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Xxxxxxx School
Business Continuity Plan


Xxxxxxx School








	IN AN EMERGENCY

	1
	IF APPROPRIATE, CALL THE EMERGENCY SERVICES ON 999 (OR 112) 

	2
	CONTACT THE HEAD TEACHER ON
 (school) or (home) or

	3
	ALTERNATIVELY CONTACT THE DEPUTY HEAD TEACHER ON
 (school) or (home) or 

	4
	INFORM THE CHAIR OF GOVERNORS ON
[number]

	5
	PAGE THE COUNTY COUNCIL’S DIRECTOR ON CALL ON
07989 734 968
Leave your name, contact number & any relevant short message.
[In the unlikely event that the SCC Director On Call does not get back to you within a reasonable time period, then contact should be made with the Staffordshire Civil Contingencies Unit’s Duty Officer. This can be done by calling 08451 213322. This number will put you through to Fire Control. Please ask Fire Control to page the CCU Duty Officer, leaving an appropriate message.]
Please note that both of the above numbers are not public numbers and should only be used in an emergency.

	6
	GO TO THE EMERGENCY ACTIONS CARD COMMENCING ON PAGE 9
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A hard copy of this Business Continuity Plan (BCP) can be found in the following places:

The electronic version of this BCP is located here:



[bookmark: _Toc488752057]1.0 Preface

1.1 [bookmark: _Toc488752058]Description
This document is the BC Plan for Xxxxxxx School and provides an outline of the steps to be taken to effect recovery.  This document should be used to assist recovery of operations and continuation of work, following a major incident. 
The sections in this BC Plan cover functional recovery, BC Plan ownership and the relationship with the major incident management process.  In addition, there are key third party and internal contacts specific to Xxxxxxx School
The Council’s Incident Management Team (IMT) will oversee and co-ordinate the overall recovery process. The IMT will use a separate document (The Incident Response Guide) to assist. 

1.2 [bookmark: _Toc488752059]Document Purpose
It is not intended that the Incident Response Guide or this BC Plan should be used for all disruptions at the School.  Minor disruptions should be resolved using routine management procedures. The IMT will be activated for disruptions that are classified as major incidents (see appendix C for guidance on escalating to the Incident Management Team). 
Allocation of resources during the management of a major incident, such as workstations or meeting facilities, is subject to change by the IRT.  The actual requirements will be determined based upon the operational priorities prevailing at the time, and the expected duration of the major incident.  This BC Plan outlines the base requirements of Xxxxxxx School
During a major incident, the IRT will give direction on department recovery to department heads. 

1.3 [bookmark: _Toc488752060]Definition of Terms
This document uses the following terms and abbreviations, their definitions are below:

	Term
	Definition

	Business as Usual
	The normal status of School operations. 

	Incident Management Team (IMT)
	The senior management team which will assemble in response to a major incident. 

	Incident Response Guide
	A separate document; the plan used by the IMT to respond to a major incident. 

	Major incident
	A disruption which the IMT will be called out to respond to. See appendix C for escalating to the Incident Management Team. 

	Maximum Data Loss
	The maximum amount of IT data (measured in time) which may be lost between the previous good backup and the point of IT service failure. 

	Recovery Time Objective (RTO)
	The timeframe during which the process or IT service must be recovered to minimal capability, in order to prevent an unacceptable impact on the School.

	Maximum Acceptable Outage (MAO)
	The timeframe during which the process must be recovered to full capability, in order to prevent an unacceptable impact of loss upon the School. 
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[bookmark: _Toc488752061]2.0 Response Section
[bookmark: _Toc488752062]2.1 Initial Actions Flow Chart
[image: ]
[bookmark: _Toc488752063]2.2 Initial Alternative Meeting Point 

Identified alternative location for service to manage incident from, if primary location is lost.
Room Number X
XXXXX Building 
XXX Road
XXX Town
STXX	1XX

[bookmark: _Toc488752064]2.3 Business Recovery Team 

	Role
	Name
	Job Title
	Responsibilities

	BCP Lead
	
	
	

	Deputies
	[name]
	
	

	
	[name]
	
	

	Other Business Recovery Team members:
	[name]
	
	

	
	[name]
	
	

	
	[name]
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc488752065]3.0: Incident Assessment Sheet

Note: The criteria in the table below should be used as a guide when assessing the incident and some points may not be relevant depending on what has happened. 
	Date:
	
	Time:
	

	Major Incident trigger points.
	Incident (Tick)

	1. Have there been fatalities or multiple serious injuries suffered by any members of staff or third parties on School-related activities or is there significant risk of these occurring?
	

	2. Are there other serious staff or third party welfare implications affecting many people? E.g:
· Critical illness.
· Displacement / Loss of contacts.
· Trauma / Kidnap.
	

	3. Will School operations be significantly interrupted? E.g:
· Exclusion from site
· Failure of key processes.
· IT /communications disruption.
	

	4. Is the School 's reputation under serious threat?

	

	5. Is there intrusive media involvement?

	

	6. Is a major commissioning relationship or partnership under threat?

	

	7. Is there a threat of serious liquidated damages or other financial claim?

	

	If any of the above can be ticked, contact the Director on call (see front page)

	Assessment criteria

	1.   Expected duration:



	2.  Health and safety:



	3.  Impact on people (welfare, transport):



	4.  Impact on buildings and property (security, cordons):


	5.  Impact on IT and communications (network, telephony):




	6. Impact on School operations/ frontline services 




	7.  Possible future outcomes:




	8.  Potential for escalation or spread:




	9.  Potential for media involvement:




	10.  Implications for reputational damage:




	11.  Other





	Stakeholder list

	Advisors
	All Staff
	Local community
	Media
	Regional partners
	Executive

	Emergency Services
	Schools
	Elected Members
	Volunteer Organisations
	Local Businesses
	National Government

	Commissioned Service Providers
	Other
	Other
	Other
	Other
	Other




[bookmark: _Toc488752066]4.0: Incident Log SheetSheet No:




Consider completing the debrief points sheet in section 6.1 with any issues you feel needs to be address. 
	No
	Date
	Time
	Record
	Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Service Area Business Continuity Plan

[bookmark: _Toc488752067]5.0 Recovery Priorities
[bookmark: _Toc488752068]5.1 Process recovery
Prioritise your recovery based on process Recovery Time Objectives.  Remember that Estates & Facilities and Information Services may be recovering also, and may need to focus on their own recovery.  As such, it may not be appropriate to start recovery immediately. 

	Process
	Process Owner
	Recovery Time Objective
	Maximum Acceptable Outage

	[Communications to / with Parents and / or Guardians]
	[Name(s)]
	[3 hours]
	[1/2 day]

	[Examinations]
	[Name(s)]
	[1/2 day]
	[1 day]

	[Catering]
	[Name(s)]
	[1/2 day]
	[3 – 5 days]

	[Delivery of curriculum]
	[Name(s)]
	[1 day]
	[2 days]

	[Extra-curricular clubs]
	[Name(s)]
	[1 – 2 weeks]
	[3 – 4 weeks]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





[bookmark: _Toc488752069]5.2 Critical processes recovery strategy
For the processes identified as critical, and which have a recovery time objective that falls within 1 week (3-5 day recovery time objective), a recovery strategy needs to be devised.  Complete the table below to specify the recovery strategies for each scenario listed.  Action cards can then be developed to assist you in achieving the minimum recovery requirements for each critical process, within their recovery time objective timescales (see Appendix B). 
	Process: Example
	Recovery Timescales

	
	½ 
day
	1 
day
	3-5 days
	1-2 weeks
	3-4 weeks 
	1 month +

	Recovery Strategies
	
	RTO
	
	
	MAO
	

	What are the key tasks that need to be prioritised?


	Where else can the process be conducted?
 Examples to consider:
· An undamaged part of the building (possibly replacing a lower priority service)
· Somewhere the process is already conducted (another site)
· A temporary alternate site
· Work from home

	What are the key job roles for this process and who else can do the work? 
Examples to consider:
· What are the key job roles for this process? (e.g. must have 1 team leader available and 1 technical advisor).
· Employees in another location
· Employees who have formerly performed the work
· Temporary members of staff, contractors or a contract service

	What can be substituted for normal technology access? 
Examples to consider:
· A manual workaround process
· Accumulate data for later input
· Go where the network is not impacted




	What if a commissioned service fails to deliver?
 Examples to consider:	
· Acquire from inventory or alternate supplier
· Workarounds
· Do work in-house

	What if critical equipment becomes unavailable? 
Examples to consider:
· Outsource to someone else’s equipment
· Borrow, rent, lease, purchase
· Go where the equipment is available

	What if this process cannot operate?
 Examples to consider:
· Alert dependent processes
· Provide assistance (including ETA and updates)
· Divert them to an alternate source.




	
Process :  
[Communications to / with Parents and / or Guardians]
	Recovery Timescales

	
	3 
hours
	1 
day
	3-5 days
	1-2 weeks
	3-4 weeks 
	1 month +

	Recovery Strategies
	RTO
	MAO
	
	
	
	

	What are the key tasks that need to be prioritised?
· [Ensure communications to parents and / or guardians are made as appropriate]
· [Ensure timely updates and effective messages]

	Where else can the process be conducted?
· [Any alternate school location where network access is available]

	What are the key job roles for this process and who else can do the work? 
· [Head of Communications, Headteacher, Deputy Headteacher]
· [Receptionist / Office staff can do the work in the interim]
· [ICT teachers may be able to put messages onto the school website]

	What can be substituted for normal technology access?
[if the text messaging service isn’t available consider:]
· [Emails to parents]
· [Phone calls- N.B. additional staff from other areas of the school may be required to support this]
· [Website update]
· [Letter to parents- handwritten note if appropriate and ICT is completely down]

	What if a commissioned service fails to deliver?
· [N/A]
· [Consider alternate suppliers]

	What if critical equipment becomes unavailable?
[if the text messaging service isn’t available consider:]
· [Emails to parents]
· [Phone calls- N.B. additional staff from other areas of the school may be required to support this]
· [Website update]
· [Letter to parents- handwritten note if appropriate and ICT is completely down]




	
Process :  
[Examinations]
	Recovery Timescales

	
	1/2
day
	1 
day
	3-5 days
	1-2 weeks
	3-4 weeks 
	1 month +

	Recovery Strategies
	RTO
	MAO
	
	
	
	

	What are the key tasks that need to be prioritised?
· [Ensure the examination process is able to go ahead]
· [Ensure invigilators are available for each examination]
· [Ensure an appropriate room is available for the duration of the exam]
· [Ensure scripts are correct]
· [Ensure communications of any changes to exam times are promptly given to students]

	Where else can the process be conducted?
· [Alternate room / hall within the school]
· [Mobile facility on school playing field]
· [Partner / neighbouring school]
· [Local leisure centre if available]

	What are the key job roles for this process and who else can do the work? 
· [Invigilators to monitor the exams- consider support from neighbouring schools / alter the invigilator rota to backfill staff]
· [Teachers to prepare the students- consider teachers within the department or supply teachers]

	What can be substituted for normal technology access?
· [Alternate location or room if the exam requires technology]
· [Alternate school / hall / facility / leisure centre if due to a powercut]

	What if a commissioned service fails to deliver?
· [N/A]
· [External invigilators- consider an alternate means of invigilating exams]
· [Examination board- Headteacher to contact examination board to establish the reason]

	What if critical equipment becomes unavailable?
· [Alternate location or room if the exam requires technology]
· [Alternate school / hall / facility / leisure centre if due to a powercut]
· [Alternate room / hall within the school]
· [Mobile facility on school playing field]
· [Partner / neighbouring school]
· [Local leisure centre if available]
· [Photocopy scripts]




	
Process :  
[Catering]
	Recovery Timescales

	
	½ 
day
	1 
day
	3-5 days
	1-2 weeks
	3-4 weeks 
	1 month +

	Recovery Strategies
	MAO
	
	RTO
	
	
	

	What are the key tasks that need to be prioritised?
· [Establish the reason for the outage- e.g. loss of premise, loss of staff, failure of supplier, failure of equipment]
· [Consider alternative suppliers as appropriate]
· [Consider buying in pre-made sandwiches from nearby supermarket]
· [Consider staff with appropriate food hygiene certificates]
· [Ensure pupils receiving free school meals are identified]
· [Ask parents to provide packed lunches where possible or notify the school if this is not an option]
· [Consider requesting sixth form students purchase their own lunch on a lunchbreak]

	Where else can the process be conducted?
· [Neighbouring school]
· [Food technology classrooms]

	What are the key job roles for this process and who else can do the work? 
· [Liaison with catering supplier(s)]- Contract Manager?]
· [Staff with correct hygiene certificates may be able to make lunches where needed]
· [Office staff to put out comms to parents]

	What can be substituted for normal technology access?
· [Consider alternative suppliers as appropriate]
· [Consider buying in pre-made sandwiches from nearby supermarket]
· [Consider staff with appropriate food hygiene certificates]
· [Ask parents to provide packed lunches where possible or notify the school if this is not an option]
· [Consider requesting sixth form students purchase their own lunch on a lunchbreak]

	What if a commissioned service fails to deliver?
· [As above]

	What if critical equipment becomes unavailable?
· [As above]




	
Process :  
[Delivery of curriculum]
	Recovery Timescales

	
	½ 
day
	1 
day
	2 
days
	1-2 weeks
	3-4 weeks 
	1 month +

	Recovery Strategies
	
	RTO
	MAO
	
	
	

	What are the key tasks that need to be prioritised?
· [Ensure subject leads establish where in the academic year students are at and set appropriate work]
· [Consider supply teachers or agency teachers where necessary]
· [Ensure students who require extra support can still access this where needed]
· [Consider e-learning tasks where appropriate]
· [Prioritise subjects based on availability of staff, premise etc- e.g. use of sports hall for lessons in the event of building loss]

	Where else can the process be conducted?
· [Alternate building on site]
· [School hall / sports hall]
· [Alternative site]
· [Consider the use of the learning platform]

	What are the key job roles for this process and who else can do the work? 
· [Senior Leadership Team decision making]
· [Board of Governors]
· [Liaison with Staffordshire County Council where required]

	What can be substituted for normal technology access?
· [Consider e-learning tasks where appropriate]
· [Consider the use of the learning platform]
· [Prioritise subjects based on availability of staff, premise etc- e.g. use of sports hall for lessons in the event of building loss]

	What if a commissioned service fails to deliver?
· [Consider alternative suppliers or arrangements where required]
· [Consider liaising with partner schools]
· [May not be applicable]

	What if critical equipment becomes unavailable?
· [Ensure subject leads establish where in the academic year students are at and set appropriate work]
· [Consider supply teachers or agency teachers where necessary]
· [Ensure students who require extra support can still access this where needed]
· [Consider e-learning tasks where appropriate]
· [Prioritise subjects based on availability of staff, premise etc- e.g. use of sports hall for lessons in the event of building loss]




	
Process :  
[Extra-curricular clubs]
	Recovery Timescales

	
	½ 
day
	1 
day
	3-5 days
	1-2 weeks
	3-4 weeks 
	1 month +

	Recovery Strategies
	
	
	
	RTO
	MAO
	

	What are the key tasks that need to be prioritised?
· [Consider whether it is appropriate to run before / after school clubs depending on situation]
· [Remember these clubs may be the parents / guardian’s only form of childcare at short notice]
· [Liaise with the club / person running the activities to either cancel, postphone, rearrange at alternate venue]
· [Consider whether any extra-curricular activities have exams attached to them which may be coming up soon- e.g. music / dance lessons]
· [Consider safeguarding issues]

	Where else can the process be conducted?
· [Alternate site on the school grounds- e.g. indoors, outdoors, classroom environment]
· [Alternate premise as appropriate and agreed with Parents / Guardians]

	What are the key job roles for this process and who else can do the work? 
· [Anyone can do this work]
· [Liaison with the club /activity organiser]
· [Discussion with parents / guardians]
· [Sign-off by Senior Manager]

	What can be substituted for normal technology access?
· [Consider different types of activities]

	What if a commissioned service fails to deliver?
· [Consider a school-run activity until parents are able to collect pupils]
· [Consider alternate suppliers subject to DBS checks / safeguarding measures]

	What if critical equipment becomes unavailable?
· [Consider different types of activities]
· [Consider a school-run activity until parents are able to collect pupils]




[bookmark: _Toc488752070]5.3 Resource Recovery
Allocation of resources during the management of a major incident, such as space or workstations, is subject to change by the Incident Management Team.  The actual requirements will be determined based upon the operational priorities prevailing at the time, and the expected duration of the major incident.  The following tables outline a preference model for Xxxxxxx School

The re-provisioning of general space will be managed by Estates & Facilities; the table below outlines the strategy for providing such space.  The actual availability of space may be subject to resource constraints. 
	Location
	[School name]

	Preferred Recovery Location
	[Alternate school name? alternate building name? community centre?]

	Resource Recovery
	Business as Usual (BAU)
	½ day
	1 day
	3 -5 days
	1 -2 weeks
	3 – 4 weeks

	Staff
	[50 not FTE]
	[25]
	[25]
	[30]
	[40]
	[50]

	Teaching space
	[25 classrooms]
[2 x ICT rooms]
	[10 classrooms]
	[10 classrooms]
	[15 classrooms]
[1 x ICT rooms]
	[20 classrooms]
[2 x ICT rooms]
	[25 classrooms]
[2 x ICT rooms]

	Office workstations (includes pc, desk, phone)
	[10]
	[2]
	[2]
	[4]
	[8]
	[10]

	Remote Working
	[10]
	[10]
	[8]
	[6]
	[4]
	[2]

	Specialist Space
	[1 x ICT server room]
[2 x Chemistry Labs]
[1 x Sports Hall]
[1 x Assembly Hall]
Etc.
	[1 x ICT server room]
[1 x Assembly Hall]
Etc.
	[1 x ICT server room]
[1 x Assembly Hall]
Etc.
	[1 x ICT server room]
[1 x Chemistry Labs]
[1 x Assembly Hall]
Etc.
	[1 x ICT server room]
[1 x Chemistry Labs]
[1 x Sports Hall]
[1 x Assembly Hall]
Etc.
	[1 x ICT server room]
[2 x Chemistry Labs]
[1 x Sports Hall]
[1 x Assembly Hall]
Etc.

	Other resources

	Documentation

	[AQA Biology Books]
	[30]
	[5]
	[5]
	[20]
	[25]
	[30]

	[Printed registers]
	[25]
	[25]
	
	
	
	

	Specialist IT and Hardware

	[CAD Software]
	[2]
	
	
	[2]
	
	

	[Dyslexia Software]
	[5]
	
	[3]
	[5]
	
	

	Other (e.g. specialist equipment)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Location
	[Science Block]- duplicate these tables as applicable

	Preferred Recovery Location
	

	Resource Recovery
	Business as Usual (BAU)
	½ day
	1 day
	3 -5 days
	1 -2 weeks
	3 – 4 weeks

	Staff
	
	
	
	
	
	

	Teaching space
	
	
	
	
	
	

	Office workstations (includes pc, desk, phone)
	
	
	
	
	
	

	Remote Working
	
	
	
	
	
	

	Specialist Space
	
	
	
	
	
	

	
	
	
	
	
	
	

	Other resources

	Documentation

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Specialist IT and Hardware

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[bookmark: _Toc488752071]
5.4 Dependencies / Suppliers
	#
	Who do you depend on
	Who depends on you

	1
	[Parents]
	[Pupils]

	2
	[Catering company]
	[Parents / Guardians] 

	3
	[Mobile library] 
	[Governors]

	4
	[Supply teachers]
	[Local Community]

	5
	[Exam board /curriculum provider]
	[OFSTED]

	6
	[Academy sponsor]
	[Academy sponsor]

	7
	[Staffordshire County Council]
	[Staffordshire County Council]

	8
	[Insurance provider / RPA]
	

	9
	[OFSTED]
	

	10
	
	

	11
	
	

	12
	
	

	13
	
	

	14
	
	

	15
	
	


[bookmark: _Toc488752072]5.5 Critical Periods
	#
	Critical Activity
	Months Expected / Scheduled
	Processes Affected

	1
	[Exam period]
	[May-June]
	[All]

	2
	[September intake]
	[August-September]
	[Some] list

	3
	
	
	


[bookmark: _Toc488752073]5.6 Salvage Priorities
	#
	Salvage Item and Description
	Location
	Comments

	1
	[School trip funds in safe]
	[Safe- Headteacher’s office]
	[Next to cupboard 3]

	2
	[Child Safeguarding Records]
	[Safe- Headteacher’s office]
	[Next to cupboard 3]
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[bookmark: _Toc405530943][bookmark: _Toc488752074]6.0 De-brief
CONDUCT A DEBRIEF AT AN APPROPRIATE TIME FOLLOWING RESOLUTION OF THE INCIDENT.
Debrief conducted on ………………………………………………………………………………… (date / time)

At ………………………………………………………………………………………………………………… (location)

Individuals involved in the Meeting were:
	Role
	Role Holder
	Role
	Role Holder

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Additional Attendees (if required):
	Name
	Role
	Name
	Role

	

	
	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc119474522][bookmark: _Toc201397424][bookmark: _Toc201754700]
[bookmark: _Toc405530944]

[bookmark: _Toc488752075]6.1 Debrief Points
The matters listed below should be considered but comment is not necessary under each heading.
	Incident detection and escalation:




	Call out:




	Command:




	Information available:




	Communications:




	Effectiveness:




	Decisions made:




	Response of staff:




	Costs and expenses:




	Training implications:




	Impact on the School:




	Other comments:






























[bookmark: _Toc201740305][bookmark: _Toc201754701][bookmark: _Toc405530945][bookmark: _Toc488752076]
6.2 Actions Arising from the Debrief
	#
	Action
	Assigned to
	Deadline

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
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[bookmark: _Toc488752077]Annex A: Contact List

	Name & Organisation
	Job Title
	Email Address
	During Office Hours
	Mobile / Pager
	Out of Hours Contact

	Internal

	Director On Call
	Page the Director on Call (see front page)
Leave your name, contact numbers & any relevant short message. 

	[Staff phone numbers]
	
	
	
	
	

	[Governor phone numbers]
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	External

	Civil Contingencies Unit
	Duty Officer
	08451 213322 (Fire Control – Ask them to page the Staffordshire CCU Duty Officer – Leave your name and contact number)

	[Academy sponsor]
	
	
	
	
	

	[OFSTED]
	
	
	
	
	

	[Staffordshire County Council]
	
	
	
	
	

	[Insurance provider / RPA]
	
	
	
	
	

	[Catering company]
	
	
	
	
	

	[Sports club provider]
	
	
	
	
	

	[Coach company]
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[bookmark: _Toc400006548][bookmark: _Toc488752078]Annex B: Loss of ICT Action Card

· Assess the situation from the ICT Helpdesk and identify the likely length of network outage or system downtime.
· Identify a suitable manual work around.
· Identify alternative means of communication to inform partner services / organisations / customers and senior managers of the problem and identified temporary solutions.
· Use resource requirements shown in Section 5.3 to outline resources required by the team.
· Add others as required.

The Recovery Time Objective (RTO) and Maximum Acceptable Data Loss (MADL) below represent the current capability to recover from the loss of each IT service.  A failure of multiple IT services may take longer depending upon resource availability. 
The RTO is the timeframe during which the IT service must be recovered in order to prevent an unacceptable impact of loss. 
The MADL is the maximum amount of IT data (measured in time) which may be lost between the last backup and the point of IT service failure. 

Please note: The table below currently shows your requirements, not the capability of the IT department, this should be used as a reference point until IT are in a position to provide their capabilities. 
	Central IT Service
	RTO
	MADL

	[Microsoft office]
	[1 day]
	[N/A]

	[Outlook]
	[1/2 day]
	[1/2 day]

	[Hardline phone access]
	
	

	[Mobile phones *smartphones]
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[bookmark: _Toc488752079]Annex C Plan Maintenance Record
The following form should be maintained by the BC Plan Owner as a status record of maintenance.  The Business Continuity Recovery Team should also be notified and sent an updated version. 

	Plan updated (dd/mm/yyyy)
	Updated by 
	Next scheduled update (dd/mm/yyyy)

	[month/year]
	[Author]
	[month/year]- this should be at least annually
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