgie Infants’ School’s legal obligations?

Work

What is the current status? What are we able to do? What are the current priorities? What activities are affected?

· Resources

What resources do we require immediately? To what do we have access? Alternatives? Mutual aid arrangements to borrow equipment?

· Information Technology 

Is IT available? If there is a loss - how long will it be for? For which activity is this key and how quickly do they need IT to be restored? What are the plans should there be short and long term IT failure?

· Transportation issues

Are there any problems with staff/student/supplier transportation; E.g. Fuel, transportation strikes, weather or change of premises problems?

· Health/Welfare issues

· Utility issues

Has the incident meant that facilities are affected; i.e. water, electricity, etc? What contingency plans are in place for utilities/facilities failures?
	

	
	
	

	5. 
	Review past and decide future actions/priorities 
	

	
	
	

	6.
	Communication to employees

· Agree message to convey to staff

· Agree which staff required immediately or their capacity to be available and what to advise them. 

· Agree communication method to be used; i.e. cascade tree, text message and/or separate line with answerphone or separate staff line/mobile into which they can call.
	

	
	A representative from the Business Continuity Team or the Chair of Governors will be the spokesperson for Media and Communications. Please consult with TPAT.
	

	
	
	

	7. 
	Media/Public/Student/Parent information (Consult with RPA Insurance)

· agree media message

· agree attendance, time and venue for each press release/conference

· agree public information message and methods of delivery 

· agree what and how to contact/advise students and parents

· update school Facebook/twitter & website pages

· advise the Local Authority via the emergency procedures Annex D if necessary.
	

	
	
	

	8. 
	Any other business.
	

	
	
	

	9.
	Chairperson to:

· Summarize key points

· Re-affirm priorities/actions

· Decide if and when next meeting/conference call is required
	


Section 4
8. Recovery and Resumption

The purpose of the recovery and resumption phase is to resume ‘business as usual’ working practises for the school as quickly as possible. Where the impact of the incident is prolonged, ‘normal’ operations may need to be delivered under new circumstances e.g. from a different location.

Recovery and Resumption Actions

	
	ACTION
	FUTHER INFO/DETAILS
	ACTIONED?

(tick/cross as appropriate)

	1.
	Agree and plan the actions required to enable recovery and resumption of normal working practises
	Agreed actions will be detailed in an action plan and set against timescales with responsibility for completion clearly indicated
	

	2.
	Respond to any ongoing and long term support needs of Staff and Pupils
	Depending on the nature of the incident, the School Leadership Team may need to consider the use of a counselling service
	

	3.
	Once recovery and resumption actions are complete communicate the return to ‘business as usual’
	Ensure all members of staff are aware the business continuity plan is no longer in effect. SLT will inform all parents and stakeholders by text message, on the website and local radio stations
	

	4.
	Carry out a ‘debrief’ of the incident with staff. Complete a report to document opportunities for improvement and any lessons identified
	The incident de-brief report should be reviewed by all members of the SLT to ensure key actions are implemented within designated timescales. Governors may also have a role in monitoring progress in completing agreed actions to further develop the resilience of the School.
	

	5.
	Review the Continuity Plan in light of lessons learned from the incident and the response to it.
	Implement recommendations for improvement and update this plan. Ensure any revised versions of the plan are read by all members of the Business Continuity Team.
	


Section 5
9. Annex A - Business Continuity Essential Contacts
	Name
	Job Title
	Contact Details

	Emma Guppy-Wilcox

	Chair of LMC
	01209 483616

	Clair Bateman
	Acting Head teacher
	07549321853

	Sam Davis
	Chief Financial Officer
	01872 613272

	Simon Parrott

	Caretaker


	07542837407

	Amanda Caldwell

	Cleaner Supervisor
	07403332534


	TPAT

	IT Network Manager


	01872 613289

	Nicola Parry 
	Aspens
	07743973573


	Lisa-Marie Clarke
	SLT
	07862717343

	Craig Jenkin
	SLT
	07917282079

	Mir Gwilliam-Parkes
	SLT
	07933884432

	Sarah Howe
	Administration & Operations Officer
	07572840613

	Daisy Neville
	Secretary
	07773444039

	John Eddy
	Health & Safety
	01872 613279

	Gail Higgins
	HR
	01872 613283

	Chris Gould
	Director of Education
	01872 613271
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Annex B - Impact Assessment Form – Log of events, decisions and actions – Lost Property Form – Financial expenditure report.

	Impact Assessment Form

	Completed By
	
	Incident
	

	Date
	
	Time
	

	Question
	Logged Response

	How were you made aware of the incident?
	

	What is the nature of the incident (e.g. type, location & severity)
	

	Is there any staff or pupil casualties/ fatalities? (Complete casualty/fatality sheets if needed)
	

	Have the Emergency Services been called?
	

	Is the incident currently affecting School activities?  If so, which areas?
	

	What is the estimated duration of the incident?
	

	What is the actual or threatened loss of workforce?
	Over 50%
	

	
	20 – 50%
	

	
	1 – 20%
	

	Has access to the whole site been denied? If so, for how long? (provide estimate if not known)
	

	Which work areas have been destroyed, damaged or made unusable?
	

	Is there evidence of structural damage?
	

	Which work areas are inaccessible but intact?
	

	Are systems and other resources unavailable?

(include computer systems, telecoms, other assets)
	

	If so, which staff are affected by the ICT disruption and how? 
	

	Have any utilities (gas, electricity or water) been affected?
	

	Is there media interest in the incident? (likely or actual)
	

	Does the incident have the potential to damage the school’s reputation? 
	

	Other relevant information


	

	Log of Events, Decisions and Actions

	Completed

by
	
	Sheet Number
	

	Incident
	
	Date
	

	Time
	Log Details

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Lost Property Form

	Completed By
	
	Incident
	

	Date
	
	Time
	

	No.
	Name
	Status

(e.g. staff, pupil

Visitor)
	Details of possessions lost/left behind

	
	
	
	What
	Where left/lost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Financial Expenditure Log

	Completed By
	
	Incident
	

	Date
	
	Time
	

	
	Expenditure Details

(What, for whom etc.)
	Cost
	Payment 

Method
	Transaction made by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Sample Closure Sign
	DUE TO [emergency] TREWIRGIE INFANTS’ SCHOOL IS CLOSED – Please…
  1. Listen to Radio Cornwall/Hits Radio- 103.9, 95.2 /102.8 FM

  2. Parent and Student enquiries – trewirgieinf@tpacademytrust.org
      Emergency only – 01209 216111
 3. Website address –  https://www.trewirgie-inf.cornwall.sch.uk/web/
4. Facebook address-facebook.com/trewirgieinfants

 5. Staff enquiries please refer to Schoolcomms


11. Annex C – Insurance Cover
RPA Cover Policy Schedule Number   
Period of Insurance:
01 September 2025 to 31 August 2026
12. Annex D- School Closures in Emergencies

To confirm your closure of your school, an email must be sent to:

schoolclosures@cornwall.gov.uk
The subject of your email must read:

School Name/4 digit DfE number (9082223)

Closed or Opening late or closing early

Your email should contain a brief explanation of your reason for closing. You will be sent an automatic reply confirming receipt.

Copies of your email will automatically be sent to BBC Radio Cornwall – Hits Radio – Heart FM – The passenger transport unit.

Bomb Threat

Within the office there is a procedure to follow if we receive a bomb threat.

This information will be relayed to the police.

The Penventon Hotel has confirmed that they could accommodate our pupils and staff in event of an emergency evacuation from site.

13. Annex E - Emergency Contacts List

	Company
	Address
	Name
	Contact Numbers
	Function

	LMC
	
	Emma Guppy-Wilcox
	07728620493
01209 483616
	Co-ordinate with press, governors and staff

	County Hall
	
	
	0300 1234 101
	Co-ordinate parents and pupils 

	Trewirgie Junior School
	
	Nic Hodson
	01209 215238
	Contact mutual parents
and provide accommodation for our pupils

	Penventon
	
	
	01209 203000
	Provide temporary accommodation for pupils.

	Redruth School
	
	Craig Bonds
	01209 203700
	Contact mutual parents and provide accommodation for our pupils and relief facilities staff

	Teaching Personnel

	
	
	01872 250120

	Contact for supply staff

	Relyon
	
	
	01454 631621 
	Responsible for unlocking and locking building and site security

	Education Skills & Funding Agency
	incident.alert@education.gsi.gov.uk
	
	0845 600 7979
	Academy / Government link

	RPA Insurance
	rpa.dfe@education.gov.uk.
	
	03300585566
	Main Insurers

	ZEN Educate
	
	
	01872 279810
	Contact for supply staff

	Concorde
	
	
	01872 262033
	Contact for supply staff

	John Eddy
	TPAT
	
	01872 613279
	H&S

	Gail Higgins
	TPAT
	
	01872 613283
	HR

	Chris Gould
	TPAT
	
	01872 613271
	DoE

	Bex Couch
	TPAT
	
	01872 613286
	Head of Governance
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