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	CRITICAL FUNCTION
	CONSIDERATIONS 
	POSSIBLE CONTINGENCIES 

	Educational Staff

	Think of the following:
Who are the key staff and what do they do to keep the school open

What would the impact of their absence be and when would it be felt?

What is the minimum number of staff we need to stay open?

What skills would any cover staff require?

Can we cope without certain individuals?


	Provide internal cover (similar role)

Provide internal cover (differing role)

Provide third party cover via agency or Council staff or through mutual aid arrangements

Regroup pupils

Reduce or change provision of service to individuals

Reduce or change provision of service to groups

Rotate class supervision

Have multi-class supervision

Rotate class attendance at school

Do nothing

	Premises*
	Think of the following:

What if we loss examination rooms?

What if we lose use of some of our classrooms and/or its contents?

What if we lose use of specialist rooms and/or its contents (e.g ICT, D&T)?

What if we lose administrative or office areas and/or contents?

What if we lose some traffic routes or common parts?

What if we lose gas, electric or water supplies?
	Displace less urgent classes or services 

Reciprocal agreement with other establishments (spare capacity use or specialist classrooms)

Change curriculum/defer certain specialist lessons until full recovery

Use spare capacity or space within the establishment

Combine remote learning with some school based learning (rota use of classroom space available)

Have in place appropriate maintenance contracts for speedy recovery of utilities

	Catering Facilities and Staff

	Think of the following:
What if we lose use of catering facilities?

What if we do not have sufficient catering staff?
	Contractors have in place contingencies for such eventualities and will implement their plans accordingly

Schools not in the contract should consider the following:

Use of third party (agency) staff

Provision of cold meals from outside supplier

Provision of hot meals from outside supplier

Temporary mutual aid arrangement with DSO

	I.T & Communications

	Think of the following:
What if we lose telephony?

What if we lose our I.T servers (either physical damage or software issue)?

What if we lose hardware?

	Use of mobile telephone as back-up

Dedicated telephone line remote from other system

Ensure regular remote back-up or weekly tape back-up of I.T data

Provide lessons via hard copy materials rather than I.T

Keep spare hardware in storage or take from elsewhere


	Cleaning Staff

	Think of the following:
What if we do not have sufficient cleaning staff?
	Contractors have in place contingencies for such eventualities and will implement their plans accordingly

Schools not in the cleaning contract should consider the following:

Temporary mutual aid arrangement with Turners

Use of third party (agency) staff

	Records
	Think of the following:

What if paper versions of pupil or staff related records are lost or damaged

How will we recover such information
	Keep records in secure, fire proof cabinets

Keep electronic versions of all important documentation (e.g scan in)

Back up electronic versions (e.g flash drive, CD_ROM)

	Coursework 
	Think of the following:

What if hard version of pupil course work is lost or damaged
	Keep work in secure, fire proof cabinets

Consider what materials can be kept electronically 
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