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Business Continuity Plan

Date:	16/02/2026

Distribution list:

	Name:
	Communication methods of plan

	Talon Golding 
	· Electronic version on SharePoint 
· Board meeting ratification
· Operational meetings
· Induction training

	Taj Heer
	

	Joe Turner
	

	Hayley Marriott
	






If you have any suggestions for changing this plan, please contact:
Hayley Marriott hayley@3spirittraining.com 07345 444 485




All systems and data are secure on cloud-based system:


Contents1) Learner portfolios & learning resources – Onefile
2) Learner personal data and ESFA returns – Cloud based PICS
3) Initial assessments – online BKSB 
4) Tutor resources – SharePoint/Office 365
5) Emails – Outlook/Office 365
6) Internal messaging and communication – Teams/Office 365
7) HR records & staff training – cloud-based platform Bright HR/TES
8) Accounts – Xero
9) Banking – online with Co-op
10) Access to key documents – SharePoint
11) Safeguarding, prevent E&D communication – OneFile, Email, SharePoint
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1.	Aim of the plan

This plan has been designed to prepare 3 Spirit Training Limited to cope with the effects of an emergency or crisis. It is intended that this document will provide the basis for a relatively quick and painless return to “business as usual” regardless of the cause.

Emergencies should still be responded to as per emergency procedures and require calling 999 for emergency services. In the event of a terrorist attack, buildings should be locked down immediately as per “Lock Down Procedure”.

2.	Objectives of the plan

· Understand the critical functions and activities of the organisation.
· Analyse and respond to the risks to the organisation.
· Provide a detailed, prioritised and timetabled response to an emergency situation.
· Identify the key roles, responsibilities and contacts to respond to an emergency.

3.	Critical Function Checklist

	Priority
	Critical function
	Timeframe

	1
	Critical Systems Malfunction/Down (business critical systems and back-up/restore of data)
	1 Day


	2
	Issues with premises/main site (i.e. fire, flood etc)

	1 Day

	3
	Internet issues/Communication channels

	1 Day

	4

	Staff sickness/turnover (learner specific)
	1 Week

	5
	Health Pandemic

	1 Day



This list may be used as a checklist to ensure that critical tasks are completed on time and according to a pre-agreed priority schedule. It may also be used to provide a hand-over document between different shifts in the recovery process.

4.	Command and Control

The decision to use this plan will be taken by the following, who will also be responsible for taking the “difficult” decisions for the organisation overall:

	Name
	Title
	Contact details

	Talon Golding
	Director
	07548 642 515

	Taj Heer
	Director 
	07768 170 088

	Joe Turner
	Company Chair
	07719 629 653

	Hayley Marriott 
	Head of Funded learning
	07345 444 485



5. Critical Function Analysis and Recovery Process 

	
Priority:
	1
	Critical function:
	Cloud computing/Down (business critical systems and back-up/data recovery)


	Responsibility:
(role responsible for leading on this activity, plus deputies)
	Taj Heer, Talon Golding, Joe Turner, Hayley Marriott


	Potential impact on organisation
if interrupted:

	Disruption to staff being able to work effectively.
  
Staff unable to access cloud-based data

	Likelihood of interruption to organisation:

	Medium risk

	Recovery timeframe:
(how quickly must this function be recovered to avoid lasting damage)
	1 Day

	Resources required for recovery:

	Staff 
(numbers, skills, knowledge, alternative sources)

	Joe Turner, Hayley Marriott

	Cloud / systems 
(backup and recovery processes, staff and equipment required)

	Data is backed up on cloud system and externally and would be recovered.


	Premises
(potential relocation or work-from-home options)

	All colleagues currently work from home with the option to work from the office. 

	Communications
(methods of contacting staff, suppliers, customers, etc)

	Email if working, if not then staff to be contacted by text message, phone call or other media (Teams).
Calls would need to be made by managers to any specific organisations needed (i.e. DFE)

	Equipment
(key equipment recovery or replacement processes; alternative sources; mutual aid)
	Computer for cloud access

	Supplies
(processes to replace stock and key supplies required; provision in emergency pack)
	N/A




5.	Critical Function Analysis and Recovery Process (continued)

	
Priority:
	2
	Critical function:
	Issues with premises (i.e. flood, fire etc), alternative sites


	Responsibility:
(role responsible for leading on this activity, plus deputies)
	Talon Golding, Taj Heer


	Potential impact on organisation
if interrupted:

	Colleagues currently work from home with the option to work from the office


	Likelihood of interruption to organisation:
	Low risk

	Recovery timeframe:
(how quickly must this function be recovered to avoid lasting damage)
	1 Day, some elements would need to be in place.

	Resources required for recovery:

	Staff 
(numbers, skills, knowledge, alternative sources)
	Joe Turner, Hayley Marriott


	Data / systems 
(backup and recovery processes, staff and equipment required)

	Cloud backups for all systems and data
PICS access. 


	Premises
(potential relocation or work-from-home options)

	Home working options available for all Colleagues



	Communications
(methods of contacting staff, suppliers, customers, etc)

	Email, Teams, text


	Equipment
(key equipment recovery or replacement processes; alternative sources; mutual aid)
	Computer for Cloud access



	Supplies

	N/A





5.	Critical Function Analysis and Recovery Process (continued)

	

Priority:
	3
	Critical function:
	Internet issues & Communication channels


	Responsibility:
(role responsible for leading on this activity, plus deputies)
	Joe Turner, Hayley Marriott


	Potential impact on organisation
if interrupted:

	Majority of our systems use the internet so would be a major disruption.

	Likelihood of interruption to organisation:

	Medium risk

	Recovery timeframe:
(how quickly must this function be recovered to avoid lasting damage)
	1 Day

	Resources required for recovery:

	Staff 
(numbers, skills, knowledge, alternative sources)

	Hayley Marriott

	Data / systems 
(backup and recovery processes, staff and equipment required)

	All staff have access to mobile hotspot and internet access at office 

	Premises
(potential relocation or work-from-home options)

	
All colleagues work from home.


	Communications
(methods of contacting staff, suppliers, customers, etc)

	Staff will be contacted if possible, from another source (i.e. GPRS on mobile phone, WhatsApp) or contacted by text. These comms can work off mobile data.

	Equipment
(key equipment recovery or replacement processes; alternative sources; mutual aid)
	N/A

	Supplies
(processes to replace stock and key supplies required; provision in emergency pack)
	N/A





	[bookmark: _Hlk34729997]
Priority:
	4
	Critical function:
	Staff turnover/sickness (learner specific)

	Responsibility:
(role responsible for leading on this activity, plus deputies)
	Hayley Marriott


	Potential impact on apprenticeship training:

	Learners left without allocated tutor to provide teaching, learning and assessment

	Actions required for recovery:

	Action
	Description
	Responsibility

	Review of caseload
	Where a staff member is leaving the business and their caseload can be reallocated across existing provision this will be the first course of action.
	Hayley Marriott & Curriculum quality leads 

	Recruitment process
	Where caseloads cannot be reallocated internally.
Tutor coaches are subject to a one month notice period. 
Within the one month notice period the role will be advertised with the intention of identifying suitable candidates. 
Followed by:
· Interview
· Selection
· Job offer
· Agreed start date (allowing for notice period)
The expected timeframe for new tutor coach to start delivery is 3 months from when current tutor notice is received.
	Hayley Marriott & Curriculum quality leads

	Interim contingency
	Apprentices are allocated an interim support tutor who will undertake teaching, learning and assessment once current tutor coach has left the business and until new tutor coach has completed induction. 
	Hayley Marriott & Curriculum quality leads

	Records
	All learner portfolios and learner/staff resources are online on cloud based systems so will have access.
	Hayley Marriott



	
Priority:
	5
	Critical function:
	Health Pandemic (or any other reason to close)

	Responsibility:
(role responsible for leading on this activity, plus deputies)
	 
Talon Golding, Taj Heer, Joe Turner, Hayley Marriott


	Potential impact on apprenticeship training:

	If the UK is faced with a health pandemic i.e. Coronavirus, we could experience disruption as a provider. 


	Likelihood of interruption to organisation:
	High risk

	Recovery timeframe: (how quickly must this function be recovered to avoid lasting damage)
	This is a fluid situation; therefore, time frames are currently unknown.

	Actions required for recovery:

	Action
	Description
	Responsibility

	Premises
(numbers, skills, knowledge, alternative sources)
	All staff can work from home. Where they are expected to entry learner premises for observations, this will be paused and rescheduled 
	Hayley Marriott

	Staff – Personal circumstances (childcare commitments, absence)
	Flexible/home working will need to be considered in such circumstances.


	Hayley Marriott, Joe Turner

	Learner Assessments and TLA
	Learning can be delivered online and assessment completed when deemed safe to do so.
The use of modern technology may support to ensure that learners are still able to progress within their qualification.
Safeguarding systems in place to address additional risks associated with home learning/lockdowns. All staff are trained in safeguarding reporting and know the DSL (Joe Turner)

	Hayley Marriott, Joe Turner


	Communication (methods of contacting staff, suppliers, customers etc).
	Emails, text messaging or Teams

Calls would need to be made by managers to organisations where appropriate.
	Hayley Marriott, Joe Turner, CQL’s 

	Records
	All learner portfolios and learner/staff resources are online on cloud-based systems so will have access.
	Hayley Marriott


















6. Emergency Response Checklist

This page should be used as a checklist during the emergency.


	Task
	Completed
(date, time, by)

	
Actions within 24 hours:
	

	Start of log of actions and expenses undertaken (see section 8 Action and Expenses Log)

	

	Liaise with emergency services (see section 6E Contact List – Emergency Services)

	

	Identify and quantify any damage to the organisation, including staff, premises, equipment, data, records, etc

	

	Identify which critical functions have been disrupted (use section 3 Critical Function Checklist)

	

	Convene those responsible for recovering identified critical functions, and decide upon the actions to be taken, and in what time-frames (use section 4 Critical Function Analysis and Recovery Process)
	

	Provide information to:
· Staff
· Suppliers and customers
· Insurance company
	

	
Daily actions during the recovery process:
	

	Convene those responsible for recovery to understand progress made, obstacles encountered, and decide continuing recovery process
	

	Provide information to:
· Staff
· Suppliers and customers
· Insurance company
	

	Provide public information to maintain the reputation of the organisation and keep relevant authorities informed

	

	
Following the recovery process:
	

	Arrange a debrief of all staff and identify any additional staff welfare needs (e.g. counselling) or rewards
	

	Use information gained from the debrief to review and update this business continuity management plan
	














7.	Contact Lists

This section contains the contact details that are essential for continuing the operation of the organisation.

A.	Staff

	Name
	Mobile
	E-mail

	Talon Golding
	07548 642 515
	talon@3spirittraining.com

	
	
	

	Taj Heer
	07768 170 088
	taj@3spirittraining.com

	
	
	

	Joe Turner
	07719 629 653
	joe@3spirittraining.com

	
	
	

	Hayley Marriott
	07345 444 485
	hayley@3spirittraining.com




B.	Key Suppliers

	Supplier
	Provides
	Telephone
	E-mail

	Connection Technologies – Bradley Lethbridge 
	Mobiles 
	07936 965092
	Bradley.lethbridge@connection-technologies.co.uk


	Onefile. Account Manager – Collette Jackson
	e-portfolio
	0787 604 0600
	cjackson@onefile.co.uk



	DFE account manager (Emily Crutchley)
	Stakeholder
	NA
	Emily.crutchley@education.gov.uk


	DFE (General Number)
	Stakeholder
	0370 2670001
	DE.servicedesk@education.gov.uk


	PICS/One advanced – Account manager Jason Selwood
	MIS system  
	0121 536 2584
	Jason.selwood@oneadvanced.com





C.	Key Customers

	Customer
	Service / goods used
	Telephone
	E-mail

	Learners and employers if affected
	
	Calendars will list who is booked in
	





E.	Local Emergency Services

	Service
	Location
	Telephone

	Ambulance
	Emergencies
	999

	Fire Service
	Emergencies
All stations across the borough
	999
020 7587 2000

	Floodline
	Information service
	0845 988 1188

	Police
	Emergencies
All stations across the borough
	999
020 7404 1212





F.	Insurance and Finance Companies

	[bookmark: _Hlk34746395]Service
	Company
	Telephone
	E-mail

	Banking
	Co-op banking 
	03457 213 213
	 NA

	Insurance
	Gallagher Business insurance – account manager Macy Jones
	01443 807 390
	Macy_jones@ajg.com




G. 	Local Authority

	Service
	Company
	Telephone
	E-mail

	Local Authority
	Birmingham City Council
	0121 303 1111
	https://www.birmingham.gov.uk/info/50044/contact_us_form




H. 	Accreditation 

	Service
	Ref 
	Certificate 

	ICO renewal
ICO:00010831632

	ZA171183
	https://ico.org.uk/ESDWebPages/Entry/ZA171183






8.	Emergency Pack Contents

As part of the recovery plan for the organisation, key documents, and records and equipment are held off-site in an electronic format in an emergency pack. This pack may be retrieved in an emergency to aid in the recovery process.

The contents of the emergency pack comprise the following:


Documents:

·  A copy of this plan, including key contact details
·  Insurance policies
  

Records:

·  Cloud based records
·  Cloud based Financial records






 9.	Actions and Expenses Log

This form should be used to record decisions, actions and expenses incurred in the recovery process. This will provide information for the post-recovery debriefing, and help to provide evidence of costs incurred for any claim under an insurance policy. 

	Date/time
	Decision / action taken
	By whom
	Costs incurred 
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