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Smallwood Primary School and Language Unit

DISASTER RECOVERY/BUSINESS CONTINUITY PLAN SUMMARY

DISASTER RECOVERY

This plan has been formulated to ensure that any impact on business confinuity, following
any emergency situations such as floods, acts of vandalism or terrorism, pandemic,
explosion, hardware/software failure or any other disaster, is kept to a minimum.

In the event of this plan having to be initiated, the personnel named below will form the
Disaster Recover Team and take control of the following:

Team Leader Deputy
Headteacher Mrs F Loudon Mr M Talbot
ICT D Campbell / WBC Gary Gibbs
Supplies Laser Energy
Security Elizabethan Security
Public Relationships Mrs F Loudon & WBC Press Office
Data Recovery WBC, ICT Dept
Communications School Comms Ltd

EQUIPMENT/DOCUMENTS

In the case of an emergency situation, the team will operate under the direction of the
Headteacher, Mrs Loudon and the operational centre will be Smallwood Primary School,
Smallwood Road, London, SW17 OTW. Telephone: 020 8672 6024

Depending on the emergency, the following are the most important, in priority order for
salvaging:

Equipment:
> No immediate items of equipment need to be taken off site. — all contacts /
paperwork are backed up to electronic sources and managed off site by WBC. IT
Dept.

Paper documents
» Staff Employment Files — SBM office

» Any files on shelves in office and head'’s office.
» Children’s files
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Critical paper documents are kept in a fire-resistant filing cabinet in the SBM & office. Vital
electronic data is also stored off-site and is managed by Wandsworth Borough Council ICT
Dept.

The time frame for the recovery of critical functions will be within one month.
SECURITY
In the event of the building having been rendered unsafe following a fire, it will be protected

during the day by Elizabethan Security and WBC outside school hours 020 8871 7490.

If necessary, arrangements will make for the building to be boarded up by contacting
Wandsworth Borough Council helpdesk, telephone no. 020 8871 6000 (24-hour service).

Contacts for checking vital equipment are as follows:

Equipment Company Telephone no.
Burglar alarm Wandsworth Control Room 0208 871 7490
Electricity & Gas supply Laser Energy 0800 484 0840
Fire alarm Scutum 0204 524 3192
Firefighting equipment Scutum 0204 524 3192
Heating system DH Crofts 01737 246606

Internet connection WBC IT Dept 020 8871 8373
Telephone Corona Corporate 0207 503 3009
Water Water Plus 0345 072 6072

Other useful telephone numbers:

Insurers DFE - RPA 0330 058 5566
Legal representative LA Legal Department 020 8871 6000
Local press Via WBC 020 8871 6000
Cleaning Contractors Solo Service Group 01792 793 021

In the event of a serious fire and media involvement, any enquiries should be directed to the
nominated press officer, Mrs Fiona Loudon. In the first instance a statement will be released
outlining basic details only.

If the telephone system is disabled and it is not possible to plug in the spare telephone or
access the school phone, calls will be diverted to: Corona Corporate: 020 7503 3009

If the premises are rendered unusable, arrangements will be made for mail and other
deliveries to be cancelled until notified otherwise.
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DATA RECOVERY
In order to assist data recovery, if damage to a computer or back up material is suspected
staff should not:

turn off electrical power to any computer

>
» fry to run any hard drive, back up disc or tape to try to refrieve data
» tamper with damaged computers, discs or tapes

>

move damaged computers.

SALVAGE AND STORAGE

If damage to the building is such that the interior is exposed to the elements or unsafe, under
the terms of the insurance policy, Wandsworth Borough Council Emergency Planning Unit
should be contacted to arrange hire of portable buildings. All incoming deliveries would be
cancelled.

Any salvaged materials or stock could be stored in a portable building if appropriate.

DAMAGE LIMITATION
After a flood, drains will be checked for blockages by KC Service Ltd 020 8772 9388

Hazardous materials are stored are stored in accordance with H&S instruction in locked
areas.

DUTY OF CARE

If the building has been evacuated for structural safety reasons, before reoccupation,
member of the Governors’ Resources Committee will make an inspection fo see if the
structure is safe. If unsure, the Council Building Control Officer should be contacted via
Wandsworth Borough Council 020 8871 6000.

Advice from the Environment Agency

Following an incident, any spillages, contaminated materials or firefighting water, should be
disposed of in the correct manner. Contaminated water should not be disposed of in a
drain without prior permission.

If off-site disposal of solid liquid or waste is required, a registered carrier of waste should be
used and the movement documented.

For further advice, the Environment Agency can be contacted on 0800 807 060.
This plan will be reviewed every 12 months. It will be invoked as soon as possible after an

emergency and as a fraining exercise once every 2 years. One copy of the plan will be
stored off the premises with SBM.

irners for life




