Weeley Parish Council 
Business Continuity Plan

REASON FOR PLAN 
Weeley Parish Council recognises the importance of producing and maintaining a Business Continuity Plan.  The intention is for the plan to be used in the event of disruptions to the day to day running of the Council. 

The aim is to identify what disruptions would need an immediate response and the appropriate steps to take to ensure the continuity of the council.  

The possible reasons for any disruption to the functioning of the council are:

Loss of Parish Clerk
Fire
Extreme weather conditions 
Vandalism 
Terrorism 
Pandemic 

The plan should be used alongside the Parish Councils Risk Assessment which identifies risks of the Council being unable to conduct business due to unexpected circumstances. 

WEELEY PARISH COUNCIL CORE BUSINESS 
The Council provides following services: 

a) Managing the finances of the Council. 
b) Liaising with Tendring District and Essex County Council with issues regarding the Parish. 
c) Holding monthly meetings where residents can attend and planning applications are discussed. 
d) Website and notice boards, in order to communicate important information.
e) Playing field and children’s play area. 
f) Street Lighting
g) Waste and salt bins. 
h) Benches. 
i) Bus shelters. 

The loss of Councillors or Parish Clerk together with failures to equipment etc., could result in the council’s business being interrupted.   To mitigate these, below are examples of the action Weeley Parish Council will take.
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TABLE OF EVENTS AND MITIGATION

	Event 
	Minimise Impact 
	Immediate Action 
	Continuity 
	Longer Term 

	Loss of Parish Clerk due to death, illness, incapacity or resignation / dismissal 
	Ensure records of key tasks are up to date including minutes and accounts. Access to log ins and passwords are available. Have others trained in key duties 
Documentation of ongoing tasks and schedules kept up to date and accessible 
Together with comprehensive handover notes available. 

	Chair to be informed 
Chair to inform the 
Council 
Chair to open the sealed envelope kept in Parish Office containing password to access laptop.

	Recruit temporary replacement / locum or Parish Councillors to undertake duties.
Seek and employ permanent Clerk 
	Review procedures to ensure minimal impact from loss 

	Loss of 
Councillors due to multiple resignations (causing the Council to become 
inquorate)
	Ensure Co-option Policy is up to date and maintain a lists of interested candidates.
	Parish Clerk to inform remaining Councillors.
Clerk to inform Tendring District Council’s Returning Officer. Also contact EALC for guidance.
	TDC should provide Councillors to enable PC to function. Decide on temporary working strategy for Council Business to be maintained followed by the instigation of by election or co-option procedure
	Council to review procedures for the recruitment of Councillors

	 Loss of Council documents due 
to fire, flood or other causes
	Back up of electronic documents on a secure device held by the Parish Clerk and backed up in the cloud, Important paper documents held in fire proof safe in the office.
	Clerk to inform Chair and insurance company if necessary
	Instigate use of stored material Discuss at next council meeting 
	Review procedures to ensure improvements and security

	Loss of Council equipment due 
to theft, fault or 
breakdown
	Back up of Weeley Parish Council laptop. Backup device to be kept separately from Laptop and updated whenever any files are changed on the laptop.
	Clerk to inform Chair Report theft to the 
police and insurance company 
Decide on immediate replacement
	Replace in accordance with current Financial 
Regulations
	Review procedures for improvements

	Damage to Parish Office in Village Hall 
	Maintain adequate insurance cover  
Carry out risk assessments 
	Clerk to inform insurance company Chair to be informed and report to Council
	Use of alternative premises. 
	Review procedures to ensure improvements Review risk assessments

	Damage to Parish Council Meeting Room within Village Hall. 
	Awareness of alternative meeting places
	Chair to be informed and report to Council  
Clerk to notify residents
	Use alternative premises
	Review procedures to ensure improvements

	Damage to Playing Fields
	Appropriate insurance in place to cover loss or damage.  Complete risk assessments
	Clerk to advise, Chair and or Vice-Chair together with insurers
	Advise Residents.
	Review Risk Assessment.


 
 
 
 
 
 
 
 
