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School business continuity plan checklist
For plan authors, school leaders and governors
Use this checklist to prepare a business continuity plan (BCP) that protects pupils, maintains essential provision and supports recovery. 
School __________________________   Reviewer __________________   Date __________
How to complete  Y = Yes   P = Partly   N = No   NA = Not applicable. 
Enter one status and a plan page or evidence reference per row. Yes means current, workable and confirmed or tested where relevant. Log every Partly or No, and explain any NA.
1 Ownership and access
	Ref
	The plan includes these arrangements
	Status
	Evidence

	01
	Named ownership. Name the plan owner, deputy and approving body. Record the school, version, approval date, last review date and next review date.
	____
	

	02
	School specific scope. Cover every relevant site and activity, including early years, wraparound care, lettings, trips and incidents during evenings, weekends or holidays.
	____
	

	03
	Linked plans. Show how the BCP connects to emergency response, fire evacuation, lockdown, safeguarding and IT recovery plans. Use clear references and consistent roles.
	____
	

	04
	Copies available. Keep controlled printed and secure digital copies accessible to authorised responders away from school. Check access if school buildings, devices, internet or accounts are unavailable.
	____
	

	05
	Easy to use. Put activation steps and key contacts at the front. Use plain language, page numbers and short action cards explaining each role and its deputy.
	____
	


2 Priorities and disruption risks
	Ref
	The plan includes these arrangements
	Status
	Evidence

	06
	Disruption scenarios. Address loss of buildings, staff, utilities, IT, information and suppliers. Include fire, flood, severe weather, infection, cyber incidents and nearby emergencies affecting several resources together.
	____
	

	07
	Essential activities. List what needs to continue: safeguarding, supervision, family contact, education, meals, medical support, exams and key administration. Identify peak periods such as exams and payroll.
	____
	

	08
	Impact over time. Record what happens if each activity stops for hours, a day or several weeks. Identify when harm becomes unacceptable and activities that cannot safely pause.
	____
	

	09
	Recovery targets. For each priority activity, state the minimum acceptable provision, the target time to restore it and its resources. Set targets before unacceptable harm would occur.
	____
	

	10
	Dependencies and alternatives. Identify the people, premises, equipment, information and suppliers each activity relies on. Name a workable alternative and check it can meet the school's recovery target.
	____
	




Activation and pupil safety
Enter Y  Yes     P  Partly     N  No     NA  Not applicable     |     Record evidence for each answer
3 Activation and leadership
	Ref
	The plan includes these arrangements
	Status
	Evidence

	11
	Activation triggers. State who activates the BCP and the deputy. Give clear triggers, such as an unsafe building or loss of essential systems. Immediate protective action must not wait for approval.
	____
	

	12
	Incident team. Allocate leadership, safeguarding, premises, teaching, IT, communications and logging roles, with named deputies. Explain where the team will meet if school and normal communications are unavailable.
	____
	

	13
	Decision authority. Specify who can close, relocate or reopen provision and approve urgent spending. Record when to involve the trust, local authority, proprietor or governing body under local arrangements.
	____
	

	14
	Timed actions. Set out actions for the first hour, the rest of the day and a prolonged disruption. Give each action an owner, resources and a deadline or decision point.
	____
	

	15
	Escalation and records. Include emergency service and partner escalation routes, an incident log, a decision log and a briefing schedule. Record decisions, reasons, actions, owners and the next update time.
	____
	



4 Pupil safety and wellbeing
	Ref
	The plan includes these arrangements
	Status
	Evidence

	16
	Account for everyone. Explain how to account for pupils, staff and visitors, including those on trips or at clubs, without electronic registers. Escalate missing people promptly to the incident lead and emergency services.
	____
	

	17
	Shelter and collection. Name a safe supervised shelter and fallback. Plan warmth, toilets and first aid, controlled handover to authorised adults, recorded departures and care for uncollected children.
	____
	

	18
	Safeguarding continuity. Maintain access to a trained designated safeguarding lead or deputy, essential records and referral routes. Agree contact and escalation arrangements for vulnerable pupils, social workers and relevant partners.
	____
	

	19
	Individual needs. Cover special educational needs and disabilities, personal evacuation assistance, medication, healthcare plans, communication aids, mobility equipment and accessible transport. Assign staff and agree arrangements with families.
	____
	

	20
	Welfare support. Plan support for distressed pupils, families and staff, including access to specialist help. Provide staff breaks, cover and a way to identify continuing welfare needs after the incident.
	____
	


Life safety comes first. Follow emergency procedures and call 999 where needed. Do not delay evacuation or re-enter a dangerous building to collect a BCP, grab bag, medication or equipment.


Premises and communications
Enter Y  Yes     P  Partly     N  No     NA  Not applicable     |     Record evidence for each answer
5 Premises and relocation
	Ref
	The plan includes these arrangements
	Status
	Evidence

	21
	Safe site access. Link to site maps, keyholders, utility controls and known hazards. State who liaises with emergency services and competent premises advisers. Prohibit unauthorised entry to an unsafe site.
	____
	

	22
	Alternative accommodation. Identify suitable premises and a fallback. Confirm availability, capacity, access, start-up time, duration, costs and responsibilities with the owner. Keep written agreements and record unresolved assumptions.
	____
	

	23
	Suitability checks. Check temporary accommodation for fire safety, accessibility, safeguarding, supervision, toilets, water, heating, first aid and learning needs. Identify any approvals or registrations required before use.
	____
	

	24
	Safe movement. Plan transport, escorts, accessible vehicles and transfer of registers and essential equipment. Tell families and transport providers where pupils will be and how collection will work.
	____
	

	25
	Extended closure. Plan for several weeks without the building, including temporary teaching space, equipment replacement and phased provision. Confirm who secures resources, monitors capacity and coordinates with the responsible body.
	____
	



6 Communications
	Ref
	The plan includes these arrangements
	Status
	Evidence

	26
	Current contact directory. Keep restricted contact details for staff, families, governors or trust, local authority, emergency partners, IT, premises, transport and insurers. Include out-of-hours routes and verify details each term.
	____
	

	27
	Call cascade. Show who contacts whom, how receipt is confirmed, what to do if someone does not answer and how unresolved contacts reach the incident lead. Test the cascade.
	____
	

	28
	Ready messages. Prepare adaptable messages for closure, relocation, collection, temporary learning and reopening. State what is known, what recipients should do, the contact route and when the next update will come.
	____
	

	29
	Communication fallback. Agree alternatives if email, the parent app or school telephones fail. Consider mobile calls, text messages and an agreed offline route. Check that alternatives do not share the failed system.
	____
	

	30
	Accessible and accurate updates. Name the spokesperson and message approver. Provide accessible formats and translations where needed; reach families without internet. Coordinate with partners, protect personal information and correct significant rumours.
	____
	


Confirm the arrangement. An alternative site is only usable when capacity, access and responsibilities have been checked. Record who has agreed to help and what the school will do if that help is unavailable.


Education and information
Enter Y  Yes     P  Partly     N  No     NA  Not applicable     |     Record evidence for each answer
7 Education and essential support
	Ref
	The plan includes these arrangements
	Status
	Evidence

	31
	Continuing education. Set out how to maintain or restore safe face-to-face education. Where attendance is temporarily impossible, identify suitable remote or alternative provision, its lead and its start time.
	____
	

	32
	Learning without normal IT. Provide devices or connectivity where feasible and an offline option such as printed work. Plan accessible materials, teaching support and feedback for pupils who cannot use online learning.
	____
	

	33
	Attendance and contact. Explain how staff record attendance using current guidance, check engagement and follow up absent or unreachable pupils. Maintain safeguarding and online safety arrangements during temporary provision.
	____
	

	34
	Exams and assessments. Name the exams lead and deputy. Cover awarding-body contacts, alternative venues, secure materials, invigilators, access arrangements and communication of agreed changes. Mark not applicable only where justified.
	____
	

	35
	Continuing pupil support. Specify how eligible pupils receive meal support and how medical care, special educational provision, pastoral support and transport continue. Identify who coordinates changes with families and relevant services.
	____
	


8 IT and information
	Ref
	The plan includes these arrangements
	Status
	Evidence

	36
	Recovery requirements. List essential systems and records, including attendance, safeguarding, contacts, teaching and payroll. Agree recovery order, restoration times and the maximum acceptable data loss with IT support.
	____
	

	37
	Protected backups. Confirm daily off-site backups of important systems, protection from the same incident and backups that cannot be altered. Retain evidence of recovery and restoration tests at least termly.
	____
	

	38
	Manual workarounds. Keep a secure, current minimum set of essential contacts, medical information and paper forms available without normal IT. Specify access controls, updates, safe storage and later reconciliation of records.
	____
	

	39
	Cyber response. Include IT support and data protection officer escalation, secure alternative communications, containment and safe restoration steps. Assign responsibility for assessing and making required incident or data-breach notifications.
	____
	

	40
	Recovery access. Check that recovery does not depend on one person, device or login. Provide controlled access for authorised deputies and test recovery from an alternative location with IT support.
	____
	



Check the whole service. A restored system is useful only when authorised staff can access it, the information is sufficiently current and the school can deliver the required education or support safely.


Resources and assurance
Enter Y  Yes     P  Partly     N  No     NA  Not applicable     |     Record evidence for each answer
9 People suppliers and funding
	Ref
	The plan includes these arrangements
	Status
	Evidence

	41
	Staff cover. Identify minimum staffing and skills for each temporary arrangement, including safeguarding, first aid and specialist support. Plan absence cover while maintaining applicable staffing, supervision and recruitment requirements.
	____
	

	42
	Supplier continuity. List critical suppliers, escalation contacts and alternatives. Confirm recovery commitments, delivery times and availability during a wider incident. Identify who arranges replacement catering, transport, IT or other essential supplies.
	____
	

	43
	Emergency resources. List and regularly check grab bags: plan, key contacts, site information, paper registers, incident forms, pens, torch and chargers. Assign an owner and accessible storage; protect personal data.
	____
	

	44
	Insurance and assets. Record insurer or risk protection arrangement contacts, cover, conditions and claim steps. Keep the asset register accessible away from school and specify how damage, expenditure and claim evidence will be recorded.
	____
	

	45
	Urgent spending and payments. Set spending limits, delegated approval and alternative authorised signatories. Plan emergency purchasing, payroll and essential payments if normal systems or staff are unavailable; retain financial checks and records.
	____
	


10 Recovery testing and review
	Ref
	The plan includes these arrangements
	Status
	Evidence

	46
	Safe reopening. Define checks and approval needed to reopen, with competent advice on structure, fire safety, utilities, contamination and other relevant hazards. Confirm staffing, safeguarding and essential provision before pupils return.
	____
	

	47
	Managed recovery. Allocate owners and milestones for repairs, system restoration, record reconciliation and learning catch-up. Set criteria for ending the BCP response, communicating normal arrangements and monitoring remaining impacts.
	____
	

	48
	Training and exercises. Brief all staff and deputies. Exercise the BCP at least annually as a recommended baseline, including building loss with IT unavailable. Test IT disaster recovery at least annually and backups termly.
	____
	

	49
	Review and document control. Review at least annually and after incidents, exercises or significant changes. Record reviews even if unchanged. Update contacts each term and when notified of changes. Approve revisions and withdraw superseded operational copies.
	____
	

	50
	Actions and assurance. Debrief after tests or incidents. Record gaps, accountable owners, deadlines and completion evidence. Report significant unresolved risks to leaders and governors or trustees and check that fixes work.
	____
	




Actions and approval
Prioritise gaps affecting safety, safeguarding, reliable contact or essential provision. Escalate urgent gaps immediately. A high number of Yes answers does not compensate for one critical failure.
	Ref
	Gap and interim arrangement
	Owner
	Due date
	Completion evidence

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


A short fire scenario to test the plan
At 10 am a fire forces evacuation. Everyone is outside, the office and IT are inaccessible, and the building cannot be used for at least two weeks. The headteacher is off site.
Ask the deputy to use the plan to demonstrate how the school accounts for everyone, accesses contacts, shelters and releases pupils safely, informs families, supports vulnerable pupils and starts alternative provision. Identify the named owners, available resources and next decisions. Record anything that depends on an assumption.
Keep the exercise separate from live response: label messages EXERCISE and agree participation before contacting external partners. Do not call emergency numbers as part of the test.
Leadership review
Plan owner _______________________   Approval body __________________________
Decision __________________________   Approval date __________   Next review __________
Record unresolved risks, interim controls and agreed actions with the approval decision. Completing this checklist supports good practice.
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