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Business Continuity Plan 

Organisation: Willow Tree Learning Northants 

Policy Title Business Continuity Plan 
Reviewed By Natasha Pendered 
Approved By Kirstie Dean 
Effective Date September 2026 
Review Date September 2027 or sooner following a significant 

incident or change 
Version V 1. 
Applies To All staff, volunteers, contractors and authorised 

persons working for or on behalf of Willow Tree 
Learning Northants 

1. Purpose 

This Business Continuity Plan sets out the arrangements Willow Tree Learning Northants will 
use to maintain essential functions and protect learners, staff and visitors during significant 
disruption. 

The immediate priorities are safeguarding, learner welfare, staff safety, communication and 
continuation of essential provision wherever this can be achieved safely. 

2. Scope 

This plan applies to significant events that may prevent or substantially disrupt normal 
operations, including loss of premises, fire, flood, utility failure, severe weather, loss of key 
staff, IT or communications failure, cyber incidents, infectious disease outbreaks and serious 
safeguarding or security incidents. 

3. BCP Activation and Leadership 

The Business Continuity Plan may be activated where an incident is likely to significantly affect 
Willow Tree Learning Northants' ability to operate from its normal premises or deliver essential 
services. 

The Site Lead, who is also a Director, will make the decision to activate the plan and determine 
the immediate operational response. Where the Site Lead is unavailable, the Deputy Site Lead 
will take over the operational response. 

The Site Administrator will act as Business Continuity Coordinator and will coordinate BCP 
communications with staff, learners, parents/carers, commissioners and other relevant 
stakeholders. 
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4. Business Continuity Priorities 

• Protect the safety, welfare and safeguarding of learners, staff and visitors. 

• Maintain essential learner provision wherever safe and reasonably practicable. 

• Maintain appropriate supervision and staffing arrangements. 

• Maintain communication with learners, parents/carers, commissioners and relevant 
professionals. 

• Protect confidential information, records and essential organisational data. 

• Restore normal operations as soon as reasonably practicable. 

5. Responsibilities 

Directors provide overall oversight and ensure appropriate resources and decisions are 
available during significant disruption. 

The Site Lead coordinates the immediate operational response, including decisions about site 
closure, alternative arrangements, staffing and communication. 

The Designated Safeguarding Lead (DSL) ensures safeguarding arrangements remain effective 
and concerns are managed appropriately. 

The Health and Safety Office provides advice on health and safety risks, emergency 
arrangements and safe reopening or use of premises. 

The Site Administrator will act as Business Continuity Coordinator and will coordinate BCP 
communications with staff, learners, parents/carers, commissioners and other relevant 
stakeholders. 

All staff must follow reasonable management instructions, protect learner welfare, report 
concerns promptly and support continuity arrangements within their role. 

6. Immediate Response 

• Contact emergency services where necessary. 

• Evacuate or secure the premises where required. 

• Account for learners, staff and visitors and maintain appropriate supervision. 

• Notify the DSL where safeguarding concerns arise. 

• Assess whether the premises remain safe and usable. 

• Identify affected essential services or activities. 

• Contact relevant staff, parents/carers, commissioners or stakeholders as appropriate. 

• Implement safe alternative arrangements where practicable. 

• Record significant decisions, actions and incidents. 

7. Loss of Premises 
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If the Willow Tree Learning site cannot be safely used, the Site Lead will consider whether 
provision can be relocated, temporarily suspended or delivered through an alternative safe 
arrangement. 

Where a new or temporary premises is required, Willow Tree Learning Northants will make use, 
where possible and appropriate, of existing community facilities, libraries and off-site activities 
or arrangements already in place. Teaching staff and LSMs will continue to deliver provision 
through these arrangements while office staff work from home as a temporary measure. This 
will allow learner provision to continue while reasonable time is given to identify, assess and 
relocate to a suitable new premises. Willow Tree Learning Northants will seek a small leased 
building as soon as reasonably practicable, depending on the nature and extent of the issue 
affecting the existing premises. 

Where learner transport remains available, it will continue to be provided to the temporary 
location or alternative provision venue. If transport is unavailable, including where an incident 
has affected the organisation's vehicle(s), Willow Tree Learning Northants will work with 
parents/carers to consider alternative transport arrangements until normal transport provision 
can resume. 

Any alternative location will be checked for safety, safeguarding, accessibility and suitability 
before learner provision resumes. 

8. Utilities, Fire, Flood or Other Site Emergency 

Where disruption affects electricity, heating, water, fire safety, building security or other 
essential services, the Site Lead will assess whether the site remains safe to occupy. Where it 
is not safe, the site will be closed or evacuated as appropriate. 

Relevant emergency services, maintenance, landlord, utility or specialist contractors will be 
contacted as required. 

9. IT, Systems and Communications 

Where IT systems, telephones, internet access or other communication systems are 
unavailable, staff will use available approved alternative communication methods and paper-
based processes where necessary. 

To support continuity of IT services, office staff who are issued with Willow Tree Learning 
Northants laptops and work phones are required to take these devices off site with them each 
evening. This enables essential systems, communications and work to continue from an 
alternative location where required. Core systems and learner records are cloud based and 
can therefore be accessed remotely by authorised staff. 

Confidential learner and staff information must continue to be managed securely. 

10. Staffing and Loss of Key Personnel 

The organisation will prioritise staffing for essential learner supervision, safeguarding and 
operational functions. Where key staff are unavailable, the Site Lead will consider available 
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competent staff, temporary support, alternative provision or temporary reduction of non-
essential activity. 

Staff must not undertake duties outside their competence simply because of an emergency. 
Safeguarding responsibilities must remain appropriately covered. 

11. Learner Safeguarding and Welfare 

Safeguarding remains a priority throughout any disruption. Existing safeguarding procedures 
continue to apply, and concerns should be reported to the DSL without delay. 

Safeguarding concerns will be recorded on CPOMS where appropriate, in line with the 
Safeguarding and Child Protection Policy. 

12. Communication 

The organisation will communicate clearly and proportionately with those affected. Depending 
on the circumstances, this may include staff, learners, parents/carers, commissioners, social 
care, emergency services, health professionals, contractors and other relevant partners. 

Critical contact numbers are stored in staff work mobile phones to support rapid contact 
during a disruption. 

Communications will provide confirmed information wherever possible and will avoid 
unnecessary sharing of confidential information. 

13. Records and Data 

Essential records must be protected from loss, damage, unauthorised access or inappropriate 
disclosure. Where normal systems are unavailable, appropriate temporary recording 
arrangements will be used and information transferred to the approved system when available. 

Suspected loss, unauthorised access or compromise of personal or confidential information 
must be reported promptly. 

14. Recovery and Return to Normal Operations 

Following disruption, the Site Lead will coordinate a safe return to normal operations. This may 
include confirming premises and equipment are safe, restoring IT and communications, 
reviewing staffing, contacting stakeholders and reviewing affected risk assessments or 
procedures. 

Significant incidents will be reviewed to identify learning and improve continuity arrangements. 

15. Testing, Review and Maintenance 

This plan will be reviewed at least annually and following a significant incident, organisational 
change or identified weakness. Relevant emergency and continuity arrangements will be 
tested or discussed periodically so staff understand their responsibilities. 
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A detailed Disaster Recovery Policy and supporting Disaster Recovery Plan will be developed 
separately to provide further technical and operational detail. This plan provides the immediate 
business continuity framework for Willow Tree Learning Northants. 

16. Related Policies and Documents 

• Safeguarding and Child Protection Policy 

• Health and Safety Policy 

• Fire Safety Policy 

• Risk Assessment Policy 

• Accident, Incident & Near-Miss Reporting Policy 

• Lone Working Policy 

• Educational Visits Policy 

• Supporting Learners with Medical Needs Policy 

• Allergy and Anaphylaxis Policy 

• COSHH Policy 


