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This policy refers to and should be read in conjunction with the following policies: 
• Health & Safety Policy 
• Severe Weather Policy 
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1. Introduction 
 
1.1  Big Creative Academy (BCA) Business Continuity Plan has been written for those who 

will be involved in emergency procedures and re-establishing the operational delivery of 
services following a major incident.   

 
 
2. Definitions 
 
2.1  An emergency is any event which causes, or has the potential to cause injury, loss of 

life, damage to property or significant business disruption. 
 
2.2  A disaster is the escalation of an emergency to the point where normal conditions are 

not expected to be recovered for at least 24 hours. 
 
 
3. General Information 
 
3.1  The senior management team (SMT) will review this document annually and refer to the 

Governing Body as necessary.  
 
3.2  An emergency contact list is kept at reception.  
 

4. Levels of Emergency 
 
4.1  In the event of any crisis that affects the BCA campus the following steps will be taken 

immediately to assess and develop a response plan. The Academy’s primary 
consideration is the safety, health, and security of the BCA community.  

 
4.2  If a disaster is declared by SMT the emergency action plan is activated as per 4.2 – 4.10 

below.  
 
4.3 The emergency management procedure is designed to provide guidelines for responding 

to a variety of incidents and emergencies that may affect the Academy. Not all 
emergencies require the same degree of response, and each incident will be evaluated 
on a case-by-case basis.  

 
Level 1 (Limited Emergency) — An Academy emergency with limited impact that does 
not affect the overall operation and function of the building. Examples would include a 
minor hazardous material incident, small fire, or temporary limited power outage. A 
Limited Emergency will not normally entail notification of the emergency management 
team except through routine communications.  

 
Level 2 (General Emergency) — A local emergency that has disrupted or potentially 
may disrupt significant operation of the Academy building or adversely impact a major 
population of the BCA community. Examples include serious crimes on campus, major 
fires, death(s), or partial infrastructure failure. A General Emergency may entail BCA 
Emergency Response Alert.  

 
Level 3 (Major Emergency) — A community-wide emergency that potentially disrupts 
the operations of the Academy and involves major damage or systems failure. Major 
Emergencies impact not only the Academy, but possibly the surrounding community and 
beyond. Examples include adverse weather, widespread extended power outage, 
severe natural disasters, or serious acts of terrorism.  
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5. Declaring an Emergency – overview  
 
5.1 The emergency management team is: 

• Sacha Corcoran (Principal) 
• Cyrus Armstrong-James (Director of Curriculum) 
• Milly Azordegan (Director of Learner Support) 
• Errol Jackson (IT Manager) 
• Clive Tshabalala (Buildings Manager) 

 
5.2 When it appears that the incident is very serious:  
 

a) Members of the emergency management team will discuss the incident and 
determine the level of emergency and whether to activate the emergency action plan. 
The decision to declare an emergency will rest with the Principal or designated lead. 

b) Any other appropriate members of the community deemed necessary will be 
contacted to respond. 

   
  
6. Emergency action plan in response to any level of emergency 
 
6.1  Immediate emergency decisions will be managed by the SMT lead on site until the 

Principal is able to take over responsibility.  
 
6.2  The SMT lead/Principal will be fully briefed of the emergency situation. The Principal, 

along with the proper authority (e.g. local fire and police officials), has final authority for 
emergency decisions and directives.  

 
6.3  Local police, fire, rescue, medical officials will be called to Academy to assist where 

appropriate. The emergency personnel and the Academy community will rely on the 
expertise of these professionals during a crisis.  

 
6.4  The Academy alert system will be activated. This alert system may include campus 

siren sounds, text messages, phone messages, voice mail, e-mail, tweeter or the 
Academy website. Some or all of these methods of communication may be activated in 
the event of an immediate threat to the BCA community.  

  
6.5  The emergency management team will be convened to co-ordinate operations. 
 
6.6  Members of staff with a designated responsibility to carry out specific roles, will receive 

instructions from the emergency management team and will assist in implementing 
emergency procedures. Their duties may include communication, evacuation, directing 
pedestrian and vehicular traffic, and securing Academy property. 

 
6.7  In a prolonged emergency situation the emergency management team will review the 

situation and decide on appropriate actions such as evacuating the building/site or 
specific buildings, cancelling classes, closing the Academy, communicating with the 
students and the media, and securing emergency procedures. Only the lead can 
authorise communication with the media and this is done by a member of the 
management team. 

 
6.8 The Chair of Governors must be contacted and informed of the emergency situation. 
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7. Communication  
 
7.1  Every effort will be made to communicate a single, clear message simultaneously to as 

many students, stakeholders, and staff as possible. Emergency personnel will be trained 
to communicate information quickly and consistently.  

 
7.2 The Principal or designated SMT lead will determine the content of the message and will 

use some or all of the systems described below to communicate the threat/emergency 
to the BCA community.  

 
7.3  No unauthorised communication to the media in person or via social media should take 

place by any other staff members and students should be told not to share the 
emergency via any social media networks.   

  
7.4  All decisions will likely include a directive for the most effective means of communication 

in light of the situation, e.g., Academy siren sounds, text messages, phone messages, 
e-mail, twitter, the BCE website, flyers, or in-person announcement.  

  
7.5  Vital information regarding the situation will be communicated and may include the 

following:  
• a description of what has occurred  
• preliminary assessment of impact  
• immediate course of action  
• the urgency of action  
• emergency procedures being implemented  
• time of safe return to the Academy (after an evacuation)  
• emergency numbers and website access  
• other significant decisions or information.  

 
7.6  Emergency messages will be adapted for various constituencies, such as parents, 

students, stakeholders, and media. 
 
 
8. Procedure for Closing Big Creative Academy Sites 
 
8.1  The Academy can be closed in advance of a normal school day using the following 

procedure: 
• Closure authorised by the Principal 
• Notification of closure using BCE website, email SMS and phone 

 
8.2  It is never a preferred option to close during term time. But, in the event of a disaster it 

can be done using the following procedures: 
• Closure authorised by the Principal 
• Closure communicated to the students, parents and carers by SMS, message on 

website and email. 
• Notification of the Academy closure using the website (actioned by – IT Manager 

under SMT direction).   
• Sending out text messages to all parents via Arbor (actioned by – IT Manager). 

 
8.3  In the event of a major incident on site requiring the site to be closed, students will 

assemble at the primary assembly point.   
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9. Lockdown Procedure 
 
9.1  It is now possible to envisage circumstances where the site may wish to lock itself in, to 

secure staff and students from an outside threat.  This circumstance is described as a 
‘lockdown’. 

 
9.2  If a lockdown is declared: 

• The Building Manager and Security will be advised to implement the lockdown via 
word-of-mouth by SMT. They will advise staff and students.  

• All staff will remain in classrooms and keep students calm and away from windows. 
• All non-teaching staff will stay in their own offices/rooms. 

 
9.3  The lockdown will proceed by all entrances to the building will be locked by the Buildings 

Manager. The Buildings Manager will liaise with emergency services during this period 
and update SMT. 

 
 
10. Silent Evacuation 
 
10.1  Staff will be aware that the majority of fire escapes are only accessible when the fire 

alarm releases the fire exit doors to open doors. Doors will be released by Building 
Services Manager following an instruction from SMT. Notification of a silent evacuation 
will be made by word-of-mouth. 

 
 
11. Business Recovery in the Event of a Loss of Buildings or Site Space 
 
11.1  Fire safety procedures are available in the Health and Safety Policy. 
 
11.2  Replacement of the buildings and facilities that have been damaged or made 

unavailable will be the responsibility of the ESFA.  
 
11.3  Up to date insurance details are available from the Finance team.  
 
11.4  The size and scope of replacement facilities required for the Academy will vary 

according to circumstance.  In the first instance, contact should be made with the 
ESFA and insurance providers.  

 
11.5  The location of the temporary accommodation will be determined based on the space 

required and circumstances at the time.  Possible locations that have been identified 
for consideration should temporary accommodation / buildings need to be sited are: 

 
• Outset Centre E17 
• Stratford Circus E15 
• Roundhouse Camden 
• Dance studios – E17 
• Pulse studio – E17 
• Rich Mix – Hackney 
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12. Pandemic Threat / Mass Staff Unavailability 
 
12.1  Loss of staff is considered a generic threat to operations.  The spread of a virus 

capable of impacting on operational service delivery is now considered genuine and 
serious.   

 
12.2  In the event of mass staff illness, the SMT will shut the school to students using the 

same procedures described in section 8 above. 
 
 
13. Other Threats 
 
13.1   The following other threats have been considered 

• Phone and ICT communications loss – these will restored as soon as possible 
by liaising with suppliers.  

• Finance system/process breakdown, payments to staff and suppliers failure – 
in this event the banking system is online and payments to suppliers can be 
made without access to the finance system. 

• Utilities/energy supply failure – Academy close down procedure will be put in 
place after assessing the length of time it will take to restore services by 
obtaining information from utility company. 

• Service delivery loss of general nature – BCT are unable to provide MIS 
support – Academy closedown procedure will be put in place 

• Key supplier failure – if this is more than 24 hours Academy closedown 
procedure will be effected. 

• Evacuation due to nearby incident – SMT will assess the incident and consider 
Academy closedown if necessary 

• Prolonged bad weather - SMT will assess forecasts and consider Academy 
closedown if necessary (see Severe Weather Policy) 

• Strikes - SMT will assess the incident and consider Academy closedown if 
necessary 

• Terrorist Attack or Threat – Lockdown procedure will be put in place. 
 
13.2   Please see recovery action plans for these scenarios at Appendix A.
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Appendix A: Recovery Action Plans 
 
Operational Threat Steps to Restore Normal 

Working 
Action by 
Whom 

Comments/Notes 

Phone and ICT 
communications 
loss 

1. Immediate contact with 
XMA/Virgin Media to 
restore phone or ICT 
communication loss and 
ascertain timescales so 
that a decision can be 
made of closure 
procedure and 
communication  
 

IT Manager 
under SMT 
direction 

 

Finance Process 
Breakdown – 
payments to staff & 
suppliers fail 

1. Contact Sage Helpdesk 
support to rectify 
accounting system 
issue. Inform SMT. 

2. Email staff and /or 
suppliers and 
communicate issues and 
timescales and options. 

3. Issue cheques to staff or 
suppliers in the event of 
finance system issues or 
bank online payment 
system issues. 
 

Finance Director  

Utilities / Energy 
Supply failure 

1. The Buildings Manager 
will immediately contact 
the utility company to 
resolve the problem and 
ascertain timescales in 
order to make a decision 
as to whether to 
implement Academy 
close down procedure  
 

Decision to be 
made by SMT 
and 
implemented by 
Buildings 
Manager 

 

Building loss – 
partial or complete 
(fire, flood etc.) 

1. In the event of partial or 
complete building loss – 
see section 11 above.  
 

SMT  

Building denial 
leading to short term 
lack of access 

1. In the event of building 
denial leading to short-
term lack of access – 
Academy closedown 
procedure will be 
implemented. 
 

SMT  

Service delivery loss 
of general nature – 
i.e. BCT are unable 
to provide one or 

1. In the event of service 
delivery loss by BC 
Training one or more 
type of services. An 
emergency meeting will 

BCA/BCT SMTs  
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Operational Threat Steps to Restore Normal 
Working 

Action by 
Whom 

Comments/Notes 

more of their 
services 

take place with between 
the Academy SMT and 
BC Training SMT. BC 
Training will implement 
their emergency action 
plan based their 
Business Continuity 
Plan. 
  

Key supplier failure 
e.g. Security, 
Cleaning 

1. Another company will be 
sourced on a temporary 
basis until the issue is 
resolved. i.e. services 
are back to normal. 

 

Buildings 
Manager under 
direction of SMT  

 

Evacuation due to 
nearby incident 

1. In the event of partial or 
complete building loss 
Procedure 5-9 or a 
combination of 
procedures will be 
implemented. 
 

SMT  

Lockdown due to 
nearby incident 

1. Section 9 will be 
implemented 

 

SMT  

Fire 1. Section 11 will be 
implemented 

SMT and other 
appropriate staff 
as required 
 

 

Bad Weather 
prolonged 

See Severe Weather Policy/ 
Section 8 above 

SMT and other 
appropriate staff 
as required 
 

 

Strikes 1. Section 8 will be 
implemented 

 

SMT and other 
appropriate staff 
as required 
 

 

Terrorist Attack or 
Threat 

1. Section 9 will be 
implemented 

 

SMT and other 
appropriate staff 
as required 
 

 

 
 


