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Purpose 

The purpose of this Policy is to ensure the NAS can continue its critical operations 

during and after a disruptive event or crisis. It provides a clear, top down, structured 

framework to keep the organisation running, protect the vulnerable people we 

support, safeguard our reputation, and protect our financial stability during disruption 

or emergency events. 

A disruptive event could be as a result of internal or external factors beyond our 

normal control, and will include any incident that could seriously disrupt operational 

activity, for example natural disasters, staffing shortages, loss of critical amenities (such 

as electricity, gas or communications systems) or a health crisis like a pandemic.  

Scope 

NAS wide 

 

Policy Summary 

This policy sets out the structured approach to business continuity within the 

NAS, including roles and responsibilities, testing and audit of business 

continuity plans. 

 

Our Approach to Business Continuity Planning 

Our approach to business continuity planning is based on an understanding 

of our business, its vision and strategy.  This involves identifying: 

• Our key products and services 

• The resources and activities (supporting services, people, systems and 

data, physical assets etc) we need to deliver them,  

• The risks to these resources and activities (what could go wrong) 

• How we will maintain these critical resources and activities in the event 

of an incident 

 

It is recognized that the key products and services we deliver include, but are 

not limited to: 

 

• Adult Residential Services 

• Adult Supported Living  

• Adult Day Services 

• Outreach  

• Training  

• Autism awareness  

• Diagnostic Services  

• Consultancy Services 

• Branches 
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• Campaigning and advocacy 

• Schools and Clayton Croft Children’s Home 

• Provision of information and support online and via telephone.  

 

To deliver these products and services we have numerous supporting services 

and activities including finance, IT systems and support, HR and others.  

 

To support this approach to business continuity we require business continuity 

plans to be documented and approved for: 

 

• Each Adult Service location and Children’s home 

• Each School  

• Each Directorate in respect of providing our key products and services, 

and central infrastructure services 

 

Templates are available for each of the plan types.  

 

 
 

 

Roles and Responsibilities 

 

Directors will: 

• Be familiar with this policy 

• Ensure that the policy is adhered to within their areas of responsibility 

• Allocate resources to ensure that plans are developed and maintained 

• Monitor the effectiveness of disaster recovery plans 

 

Adult Services Area Managers will: 

• Comply with the arrangements above plus 

• Support service Managers to identify, develop and maintain their plans 

• Ensure that plans are in place for each site 

• Investigation any initiation of the plan and communicate findings to 

the Director 



  Business Continuity Policy 

V4              Page 4 of 6 
 

 

Adult Services Managers and School Principals will: 

• Comply with the arrangements above plus 

• Ensure that plans are developed to reflect critical service functions 

• Liaise with external stakeholders as appropriate 

• Ensure that plans are up-to-date 

• Verify the plan annually (in line with Audit section below) to test 

the arrangements, identify any gaps and update the plan as required 

• Review plans every six months 

• Provide information, instruction and training to ensure that supervisors 

and team leaders understand their role in the event of circumstances 

arising which result in the plan being initiated 

• Identify a number of key individuals within each service area/team to 

lead in the event of a situation arising which requires the disaster 

recovery plan to be initiated 

 

Supervisors / Team Leaders will, so far as is reasonably practicable: 

• Provide information, instruction and training to ensure that all staff are 

aware of the location of the plan, how to raise concerns and what 

actions to take in the event of the plan being initiated. This should take 

place at induction, annually and in the event of any changes. 

• Maintain an up to date contact list will be kept locally for referral. 

• Notify service managers of any changes that may have an impact on 

the detail of the plan 

• Support staff during and after any initiation of the plan 

• Facilitate a debriefing session after any disaster or crisis 

• Record detail of the incident and record lessons learnt and actions 

taken. 

• Support staff during and after an incident/accident. Time should be 

given to recover and any injuries should be professionally attended to. 

 

Key individuals in schools and services will: 

• Familiarise themselves with the plan 

• Ensure they have access to contact numbers for key individuals at all 

times 

• Initiate and/or support the plan during their working hours and in line 

with any role expectations or on-call arrangements 
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Health, Safety & Wellbeing and Facilities Management will:  

 

• Provide advice, guidance and support on request 

• Provide timely information on new and emerging risks likely to impact 

on plans 

 

Business Continuity Plans  

 

Develop 
 

Each Adult Services location, School and Children’s home must have a plan 

in place that have been drawn up with staff and other agencies, as 

applicable. The plan must show what action should be taken in the event of 

a crisis or disaster situation and use the appropriate template.  

 

A separate template is in place for completion at Directorate level for 

services and supporting activities delivered centrally.  

 

The plan should identify key factors which affect service delivery and identify 

actions to reduce the impact of such in the event of the plan being initiated. 

 

It is impossible to predict the precise nature of all incidents as each may 

present a unique set of challenges so the plan should be generic in nature 

whilst considering foreseeable factors, e.g. building liable to flooding, children 

absconding, loss of power, cancellation of transport due to terrorist attacks 

etc. together with the underpinning resources such as people, buildings, 

technology, information, supplies and other stakeholders. 

 

Document 

Details of risks and actions should be documented on the appropriate 

Business Continuity Template. 

 

For plans that correlate to a physical location, all those who may be called 

upon to act in the event of an incident, must be able to easily access a copy 

of the current plan, even in the event that the normal place of work is not 

accessible. 
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Testing and review 

Plans are required to be verified, as a minimum, on an annual basis by a full 

practice or desk top exercise. Areas for improvement should be recorded, 

along with details of the practice, and the plan updated accordingly. 

The plans must be reviewed by the service manager, principal or other 

appropriate person for Directorate plans every six months. Plans should be 

updated with any changes which effect business continuity risks, such as key 

contacts or appropriate responses. The date of the review and who 

completed it should be documented on the plan, and where there are 

multiple physical copies of the same plan the reviewer must ensure they are 

all replaced with the updated version. Old copies should be taken out of 

circulation and archived. 

 

Audit 

The completion, verification and review of plans in line with this policy will be 

verified annually by the Head of Internal Audit and Risk.  

 

References 

• Business Continuity Plan Template – Services (SO-0136T1) 

• Business Continuity Plan Template – Schools (SO-0136T2) 

• Business Continuity Plan Template – Directorate (SO-0136T3) 


