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Scope
The Civil Contingencies Act 2004 places a duty on a principal authority that it is prepared, as far as reasonably practical, to continue to provide critical functions/assistance in the event of a disruption. Whilst this is not a statutory duty for a Town or Parish Council, it is this Parish Council’s intention to recognise the importance of front line responders to maintain National Business Continuity Management (BCM) arrangements and for local authorities to promote BCM by ensuring that it is in a position to render such functions/assistance.
Section 1 of this Plan provides a framework in order for the Council to make available its facilities to the Gold, Silver or Bronze First Response teams that would be actioned in the event of a Major Incident.

Section 2 of this Plan identifies the first reactions, recovery objectives, structure for implementation, monitoring, follow-up procedures and communication process to keep everyone informed of necessary changes to service delivery, where such services are disrupted by factors within Sutton Parish Council’s area of responsibility. 
Major Incident Response.
Such incidents by definition have a far wider impact than the village of Sutton and the Parish Council would not be the responsible authority for managing the recovery programme. Nevertheless, the Parish is prepared to give every practicable assistance to the responsible authority to help speedily and effectively mitigate the impact of any major incident on its residents. 

This would include providing access to its staff, councillors and facilities.  

A list of Sutton Parish facilities is to be appended together with the services available. 
Sutton Parish Council Business Continuity Plan (BCP).

The Council provides a Local Parish Council service to its electorate which includes the provision of:-

· Village keeper services (general maintenance of Council assets) involving five employees

· Website and Notice board information

· Provision of recreation grounds and children’s play area

· Burial Ground

· Signs, benches, grit bins, dog bins, (supplementary to ECDC / CCC dog bins, street lighting, (in parts of the village).

· Allotments

· Village facilities including meeting rooms, halls etc.

The table below identifies risks in the Parish BCP, how that risk is mitigated and a business recovery timeline

	Timeline
	Mitigation
	24 Hours
	Within 7 Days
	Within 1 Month
	Within 3 Months

	Recovery Steps (
Event (

	Plan to minimise impact
	Immediate Response

& Actions
	Response

As prescribed by Parish Council 
Standard Operating Procedure

(S.O.P.)
	BUSINESS CONTINUITY

Rebuild Confidence

	Loss of Clerk due to sudden/long term illness, incapacity or death
	Training of Assistant Clerk in key tasks

	Assistant Clerk to Inform Chairman of SPC.
Inform Personnel Committee 
	Asst Clerk to provide cover in short term. Full Council to decide on temporary cover strategy
	
	Provide replacement and  or begin recruitment procedures

Council to review position and procedure for improvements

	Death or serious injury to member of staff whilst carrying out Council duties or prolonged absence of staff
	Training of staff in all activities requiring H&S certification.
	Inform Clerk and Chair who will report to the Personnel Committee – as above.
Clerk to inform insurance company.

Inform HSE (if req’d.)
	Clerk to advise on temporary cover strategy and response to HSE (if req’d) and insurance company.
	
	Provide replacement and/  or begin recruitment procedures

Council to review position and procedure for improvements

	Loss of Council membership due to multiple resignations (causing Council to be inquorate)
	Co-option of Councillors 
	Clerk to Inform all remaining members of Council and /Employees.

Clerk to Inform  ECDC Returning Officer
	ECDC  to decide on temporary working strategy for immediate Council business
	
	ECDC to Instigate by-election / co-option procedure

Council to review position and procedure for improvements

	Loss of staff members due to resignation or dismissal
	Contact CAPALC/SLCC for provision of support staff
	Clerk to inform Chairman. Report to Personnel Committee and advise on temporary cover.
	
	
	Provide replacement and/ or begin recruitment procedures

Council to review position and procedure for improvements



	Loss of Council documents due to fire
	CLOUD storage
	Clerk to inform Chairman

Inform insurance company.
	Council to review position
	Report incident to Full Council Meeting
	Council to review position and procedure for improvements

	Loss of Council electronic data due to fire, flood, breakdown or theft
	CLOUD storage
	Clerk to inform Chairman


	Install backup files on temporary equipment
	Report incident to Full Council Meeting.

Provide replacement equipment
	Council to review position and procedure for improvements

	Loss of  Council equipment due to theft or breakdown
	Back up laptop.
Plus above
	Inform Clerk. Report theft to police and insurers

Decide on immediate replacement
	Replace in line with current financial regulations
	Report incident to Full Council Meeting

Provide replacement equipment
	Council to review position and procedure for improvements

	Major Incident
	See Major incident response in Section 1
	Inform all members of Council/Clerk/Employees

Contact with relevant emergency services if appropriate
	Advise community via notices, website, email

of the issue and impact on facilities.
	 Chair to call extraordinary meeting if deemed necessary.
	Council to review position and procedure for improvements

	Financial loss
	Risks assessed in line with Council Policy adopted 26 April 2011 and subject to annual review based on LCRS module 5


	Refer to Risk assessment and Management Policy 2102-13


	Refer to Risk assessment and Management Policy 2102-13


	Refer to Risk assessment and Management Policy 2102-13


	Refer to Risk assessment and Management Policy 2102-13




Sutton Parish Council: Incident Response Contacts 

Emergency Contacts

	Contact for;
	Name
	Company/Location
	Contact details

	Trees; 

Fallen/Dangerous
	Landowner
	
	

	Play equipment Broken/Dangerous
	Parish Clerk 
	The Glebe, Sutton
	01353 777189

	Street furniture

Broken/Dangerous
	Parish Clerk
	
	

	Roads. Pavements, street signs etc 
	Cambs. County Council

Highways Dept. 
	
	0345 045 5212

	Road name plates
	ECDC
	
	

	Waste disposal/Fly tipping. Fly posting
& abandoned vehicles

Recycling centres are CCC, fly tipping is ECDC, waste collections are ECDC. Vehicles are ECDC
	Cambs County Council

Via contractors Veolia

Cambs. County Council


	
	0345 045 5207

01353 665555

	Death or serious injury of an Employee whilst on Council business
	Health & Safety Executive

(HSE)
	
	0845 300 9923

	Cambridgeshire Constabulary

Ely 

Cambridge
	
	 Nutholt Lane.

Parkside Police Stn., Ely
	Non emergency 101

Emergency 999

Headquarters Ely 01353 358966 

Headquarters Cambridge 01353 358966

	Fire and Rescue
	
	
	999

01353 662222

	Priors Field Surgery
	
	Off High Street, Sutton
	

	Local hospitals
	
	Addenbrookes

Princess of Wales

Hinchingbrooke
	01223 662159

01353 652000

01480 416416

	Veterinary Centre 

RSPCA
	
	Ely

Cambridge
	01353 662079

07742 658086

	Gas Emergencies
	EDF Distribution
	Eastern Region
	0800 783 8838

	Electrical Emergencies
	EDF Distribution
	Easter Region
	0800 783 8838

	Anglian Water
	
	Bursts, sewage, loss of supply etc.
	0800 145145

	St Andrews’ Church Sutton.
	Rev. Mary Hancock
	St Andrews
	01353 778722

	East Cambridgeshire District Council
	
	Nutholt Lane

Ely
	0845 072 6000

	Cambridge County Council
	
	Shire Hall, Cambridge
	0345 045 5200


Parish Council office – above are during office hours.   

Out of hours.  – SPC Chairman* – who has direct phone number for the clerk.
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