Business Continuity Policy & Plan

Introduction
Headley Parish Council (the PC) is a civil parish with a population of approx. 5,200 consisting of
approximately 2,500 homes.

Why the need for a Business Continuity Plan?

The Civil Contingencies Act 2004 places a duty on the local authority to ensure that it is prepared, as far a
reasonably practical, to continue to provide critical functions in the event of a major disruption. 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.

‘What if?’ questions:
e What if the electricity supply failed?
e What if our IT networks went down?
e What if our telephones went down? For a day? For a week?
e What if our key documents were destroyed in a fire?
e What if our staff could not gain access to the building for days, weeks or months?
e What if we had casualties?

‘What if?’ questions about our business relationships inside and outside the
Parish Council.

e What if our residents could not contact us?

e What if our suppliers could not supply us?

e What if our residents could not pay us?

e What if we could not pay our suppliers?

The PC’s responsibilities include:
e Headley Playing Fields and Sports Pavilion
e Maintenance and management of Headley Village Green and Standford Village Green
e Management of Arford Common
e Management of a section of Headley Hill Woods
e Management of Liphook Road Allotments
e 2 x Defibrillators (High Street phone box & outside One Stop Stores, Headley Down)
e Parish Office, Headley Village Hall, Arford Road, Headley
e Standford Land
e Saunders Green

Adopted: July 2010 Reviewed: April 2024 Next review: April 2025



Implementation of Business Continuity Plan
I.  The Clerk will implement business continuity.
II. If the Clerk is unavailable and urgent action is required, the Chair or Vice-Chair (or any other
Councillor with the appropriate and available agreement) will implement all business continuity
actions.

Review of Plan
e The Business Continuity Plan will be reviewed annually
e The Clerk will check all contract details are current and correct
e The PC will consider whether critical activities, key risks and contingency plan actions are current,
comprehensive and sufficient.
e An updated Business Continuity Plan to be given to all Councillors.

Service Impact Analysis

Service/activity Question Answer

When is the service/activity most vital? | Normal office hours are 4 mornings per

General Office week between 9am — 1pm.
Duties Which people are most essential and 1. Clerk & Executive Officer — oversight
when? of all services working 5 days per
week.

2. The RFO payment of invoices and
update of accounts and payroll,
working 3 mornings per week.

Do you have plans for who needs to do | Office lap-tops x 2 available for all

what in case of an incident? employees to use off site. These should

be taken home each day by members of

staff. Working from home or alternative
location e.g. Pavilion or neighbouring

Parish Office if feasible. In the event of

total loss of all hardware, data could be

retrieved from the cloud back-up if
alternative hardware is available. Support
will be needed from Trusted PC Man.

Who else is critical in providing this Trusted PC Man.

service?

Could you continue to provide a service | Staff could work from home until power
if you had no power? restored. Access to the office would

require the door shutter to be manually
operated. Winder is located in upstairs
office.

Could you continue to provide a service | Staff could work from home until office
if you had a fire in the parish office? restored. Data can be retrieved from the

Adopted: July 2010 Reviewed: April 2024 Next review: April 2025



cloud back up, if temporary premises and
IT hardware was available e.g. Pavilion.

Could you continue to provide a service
if you lost critical staff for a few days
due to weather problems, etc?

A skeleton service could continue with
assistance from Councillors.

As above but for a prolonged period of
weeks or months due to more severe
problems.

Councillors could provide some cover.
Locum/temporary staff could be sought
via HALC, EHDC or neighbouring Parish
Councils.

What if you had no access to your IT
systems?

A skeleton service would operate until
the IT systems were restored.

What if there was a system failure?

The Council data, accounts and e-mails
would be retrieved from the cloud back
up with support from Trusted PC Man.

Publishing
agendas

When is the service/activity most vital?

3 days (excluding the days of issue and
meeting, Sundays, the days of the
Christmas, Easter and bank holiday
breaks and days appointed for public
thanksgiving or mourning) prior to
scheduled council meetings.

Which people are most essential and
when?

The Clerk/RFO to draw up agendas and
provide documentation to relevant
council members as above.

This can all be provided electronically.

Do you have plans for who needs to do
what in the case of the Clerk not being
available?

Yes. If the Clerk were not available, a
locum Clerk would be sought via HALC.
See contact list.

The expense of a Locum Clerk would be
covered under our insurance policy.

Who else is critical in providing this
service?

Clir. Paul Tansley could publish agendas
on our website. See contact list.
Councillors could assist with
noticeboards.

Paying Staff
Wages

When is the service/activity most vital?

Standing Order in place. RFO and Clerk
would need to ensure enough funds in
account. This can be accessed off site.
RFO uses electronic banking.

Which people are most essential and
when?

The RFO each month.

Do you have plans for who needs to do
what in case of an incident?

All Tax and NI payments are paid
guarterly to HMRC. A forecast of all
payments are detailed in an excel
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spreadsheet
adminl/documents/payroll/HMRC

Who else is critical in providing this
service?

Currently no-one.

Paying Invoices

When is the service/activity most vital?

On one day each week.

Which people are most essential and
when?

The RFO and the Clerk as above. The
Chairman can authorise payments if
required.

Do you have plans for who needs to do
what in case of an incident?

If the Clerk is not available, The Chairman
would authorise payments or sign
cheques in place of the Clerk and
cheques would be counter signed by 2
further Council Members.

Who else is critical in providing this
service?

Currently no-one.

Could you continue to provide a service
if you had a fire in the parish office?

Staff would work from home / or
alternative location until office restored.

Could you continue to provide a service
if you lost critical staff for a few days
due to weather problems, etc?

Weather should not affect operations, as
the Clerk and RFO could continue
working from home until the weather
improves.

As above but for a prolonged period of
weeks or months due to more severe
problems e.g. pandemic?

Staff would work from home.
Temporary staff would be sought via
HALC.

What if you had no access to your IT
systems?

A skeleton service would operate until
the IT systems were available.

What if there was a system failure?

The Council data, accounts and e-mails
would be retrieved from the cloud back
up with support from Trusted PC Man.

Grounds
Maintenance

When is the service/activity most vital?

Daily, predominantly through growing
season.

Which people are most essential and
when?

External contractor

Do you have plans for who needs to do
what in case of an incident?

If the Clerk is unavailable, a Councillor
would notify the contractor and Headley
Sports Association.

Who else is critical in providing this No-one.
service?

Could you continue to provide a service | Yes

if you had a fire in the parish office?

Could you continue to provide a service | Yes
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if you lost critical staff for a few days
due to weather problems, etc?

As above but for a prolonged period of
weeks or months due to more severe
problems e.g. pandemic?

The routine maintenance may have to be
scaled down for a period.

What if you had no access to your IT
systems?

The service would not be affected. We
could liaise with contractor by phone.

What if there was a system failure?

The service would not be affected. We
could liaise with contractor by phone.

Pandemic /
contagious
infection

Could you continue to provide a service
during a pandemic

Yes.

All staff are able to work from home and
access the Councils electronic
information.

When should staff return to work?

Staff should not be at work if they or
anyone in their household has or is
showing any symptoms of the illness.
Staff should follow government guidance.

Pre-cautions to take if in the office

Ensure there is social distancing.
Regularly wash hands.

Wipe down any surfaces touched with
anti-bacterial wipes.

Do not share equipment.
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