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Angling4Education Emergency, Business Continuity and Recovery Plan
IntroductionAngling4education has a duty of care to provide a safe environment for all staff and pupils; in turn,parents/carers entrust Angling4education to keep their children safe. Angling4education has a robustreferral system including risk assessments for all children and young people and the activities whichwe provide. However, Angling4education can be affected by emergencies of different scales at anytime. Incidents affecting Angling4education are varied and may include:Incidents:● Severe weather (e.g flooding, snow)● Death or injury of a pupil or a staff member● Violence or assault whilst on a session● Destruction or vandalism to equipment property or vehicles● Emergency safeguarding (missing child/young person/ Abduction)● The effects of disasters in the wider community● Incidents out in the community (e.g. road traffic accidents)● Public Health incidents Pandemics/EpidemicsBusiness continuity:● Unplanned loss of staff e.g: Long term sickness or death● Failure technology or Loss of data● Loss of Key stakeholders, partners or third parties
Thankfully, critical incidents are rare but it is vital to be prepared as possible to reduce their impactand respond effectively. It is good practice for providers to have an emergency plan and Businesscontinuity plan to deal effectively with any emergency or risk to the business, which in turn wouldaffect the provision provided to vulnerable children and young people. Incidents can have a profoundand lasting effect on staff, users and the business in general.Aim:The aim of this document is to give guidance to enable Angling4education to provide a structuredresponse to manage and coordinate an emergency, together with the actions to be taken to ensurecontinuity of service.To mitigate the effects of any disruptive challenge which affects the operation ofnormal business within the company, particularly in terms of prioritising business-critical functions andin responding to the challenge.

Objectives:● Provide a clearly defined course of action● Provide a timely and orderly recovery of business● Identify ‘Business Continuity Team’ where required● Identify business critical functions and define alternative procedures● Identify those who must be notified and kept informed of emergencies● Identify those who must be notified and kept informed of the disruptive challenge affectingnormal business
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Director: Luke O’KeefeAngling4education10, Hollingbury Place,Brighton,BN1 7GE

Document control
Version Number 4
Date 1st November 2021
Author/Lead Like O’Keefe
Date of last review 1st November 2022
Date of next formal review May 2025
Contact Details Luke O’KeefeAngling4education@gmail.com01903 372 800
Version ControlTo ensure validity any amendments to the plan must be recorded below. Updated plans willbe distributed to any copy holders and previous versions archived.

Date VersionNumber Updated by Amendmentdetails Next reviewdate
June 2019 1
1st November 2021 2 Luke O’Keefe New Plan 1.11.2022
28th Feb 2022 3 Kelly Gilholm Page 12Designated log keeper 5.5.2023

5 May 2023 Reviewed by KellyGilholm No Changes May 2024

11 May 2024 Reviewed by KellyGilholm No Changes May 2025

23/7/2024 4 Reviewed by KellyGilholm Update staff structure May 2025

mailto:Angling4education@gmail.com
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Distribution lists
Internal distribution lists

Angling4Education StaffName/job title Number of copies Format
Luke O’keefe Director 2 Online and hard copy
Kelly Gilholm Teammanager 2 Online and hard copy
All Staff 11 Online

External distribution listsThe plan should be treated as a secure document and its contents kept confidential atall times.

Organisation Number of copies Format
WSCC DPS 1 Email word document
On request
WSCC DPS 1 - requested updatedversion Email word document

Organisation Structure Chart
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Director LukeO’Keefe
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Project Leaders

JudithHughesMatt Spear(DSL)
ClairGoddardHollandWeight

AndrewStobbs Sue Paul

Josh Collett
Lily PardonPaulJackman

SophieKeynes

Fiona Foster

Jodie Wells

Incident response activation
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Start andmaintainincident log

Emergency or Disruption

Emergency Disruption
1:Unplanned sessioncancellations e.g. Severeweather, Civil disturbance

1: Unplanned loss of businessdirector or senior staff e.gunplanned sickness, death
2:Death or serious injury topupil/staff e.g. assault,accidents

2: Unplanned loss or shortage ofkey staff
3: Outbreak of disease e.g.Pandemic 3:Failure of technology or loss ofdata
4: Emergency Safeguardinge.g Missing child/youngperson, Abduction

4:Loss of key partners or thirdparties
5:Off-site activity incident e.g.Transportation incidents,accidents in rural area
6: Fire or Floods - off-site e.g.Forest fires

End of incident
Recovery Phase
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Incident log sheet
Incident name: Sheet number:

Date Time Contact detail(ingoing/outgoing) Informationreceived/given Actions Complete(Date/Time) Personresponsible
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Emergency Contacts Sheet

Name of organisation Telephone number (inc out ofhours) Address if applicable
Multi agency safeguarding hubMASH 01403 229 9000330 222 6664 mash@westsussex.gov.uk

LADO Safeguarding 0330 222 6450 (9-5pm only)
Public Health EnglandPHE Sussex and Surrey healthprotection team 0344 225 3861ICC.SurreySussex@phe.gov.uk

County Hall, Chart Way,Horsham,RH12 1XA
Environment Agency 0370 850 6506
Emergency serviceNon - emergency 999101

Angling4Education Staff
Luke O’Keefe (Director) 01903 372 800
Kelly Gilholm (Team Manager) 01903 372 800
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Matt spear (DSL) 01903 372 800

Emergency Utilities
Floodline Information service 0845 988 1188

Other Organisations
Insurance company 0203 195 7500
NHS helpline 111
Banking

Other useful numbers
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Angling4Education Director: Statement of Intent

I,Luke O’Keefe director of Angling4eduaction and all it’s staff are committed toensuring the highest level of engagement and development for all of its pupils.This is particularly important during times of disruption which can be causedby a variety of different scenarios. As Director, supported by the Teammanager, Kelly Gilholm, I will be responsible for the coherence andeffectiveness of the emergency and business continuity planningarrangements. This includes ensuring that the business is fully prepared tocope with any incident that may arise and providing a continued service, withas little disruption as possible for our service users.
This Emergency Plan will enable Angling4Education to fulfil its obligations to:

● Protect the vulnerable, including pupils and staff● Support the work of the Emergency Services● Maintain business continuity when faced with any disruptive challengeWe will achieve this through:● Effective planning and preparation● Establishing roles, responsibilities and a leadership structure● Working towards a confident and controlled incident response andrecovery● Business wide training and awareness raising● Tailoring this plan to meet Angling4Education’s specific needs Werecognise that it is the responsibility of every member of staff to befamiliar with the plan and its contents. This plan will be regularlyreviewed and kept up to date in order to fulfil the above obligations to ahigh standard.

Signed:

Date: 1st November 2021
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Defining an incident: Emergency or Disruption
Emergency
Definition:Some incidents are of a more critical and overwhelming nature in which staff, usersand parents may experience acute or even prolonged distress. Emergencies can:● Arise with or without warning● Cause or threaten death, injury or serious disruption to normal life● Affect more people than can be dealt with under normal conditions● Require special mobilisation and organisation of resources
Examples:● The murder of a user or staff member● Fatal road traffic collisions, Fatalities or serious injuries on sessions● Member of staff or pupil suicide● Community tensions e.g. Major arson attacks● Severe weather damage● Missing child or young person● A fatal accident involving a user or staff memberIf an event or incident falls under one or more of the above definitionsor examples it is likely to require a planned emergency response.

Disruption
Definition: Not all incidents are emergencies, a disruptive challenge is an incidentwhich:● Results in an interruption to the delivery of key services● Requires the organisation to respond in a manner outside of its normal dayto day procedures
Causes of disruptions:● Industrial action● Sickness or Severe weather● Utility failure● Supply chain issuesThe primary aim of Business Continuity Planning (BCP) is to ensure that unlessthere is an overwhelming pressure caused by the disruption, the organisationremains open and normal routines and sessions are maintained as far as possible.It is important to develop strategies or alternative ways of working that allow this tohappen, considering the circumstances of the incident and level of responserequired.
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Incident Team management Guide

Role Tasks and responsibilities inan emergency or disruption Staff Name
Incident Team lead(Senior team) Strategic Role● Chair of IncidentManagement Team● Delegate Log keeper fromthe wider senior team● Ensure business - widecontinuity.● Receive information andmake decisions● Lead on interviews orassign appropriate staffmembers e.g Media andCommunications Lead.
Log Keeper Maintain incident log (to berecorded on IT system, If IT systemis unavailable to use hard copy)● Ensure that all keydecisions and actionstaken in relation to theincident are recordedaccurately● Ensure that all other logssuch as communicationsor recovery logs are beingmaintained
Communications andMedia lead Maintain a communications andmedia log● Establish and maintainlines of communicationwith all stakeholders –● Responsible for socialmedia● Liaise with Council PRand media● Collate information aboutthe incident for pressstatements
Health and Safety Lead ● Maintain health and safetylog● Responsible for followingand distributing any healthand safety procedures oradvice● Risk assessments● Consider infection control● Complete anyaccident/incidentpaperwork and● Manage first aidconsiderations



13

Safeguarding Lead ● Maintain safeguarding logEnsure welfare of allpupils● Coordinate with Police,Family Liaison Officers;EducationalPsychologists; Children’sServices and any relevantvoluntary organisations● DBS checks of temporarystaff● Allocate Emotionalsupport for staff using thewell-being practitioneravailable to A4E staff

ICT lead ● Maintain ICT log● Ensure resilience andrecovery of theorganisations ICTinfrastructure● Liaise with or allocate ICTsupport (Outsideorganisation)
Recovery Lead Maintain recovery log● Lead and report on theorganisations recoveryprocess● Facilitate a full debrief● Identify lessons learnedas a result of theincident/recovery● Liaise with the plan ownerto ensure lessons learnedare incorporated into theplan development

To ensure the effectiveness of this plan during a real life incident the followingtraining methods will be incorporated into the organisations emergency preparations:● Emergency planning awareness● Incorporating Emergency Plan training and awareness raising into inductionsand mandatory training for all relevant personnel● Education and training for specific staff on Business Continuity● Discussion of real life incidents to improve planning and response● Regular reviews of risk assessments and staff guidance
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Emergency preparations checklist

ACTION Pagenumber ifapplicable
Completed(date/Name) Reviewed(date/name) Reviewed(Date/Name)

Management Team:Establish roles
Establish an Emergencyprocedure base(example;office, externalbuilding)
Distribute completed plan tocopy holders
Review and update plan:Version control
Populate emergencycontact information
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Emergency Incident response - This is used for all emergency/disruption incidents listed in but not limited to the‘incident response activation’ page ?
INCIDENT NAME: (Death, Accident, severe weather e.t.c.)Date:

Person responsible Completed time Notes
Start incident log
Contact senior team
Activation of plan note dateand time
Record ofinjuries/casualties/nameslocations
Liaise with emergencyservices/regular updates
Contact parents/carers ofyoung people directly involved
If loss of staff/staff shortageIdentify which staffTimescale of shortageCritical sessions disrupted
Data loss/breachContact ICT Support / Internet
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Providers and establish:Timescale of lossLoss of personal/confidentialdataBack – up offeredCritical services disrupted
Severity of Impact:User groups/vulnerable groupsaffectedPotential security breachesSafeguarding – liaise withChild Protection Officer
Loss of Key suppliersPartnersThird Parties
Contact Supplier/Partner andEstablish:Timescale of lossCritical services disruptedBack-up options - other/newsuppliers

Liaise with relevant servicese.g. Emergency services,Local council, Partnershipagency, IT company, utilitycompany,
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ConveneEmergency/disruption teamlocation/ emergency telephoneline
Alert: (As appropriate)StaffSupport staffContractors

Allocate and send staff tosupport if appropriate
Contact:School organisationCounty councilChildren’s servicesInsurance company
Inform:Parents/carers
Establish emergency helplinenumber if applicable
Transportation
Business continuity considerations
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Ongoing sessions
Available staff
Cancellations
Regular updates:Parents/carersSchoolsThird party organisations
Plan for re-opening/return tonormality
Prepare for recovery stage
Recovery and Support considerations
Voluntary organisations adviceand guidance
Appeals for information
Funeral attendance/agreement
Debrief for all involved
Emotional well-being supportfor staff involved
Session based Emergency Contact sheet
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1. In the event of receiving an emergency call from a staff member out on a session, remember they will be extremely stressed. You need to remain calm andrecord as much information as possible using the table below:

Time: Date:
Name of caller:Role: Session Location:
Number to call back on: Young person name/s:
Find out What happened:What happened?
When did it happen?
Who is involved?
Type of incident Number of people involved/casualties
Location of incident
Emergency services present?
What support do they need?Number of young people on session:
Number of adults on session:
Intended Actions of Project Leader and Group (e.g. are they moving to another location)
Business Impact Analysis
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In the event of any business emergency/disruption, there will be an impact on the overall business. The following chart lists theseverity of impact to the business and its users.
High Medium Low Extremely low
Disruption/ Emergency Who is impacted Nature of impact SeverityOfimpact

Current mitigating actions Recovery to normalbusiness timeestimated
Planned futureimprovements

Death/Loss of Director BusinessStaffUsersCommissioningagencies

FinancialSession DeliveryDisruptionEmotional distress
Copies of all businessdocument stored andaccessible by team manager
Financial access accessible toteam managerAccess to IT between Directorand Manager

Up to 6 weeks

Death/severe injury to staff BusinessStaffUsersCommissioningagencies

Session/deliverydisruptionEmotional distress
Emergency Incident planactivatedAvailable staff to continueservice for other session,sessions covered whereneeded, sessions cancelled forshortest period of timeWell-being and emotionalsupport offered to Staff

Up to 4 weeks

Loss of Key stakeholders,partners or third parties BusinessStaff#Users
Loss of incomeStaff loss High quality and professionalservice delivered to Keystakeholders, partners and thirdparties.Excellent communication withKSH, partners and third partiesConsistent regular reviews withKSH, partners and third partiesMonthly financial reviewsRegular and consistent

Up to 6 months
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marketing

Emergency Safeguarding(Missing child/youngperson/Abduction)
UsersStaff Emotional distressStaff absence Safeguarding training up to dateSafeguarding section in staffsupervisionPolicies up to date anddisseminated to all staffRisk assessments ofvenues/activitiesRisk assessment of child/youngpersonEmergency contact numbersavailable to staff

1 week

Failure of Technology orLoss of Data BusinessStaffUsers
Inability to contactservice userSensitive data breach

IT professional for recoveryBack up data stored in onlinesecure CloudGDPR to be reviewed andrevised regularlyHardware reviewed andreplaced when needed

1 week

Unplanned sessioncancellation (e.g due tosevere weather)
Users Unable to deliver faceto face sessions House/garden/local area orVirtual sessions to be offeredStakeholders, parameters thirdpirates kept up to date andconsultedParents/carer’s consultation andequipment (tablet etc.) deliveredto enable virtual sessions

As soon as disruptionis over, dependent oncancellation

Pandemic/ Outbreak ofdisease BusinessStaffUsers
Session disruptionStaff shortage due toillness

Government guidelines to befollowedSession to be delivered withinguidelinesSenior staff team to updatepolicy and inform all membersof staff of safe working practiceduring a pandemic.

As learnt from thecurrent pandemicA4E were able tooffer successfulvirtual sessions.
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Other staff to cover virtualsessions, offer duos, groupsessions.Local or virtual sessions to beofferedEquipment for families to be aminimal barrier to virtualsessions, equipment deliveredto enable virtual sessions.Regular staff testingFollow policy and guidance
Violence or assault on asession Staff Emotional distressAbsence/Loss of staffmember

Relevant training and policiesgiven/available to staffRisk assessments followed
24 hours

Incidents in the community(Accidents, trafficaccidents etc)
StaffUsers Emotional distressLoss of staff member Risk assessments to bereviewed and updated on aregular basis and disseminatedto all staffPolicies and procedureguidance to be disseminated toall staff and followedOff site site risk assessments

24/48 hours

Recovery Phase:
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Recovery: Short and Long Term The purpose of the recovery and return to ‘business as usual’ phase is to resume normal workingpractices for Angling4Education as quickly as possible, therefore planning for recovery will be initiated by the SMT as soon as it ispractically possible during the incident. Where the impact of the incident is prolonged, ‘normal’ operations may need to be deliveredunder new circumstances e.g. virtual sessions. An action plan needs to be agreed for this final phase of the incident response. Thefollowing issues need to be considered as part of the action plan:● the ongoing safety, health and wellbeing needs of the staff and users● the environment and physical infrastructure● the financial and economic recovery of the business● communication strategies● the longer term impacts e.g. anniversaries, memorial services and VIP visits,● learning lessons from the incident to inform the future development of the business continuity plan.

Action Further info/details Responsible? Complete
Recovery Agree and plan theactions required to enablerecovery and return to normality

Agree actions dependant on thenature of the incident.Set timescales withresponsibility for completionclearly indicated.Use Recovery Log, on thefollowing page
Long Term Support Respond toany ongoing and long termsupport needs of staff andservice users

Voluntary organisation supportAdditional support from staffBereavement ServicesLiterature/advice on available helpStaff well-being package
Communication Once recoveryactions are complete,communicate the return to‘business as usual’.

How?Who?When?
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Debrief Carry out a ‘debrief’ ofthe incident with staff (andpossibly with service users).
Carry out a full incident debriefDocument any improvements to be made and any lessonslearned

Plan Review Review thisEmergency and BusinessContinuity Plan in light oflessons learned from theincident and the response to it.

Implement recommendations for improvement and update thisplan.Produce revised version of the planEnsure all School Incident Management Team members andrelevant personnel are aware of the changes

Recovery Log Sheet
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Action Person responsible Completed Time/Date

Debrief and Lessons Learned
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A debrief is a review that is carried out following an incident when all persons involved can be present. The debrief will ideally bearranged as soon as possible by the Incident Lead to get an accurate and reliable account of what happened and to allow forimportant lessons to be identified.1. The person co-ordinating the incident needs to attend as well as key members of the incident team.2. Appoint a facilitator, ideally someone who was not closely involved in the incident who can ask questions from an independentand non-biased perspective. The facilitator should be briefed to allow them to delve in more depth into key positives and criticisms.3. Go through the incident response step by step. Revisit the emergency plan and identify any deviation from plan. What changedand why?4. Ask for specific feedback on a series of headings based on the key issues / areas for example:● Procedures● Communication● Liaison● Finance● Public Relations● Health and Safety● Resources
The key questions to address are:What went well?What didn’t go so well?What would we do if we were in the same situation again?5. Complete a report to document recommendations and opportunities for improvement and any lessons identified. It is importantthat the Director takes ownership of the report to ensure that any actions are taken forward.7. Feedback any suggestions regarding the plan format


