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Definitions 
Note: these terms are standard throughout all policy documents and are designed to provide clarity. 
 
Section 1: The MAT 

“the Academy Trust”  
and “Trust” 
 
“the Board” 
 
“the Directors”                                                 
 
 
“Finance Committee” 
 
 
“Accounting Officer”  
 
 
 
“Chief Finance Officer” 
(CFO) 
 
 
 
“Trust Business 
Manager” (“TBM”)  
 
“Leadership Team” 

mean the Heath Academy Trust Company. 
 
 
means the Board of Directors of the Heath Academy Trust Company. 
 
refers to the group of (up to 12) Directors who make up the Board, and who 
are also the Heath Academy Trust’s “Trustees” under charity law.  
 
refers to the Finance and Audit Committee formed by the Board to manage the 
financial affairs of the Trust. 
 
is a role held by the Chief Executive Officer (“CEO”) of the Trust, and one 
which includes a personal responsibility for the financial resources under the 
Trust’s control.   They are accountable for the Trust’s financial affairs. 
 
is the Trust’s finance director, and also the Trust Business Manager, to whom 
the Accounting Officer delegates responsibility for delivery of the Trust’s 
financial processes and reports, and for the oversight and consolidation of the 
Academies’ financial data. 
 
Fulfils the CFO role within the Trust, including compliance and statutory 
returns, as described in the Academies’ Financial Handbook. 
 
is a team representing the Academies, consisting of the Headteachers and the 
CEO, and the TBM. 

 
A full description of the positions listed, and their responsibilities will be found in the current Academies’ 
Financial Handbook. 
 
Section 2: The Schools 

“Academy” 
 
“Academies” 
 
“School”  
 
“Finance Officer” 
 
 
“Governor” 
  
  
“Headteacher” 
 
 
 
“School’s Leadership Team” 

One of the six schools making up the Heath Academy Trust. 
 
All of the six Academies. 
 
means an Academy within the Trust. 
 
The person responsible for the day to day management of an 
Academy’s financial operations. 
 
means a formally elected and appointed member of a School’s 
Governing Committee (generally referred to as the LGC).  
 
means the senior person at an Academy who may also be an Executive 
Headteacher and/or elected as a Director of the Board. 
 
A group within each School consisting of the Headteacher, senior staff 
and the local Governing Committee. 
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The Heath Academy Trust 
 

Trust Address & Contact Details 

The Heath Academy Trust 
c/o St James CE First School,  
Park Lane,  
Alderholt,  
Fordingbridge  
SP6 3AJ  
Registered in England and Wales Registration 
Number 09809895 
office@heathacademytrust.co.uk 

Chief Executive Headteacher - Justine Horn 
justine.horn@heathacademytrust.co.uk 
 
Chair of Trust - Nick Musselwhite  
nick.musselwhite@heathacademytrust.co.uk 
 

School Addresses & Contact Details 

Oakhurst Community First & Nursery School 
Shaftesbury Rd 
West Moors 
Ferndown  
Dorset 
BH22 0DY 
01202 871577 
office@oakhurstfirst.com 
Headteacher: Mrs Ann Clark 
 
St. Ives Primary & Nursery School 
Sandy Lane  
St. Ives  
Ringwood 
Hampshire 
BH24 2LE 
01425 475478 
office@stivesprimary.com 
Headteacher:  Mrs Laura Crossley 
 
St. Mary's CE First & Nursery School 
240 Station Rd 
West Moors 
Ferndown  
Dorset 
BH22 0JF  
01202 874838 
office@stmaryswestmoors.org 
Headteacher:  Mr Roy Sewell 

St. James’ CE First School and Nursery 
Park Lane 
Alderholt 
Fordingbridge 
Hampshire 
SP6 3AJ 
01425 653063 
office@alderholt.dorset.sch.uk 
Headteacher:  Mrs Jo Hudson 
 
Sixpenny Handley First School 
Sixpenny Handley 
Salisbury 
Wiltshire 
SP5 5NJ 
01725 552356 
office@sixpennyhandley.dorset.sch.uk 
Headteacher:  Mrs Rachael Musselwhite 
 
 
Three Legged Cross First & Nursery School 
Church Road 
Three Legged Cross 
Wimborne 
Dorset 
BH21 6RF 
01202 822460 
office@3lxschool.com 
Headteacher:  Mrs Justine Horn 
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Introduction 
The Heath Academy Trust Business Continuity Plan (BCP) has been written for those who will be involved in re-
establishing the operational delivery of services following a major incident.  It should be read in conjunction 
with: 

• The Trust schools Critical Incident Plan (the operation of which does not necessarily activate the 
BCP). 

 
Definitions 
An emergency is any event, which causes, or has the potential to cause injury, loss of life, damage to property 
or significant business disruption. 
 
A disaster is the escalation of an emergency to the point where normal conditions are not expected to be 
recovered for at least 24 hours. 
 
Associated Documents/Information 
Associated Documents include: 

• Critical Incident Plan 
• Fire Evacuation Plans 
• Fire risk assessment 
• Contact list 

 

Emergency Contact Information 

A Critical Incident Plan is kept in each school reception in the main school office and includes: 

• Copies of this document 

• Contact List 
 
Access to staff and pupil data (those on roll) with home phone numbers can be accessed via each school 
office. 

  
Strategy 
If a Trust School declares a disaster either the Headteacher or their deputy, the school’s Critical Incident Plan 
and the HAT’s Business Continuity Plan will be activated. 
 
In the event of a national crisis, government guidance will always take precedence over this continuity plan. 
 
Communication will be via email and the website if this is operable, or by use of the snow plan and telephone 
lists if not. 
 
The following organisations may need to be advised of the implementation of the Business Continuity Plan as 
soon as possible: 

• Chief Executive Headteacher 

• Trust Finance Officer/Trust Business Manager 

• Health & Safety Advisor 

• Health & Safety Executive (HSE) 

• Insurance Advisors 

• Local Police 

• Local Fire Service 
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Responsibilities 
Chief Executive Headteacher Or Their Deputy 
The Chief Executive Headteacher is responsible for the implementation and co-ordination of the BCP, 
including: 

• Co-ordination of status reports/communication for the benefit of all audiences (including Academies 
Team at DFE, press) 

• Maintaining the BCP in an up-to-date format by delegating responsibility to the School Business 
Manager for updates. 

 
Procedure for Closing the Schools 
All schools have a procedure in place for the closure in advance of a school day or closure during the school 
day.  In addition: 

1. Closure in advance of a school day. 
2. Notification of school closure to the HAT Chief Executive Headteacher. 
3. Notification of the school closure using school procedure. 
4. Recording the closure on the home page of the school website. 
5. Sending out text messages/emails to all parents. 

  

Closure During A School Day 

It is never a preferred option to close the school during a school day, but it can be carried out using the 

following procedures: 

1. Notification of school closure to the HAT Chief Executive Headteacher. 

2. Recording the closure on the home page of the school website. 

3. Sending out text messages/emails to all parents. 

 
Immediate Places of Safety 
In the event of a major incident on site requiring the school to be closed, pupils will assemble at the primary 
assembly points. If these are not useable staff will escort pupils to the secondary assembly points. 

 
Off-Site Place of Safety 
If it becomes necessary to evacuate the site completely, pupils will be escorted from where they can be 
collected or from where they can be released to make their own way home. 
 

School Off-Site Assembly Point 

Oakhurst Community First & Nursery School West Moors Middle School 

St. Ives Primary & Nursery School All Saints Church 

St. Mary’s CE First & Nursery School St. Mary’s Church 

St. James’ CE First School & Nursery  Alderholt Chapel 

Sixpenny Handley First School Sixpenny Handley Church 

Three Legged Cross First & Nursery School Three Legged Cross Village Hall 

 
Lockdown Procedure 
It is now possible to envisage circumstances where the school may wish to lock itself in, to secure staff and 
pupils from an outside threat. This circumstance is described as a ‘lockdown’.   
 
If a lockdown is declared: 

• The Chief Executive Headteacher will be informed as soon as possible. 
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Silent Evacuation 

This is personalised by each HAT school. 
 
Business Recovery in The Event of a Loss of Buildings or Site Space 
General 
Replacement of the buildings and facilities that have been damaged or made unavailable will be the 
responsibility of the Heath Academy Trust. 
   
In the event of building unavailability, the school will be entitled to financial unavailability deductions to offset 
the Unitary Charge.  
 
Temporary working facilities are the responsibility of the School and Academy Trust for which it holds 
insurance (see below). 
 
Insurance 
The schools hold insurance to cover the cost of temporary accommodation. 
 
Replacement Site Facilities or Temporary Relocation 
The size and scope of facilities required for the school will vary according to circumstance.  In the first instance 
contact should be made with the Chief Executive Headteacher.   
 
Temporary Relocation 

School Primary Location Secondary Location 

Oakhurst Community First & 
Nursery School 

West Moors Middle School St. Mary’s CE First & Nursery 
School 

St. Ives Primary & Nursery 
School 

Three Legged Cross First & 
Nursery School 

West Moors Middle School 

St. Mary’s CE First & Nursery 
School 

West Moors Middle School Oakhurst Community First & 
Nursery School 

St. James’ CE First School Sixpenny Handley First School Alderholt Chapel 

Sixpenny Handley First School St. James’ CE First School Village Hall 

Three Legged Cross First & 
Nursery School 

St. Ives Primary & Nursery 
School 

West Moors Middle School 

 
The location of the temporary accommodation will be determined based on the space required and 
circumstances at the time. Two possible locations that have been identified for consideration should 
temporary accommodation/buildings need to be sited are: 
 
Erecting additional buildings on the current school sites will always be the preferred solution. 
 
Pandemic Threat/Mass Staff Unavailability 

Loss of staff is considered a generic threat to operations. The spread of a virus capable of impacting on 
operational service delivery is now considered genuine and serious. 

 

In the event of mass staff illness, the HAT will shut the school to pupils using the same procedures described 
above. 
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Other Threats 
The following other threats have been considered 

• Phone and ICT communications loss 
• Finance process breakdown – payments to staff & suppliers fail 
• Utilities/Energy supply failure 
• Service delivery loss of general nature  
• Key supplier failure – catering, transport 
• Evacuation due to nearby incident 
• Prolonged bad weather 
• Strikes 
• Terrorist attack or threat 
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BUSINESS CONTINUITY  
Purpose of The Business Continuity Phase 
The purpose of the business continuity phase of your response is to ensure that critical functions are resumed as quickly as possible and/or continue to be delivered 
during any disruption.  This may involve activating one or more of your business continuity strategies to enable alternative ways of working.  During an incident it is 
unlikely that you will have all of your resources available to you, it is therefore likely that some ‘non-critical’ functions may need to be suspended at this time. 
 
Critical Function Analysis & Recovery Resources 

Function Details Resource Requirements 

 Critical Function MTPD RTO 
Minimum 

Service Level 
Staff 

Data/ 
Systems 

Premises Equipment 
3rd Party 

Dependencies 

1 

Deliver a 
timetable of 

education for 
Year 6 

7 days 1 day 

1 member of 
qualified staff 

per ? pupils with 
key resources 

1 member of 
staff qualified 
to ? standard 
per ? pupils 

N/A 
Heated room with 

access to water and 
toilet facilities 

Tables / chairs / 
learning resources 

N/A 

2 
Maintain 

attendance 
records 

7 Days 1 day 
Maintain paper 

records 

1 trained 
member of 

staff 
N/A N/A 

Paper record 
sheets 

N/A 

3 
Maintain finance 

records 
14 days 7 days 

Maintain 
manual records 

3 trained 
members of 

staff 

PSF 
 

Heated room with 
access to water and 

toilet facilities 
Laptops  

4 
Maintain IT 

infrastructure 
2 days 1 days 

Remote access 
to email, PSF 
and stored 
documents 

Headteachers 
and finance 

officers 

PSF 
Internet 
Access 
SIMS 

N/A 
Laptops or 

desktops for 
remote access 

Academy IT 
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Strategies for Continuity of Services 

 Arrangements to Manage A Loss or Shortage of Staff or Skills 
Further Information 

(e.g. key contacts, details of arrangements, checklists) 

a.  Use of temporary staff e.g. supply teachers, office staff etc. 

Headteachers will organise and inform the Chief Executive Headteacher of 
outcome. 

 

 

b.  

Multi-skilling and cross-training to ensure staff are capable of 
undertaking different roles and responsibilities, this may involve 
identifying deputies, job shadowing, succession planning and 
handover periods for planned (already known) staff absence e.g. 
maternity leave. 

c.  

Using different ways of working to allow for reduced workforce, 
this may include: 

• Larger class sizes. 

• Use of teaching assistants, student teachers, etc 

• Pre-prepared educational materials that allow for 
independent learning. 

• Team activities and sports to accommodate larger numbers 
of pupils at once. 

d.  
Using mutual support agreements with other schools: emergency 
secondments. 

e.  
Ensuring staff management issues are considered i.e. managing 
attendance policies, job description flexibility and contractual 
requirements etc. 

 

 

Arrangements to Manage Loss of Technology / Communication 
/ Data / Power 

Further Information 

(e.g. key contacts, details of arrangements, checklists) 

a.  Back–ups of key school data/IT infrastructure  

b.  
Reverting to paper-based systems e.g. paper registers, 
whiteboards etc. 

 

c.  
Contact the utility company responsible or appropriate repair 
contractor.  

See critical incident plans for individual schools 
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 Arrangements to Manage Denial of Access to Finance System/IT 
Further Information 

(e.g. key contacts, details of arrangements, checklists) 

   

   

   

   

 
Arrangements to Manage Loss of Utilities 

 

Further Information 

(e.g. key contacts, details of arrangements, checklists) 

a.  Using mutual support agreements with other schools. 
Outlined earlier in plan. 

b.  Pre-agreed arrangements with other premises in the community  

c.  
Localising the incident e.g. isolating the problem and utilising 
different sites or areas within the school premises portfolio. 

Critical Incident plan for individual schools 

d. 
Stagger lessons across break times and lunch to maximise use of 
available space and extend the school day to expand the time 
available in classrooms. 

 

 
Arrangements to Mitigate the Loss of Key Suppliers, Third 

Parties or Partners 

Further Information 

(e.g. key contacts, details of arrangements, checklists) 

a.  Pre-identified alternative suppliers.  

b.  
Ensuring all external providers have business continuity plans in 
place as part of contract terms. 

 

c.  Insurance cover.  

d.  Using mutual support agreements with other schools.  
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RECOVERY AND RESUMPTION  
Purpose of The Recovery & Resumption Phase 
The purpose of the recovery and resumption phase is to resume ‘business as usual’ working practises for the school as quickly as possible.  Where the impact of the 
incident is prolonged, ‘normal’ operations may need to be delivered under new circumstances e.g. from a different location. 
 
Recovery & Resumption Actions 

 
ACTION FUTHER INFO/DETAILS 

ACTIONED? 
(tick/cross as 
appropriate) 

1.  Agree and plan the actions required to enable 
recovery and resumption of normal working 
practises. 

Agreed actions will be detailed in an action plan and set against timescales with 
responsibility for completion clearly indicated.  

2.  Respond to any ongoing and long term 
support needs of staff and pupils. 

Depending on the nature of the incident, the School Emergency Management 
Team may need to consider the use of Counselling Services.  

 

3.  Once recovery and resumption actions are 
complete, communicate the return to ‘business 
as usual’. 
 

Ensure all staff/Chief Executive Headteacher are aware that the SEMBCP is no 
longer in effect. 
This will be communicated to each school office via email and school procedures 
will be followed for informing staff.  Parents will be informed immediately from 
each school office that normal working practice has been resumed.  

 

4.  Carry out a ‘debrief’ of the incident with staff 
(and possibly with pupils). 

Complete a report to document 
opportunities for improvement and any 
lessons learnt. 

The incident de-brief report should be reviewed by all members of the School 
Emergency Management Team to ensure key actions resulting from the incident 
are implemented within designated timescales.  Governors may also have a role in 
monitoring progress in completing agreed actions to further develop the 
resilience of the school. 

 

5.  Review this SEMBCP in light of lessons learnt 
from incident and the response to it. 

Implement recommendations for improvement and update this Plan.  Ensure any 
revised versions of the Plan are read by all members of the SEMT. 

 

 


