Beal Parish Council
BUSINESS CONTINUITY PLAN

Name: ……Beal Parish Council’
Address: Church Court Bungalow, Church Lane, Featherstone WF7 6BB
Contact telephone no: 01977 790132
Business Continuity Management is:

A planning process for all businesses and local authorities, small or large, to help reduce the impacts caused by disruptions and emergencies that can threaten its survival.

This document is the Council’s record of information and actions the Council would take to help prepare for emergencies or serious business disruptions to enable the council to recover as quickly as possible afterwards. A copy is kept by the Chair (and handed over when the Chair resigns to the new Chair) and the Clerk.

	This Business Continuity Plan is the property of:
	Beal Parish Council

	Adopted by Beal Parish Council on 
	1st April 2026

	Next review date: to be 
	April 2027


PLANNING ACTIONS
	Loss or disruption to the Council:

	Loss
	Disruption
	Action

	Staff
	Key staff are off work due to sickness
	If Clerk was taken ill, Councillors would stand in as unpaid Officers either until the Clerk returned. As per section 112 (5) and 116 of the Local Government act 1972.     Should the Clerk be taken ill when a meeting has been summoned, Chair would collect the papers from the Clerk and a Councillor would take the minutes.

	
	Threat of sickness (widespread virus)
	Clerk normally works from home so there would be little change. Chair or bank signatory would need to collect  the cheque books and postage stamps from the Clerk to make out and post cheque payments.

	
	Workstation
	A workstation assessment has been carried out Clerk works from home.

	
	Key staff resign
	Chair holds a recruitment folder with template job advert, job description, person specification and application form.  Support is available from YLCA for local council sector advice. If resignation is planned, Clerk would attend to advertising for a new Clerk and when appointed would hand over to new Clerk.  Should the resignation be immediate, Chair would deal with advertising and  Councillors would stand in on a temporary basis until new Clerk could be employed

	IT and Data
	IT equipment is damaged irrecoverably, and backups have not worked
	Information is saved on a cloud as well as on IT equipment and on website. Paper copies of policies and cash book are available

	Building(s) staff work from, and buildings used for meetings.
	Inability to access the normal workplace due to fire, flood, or other disaster
	Clerk works from home, it would be possible for the Clerk to work from the Village Hall as there is a broadband connection there.                Should the Village Hall be unavailable for meetings Council would need to make arrangements for a suitable venue to hold the meetings.

	Suppliers
	Companies cease trading
	New suppliers are found

	Customers
	Local Groups that hire the Village Hall/Community Room – loss of income
	The Village Hall is the responsibility of a trust and is run by such, there would be no customers.

	Utilities
	Gas, Electric and Water are disconnected
	The Parish Council own no premises therefore have no utilities.

	Equipment 
	Printer/copier/scanner ceases to work.


	Work is emailed/scanned and printed elsewhere until new equipment could be purchased.          


EMERGENCY CONTACT 
Listed here are the details of Key Persons that the Council may need to contact to make it aware of an emergency or serious business disruption.
	Name
	E mail
	Home
	Mobile
	Personal Email

	Chair
	Redacted
	
	
	

	Clerk
	For
	
	
	

	Vice Chair
	Website
	
	
	

	RFO
	
	
	
	

	Other staff
	
	
	
	


Listed here are the Council’s key customers and suppliers; they will be contacted in the event of an emergency or serious business disruption.
	Contract details
	Company
	Contact
	Telephone No.

	Electricity supplier
	n/a
	
	

	Insurance
	Hiscoxs 
	AJ Gallagher
	

	Broadband supplier
	BT
	0800800154 Faults
	

	Website Host/Provider
	Parish Online
	support@parish-online.co.uk
	


INSURANCE AND BANK DETAILS
	Company
	Contact Name
	Telephone No.
	Policy Ref/Bank Account Details

	Hiscox
	Gallaghers
	
	

	Barclays Bank.
	
	
	


OTHER USEFUL TELEPHONE NUMBERS
	Organisation
	Contact Name
	Telephone No.

	Neighbouring Council Clerks details’
	
	

	YLCA
	
	

	SLCC
	
	

	‘Principal Authority’
	
	


RECOVERY ACTIONS

RECOVERY OF ESSENTIAL BUSINESS RECORDS
	Business Records
	How will you recover the records? Identify any alternative measures in place

	Computer records / data and location
	Back-up records are held on the ‘cloud’ and can be accessed remotely

	Diary
	No Diary only a list of meeting dates which are advertised on the website and noticeboards

	Financial Records
	A copy of the backed-up finance records is saved on the Council’s ‘cloud’ storage system The Council’s Cash book is also in paper form and is available to see. 

	Critical paper records /information and location
	Deeds and current documents are held at the Clerks home, older documentation is stored at The Village Hall. No fire safe is available.

	Passwords
	A record of all passwords and codes needed to access the laptop, HMRC and Website, is held by the Chair in a sealed envelope for use in an emergency. Chair would need access to the Council’s laptop.

	Keys
	The only keys held by the Parish Council are a key for the Village Hall to provide access, these are kept by the Chair and Clerk.

	
	

	
	

	
	



A Copy of essential information, including this Business Continuity Plan, is held by the Chair and Clerk of the Council at their home address. No other Councillor or member of staff has access to this information.

RECOVERY - KEY EQUIPMENT NEEDED

Listed here are the essential equipment the council may need to replace if lost, or if the council had to move to an alternative site
	Essential Equipment  Laptop and printer.

	Critical IT records and Data – including personnel records

	Specialist equipment  no specialist equipment

	Computer software 

	Pension and HMRC data

	

	


RECOVERY ACTIONS
	Recovery Actions

	Advise all Councillors

	Activation of Business Continuity Plan

	Inform and allocate actions to Staff

	Inform key suppliers and customers and provide a recovery timescale

	Activate alternative suppliers, premise, equipment

	Review diary and customer commitments  n/a

	Advise insurance provider

	List of key dates; Insurance Policy renewal date; precept demand to Principal Authority by X date; budget to be approved by X; staff to be paid monthly on X date. (This can include key event dates)


RECOVERY LOG

Below is a record of all the events, actions, and decisions the Clerk/Proper Officer of the Council has taken.

	Date/Time
	Action
	Action By
	Complete

	
	
	
	

	
	
	
	

	
	
	
	


Additional Notes
	Insurance policy renewal date 1st October
Precept demand requested by 31st December 

Budgets to be approved by December meeting.

Staff payroll date 4th of the month but paid at meeting.



Adopted by Council:

Adoption date
1

