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Catch22’s Vision is:
To deliver better social outcomes through transforming public service through the 3Ps:

Catch 22 Independent Schools
Education Intent Statement

1. Place- supporting people to find, retain, transition safely into homes and communities

2. Purpose- Working with people to achieve their purpose in education, employment or
training

3. People- Building networks of people around individuals
Our Education Mission is:

To enable young people to progress and succeed in sustained education, training or
employment.

We do this through engaging young people positively with their purpose through learning and
future life aspirations. All our learners achieve positive outcomes, thrive and enjoy a quality
education that is delivered by skilled, passionate people with high expectations in a place that
is safe, high quality and appropriate.

Our schools cater for young people aged 4-16 who are outside of mainstream education, and
have troubled and challenging backgrounds. We embody our vision in all we do to ensure our
young people are supported fully to achieve these goals.

Our Education Intent is to:
Brilliant basics, magic moments
e Support pupils to gain academic qualifications, experiences and the skills needed to
move successfully to the next stage in life.
e Provide a values-based curriculum, working with pupils to build their spiritual, moral,
social and cultural capital and personal development
Relationships beat structures
e Treat pupils as individuals and help them to build bright futures in both their personal
and professional lives
Things about you, built with you, are for you
¢ Understand pupils’ unique needs and help them overcome their barriers to learning
o Engage young people with a broad and rich curriculum so they can realise their
ambitions
e Make our pupils’ voices heard and harness participation to benefit pupils and help
our schools to improve.

Unleash Greatness
¢ Have high aspirations for our pupils so they leave us prepared for life in modern
Britain and the wider world.
¢ |Instil belief in pupils so they can progress and succeed in education, training and
employment
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Let robots be robots and humans be human

e Ensure pupils have a rounded understanding of themselves and the world around
them.

e Harness curiosity and nurture a love of learning.

e Support and protect our pupils to be safe and feel safe online and offline.

Incubate, accelerate, amplify
o Embrace the values of ‘Rights Respecting Schools’; helping pupils thrive as

individuals both as members of their school and the wider community.
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1. Introduction

This policy outlines the scope and approach to business continuity management (BCM)
within Catch22. For the purpose of this policy, business continuity is defined as a framework
for creating and improving resilience and which will enable Catch22 to continue to deliver an

acceptable level of service of its critical activities in the event of any unexpected disruption.

2. Purpose

As a social business and a supplier of services to local and national government offices,
Catch22 is required to meet the standards that these commissioning authorities work to
including, but not limited to, the Security Policy Framework, (SPF) and ISO 22301. Under
the Mandatory Requirement 70 of the SPF, Catch22 “must have robust, up to date, fit for
purpose and flexible business continuity management arrangements that are regularly tested
and reviewed and supported by competent staff that allow them to maintain, or as soon as

possible resume provision of, key products and services in the event of disruption”.

ISO 22301 states that, “Top management shall establish and demonstrate commitment to a

business continuity policy. The policy shall make reference to:

a) the organisation’s business continuity objectives; and

b) the scope of business continuity, including limitations and exclusions
The policy shall be:

a) Approved by top management;
b) Communicated to all persons working for and on behalf of the organisation; and

c) Reviewed at planned intervals and when significant changes occur.”

The aim of this policy is to ensure that the appropriate business continuity management
system framework is in place within each department/service so that it can meet these

requirements and, by doing so,

¢ Reduce the risk of interruption or negative impact on delivery to key business

services;
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Minimise disruption and enable full restoration of services within locally agceed
recovery time objectives;
o Ensure that business continuity management principles are embedded in the daily

operational activities and culture of the organisation.

3.Scope

This policy will apply to all aspects of Catch22, which, in addition to all corporate and office

based activities will include:

e Schools;

e Prisons;

e Staff based at home;

o Staff based at remote or 3rd party locations;

o All external facilities, suppliers, contractors and third parties that the

organisation/services rely upon for business services and products.

4. Policy statement

The Business Continuity Policy has been developed to comply with the requirements of the
ISO 22301 Business Continuity standard and to meet with established standards for

corporate governance.

The organisation’s corporate services business groups, frontline services and any other
offices will develop, implement and maintain their own risk based business continuity plans

and will ensure that they identify:

o Key internal staff, business critical activities, systems and services;

o Key external contacts and emergency contact points;

e Any internal or external service dependencies;

e The risks associated with those dependencies and how they can be addressed;
o Recovery time objectives;

o Potential fall-back options in the event of denial of access to buildings;

e Out of hours contact arrangements.
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All business continuity plans must be owned and signed off by a senior member of the

relevant operational or corporate support management team (minimum Assistant

Director/Head of Service/Vice Principal or above) who will be responsible for ensuring that:

¢ Plans are maintained and provide an ongoing capability for responding to
unexpected incidents;

e A programme is in place to ensure plans are regularly tested and reviewed, (at least
annually);

e The necessary in-house resource and expertise are provided to develop, implement
and manage the plan, as well as post incident recovery;

o Staff are made aware of the BCM process and that those with business continuity
roles receive regular training;

¢ Roles and responsibilities are clearly defined within the plan;

¢ Plans contain a risk based business impact analysis that identifies all critical
activities and time sensitive business objectives, key suppliers and
interdependencies;

e That key suppliers or business partners which support a critical activity have
effective BCM arrangements in place and can evidence this;

e A business continuity risk register is developed and maintained,

o A business continuity coordinator/practitioner (Director — Governance) is appointed
to liaise with the Organisational Business Continuity Team Secretariat* during an

emergency/post incident recovery when required to do so.

Arrangements will be developed to independently audit BCM governance processes at

regular intervals (at least annually) to ensure that they conform to 1ISO22301 and this policy.

*The Organisational Business Continuity Team Secretariat would be comprised of senior
Directors plus co-opted individuals as required depending on the incident. It is envisaged
that this group would only be convened in the event of a serious and significant threat or

disaster.
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5. Benefits

This policy is designed to provide a clear commitment by Catch22 to business continuity

management across the whole organisation. Effective business continuity will enable the

Catch22, its partners, suppliers and other offices to:

Continue to provide critical services to service users, the public, business partners
and other stakeholders during unexpected incidents;

Minimise disruption and enable full restoration of services in the event of an
incident;

Comply with accepted standards of corporate governance;

Reduce the operational and financial impact of any period of disruption;

Ensure that all key personnel are identified and made aware of their responsibilities
in regard to any recovery procedure;

Improve the resilience of the organisation’s infrastructure to reduce the likelihood of
disruption; and,

Ensure that the business continuity management structure is embedded in the day-

to-day operational activities and culture of the business.

6. Ensuring continuity — a summary of action

IT Systems - Catch22 recognises the increasing importance of IT systems to the successful

delivery of our business; particularly a reliance on email communication and data

management software.

To ensure the security and continuity of our IT systems Catch22 will require any third party

IT supplier to provide us with a system resilience and disaster recovery plan that includes a

full risk and impact assessment, details of any dependencies and fail over arrangements,

target recovery times and out of hours arrangements.

As a minimum standard Catch22 will ensure the following measures are implemented and

maintained: -

Daily back up of IT Servers on a rotating tape system, purchasing new tapes once

every 6 months, to ensure none get worn out.
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torage of backup tapes out of the office premises to ensure they are notdgstroye

in the event of a fire.

Regular Virus updating of all IT hardware including site based apparatus to ensure

that virus protection is optimised.

. A written IT Policy defining unacceptable misuse of IT equipment to minimise the risk
of staff downloading malicious files / viruses.

. The availability of staff mobile phones and storing of a list of personal mobile
numbers so that in the case of land line telephones going dead, there is a temporary

back-up solution.

Disease Epidemics - Catch22 have recognised the possible impact of a disease / flu /
infectious disease epidemic as potentially drastically reducing a healthy work force. In order
to ensure that Catch22 can minimise the risk of infection to our work force, and reduce

potential disruption to our services some basic criteria have been identified:

. Awareness of World Health Organisation & Government Controls in the case of an
epidemic - first and foremost to realise the importance of complying with these control
measures to minimise the risk to the larger population and health of our own workforce. In
the most extreme cases we recognise that we would unavoidably have to shut our premises
/ sites down if instructed, but would view this as an unlikely circumstance.

. Education of the staff base — an agreed percentage of staff will be trained in First Aid
to ensure that they are aware of the basics involving the transfer of disease / infections.

. Local safeguards - all managers will ensure that wash areas are kept clean and
available at all times and that any repairs or re-charging of soap or hand towel dispensers is
carried out as a priority

. Monitoring of direct & subcontract staff, volunteers and service users in the incident
of a possible outbreak - if the Government raises the possibility of an epidemic all managers
will be instructed to monitor all those present for signs of infection and to send them home
where there is a relevant case and notify the H&S team. In these circumstances managers
will ensure that a report is sent immediately to the H&S team and that all due precautions
are taken to avoid further infection/contamination. Any guidance from the World Health
Organisation or the Chief Medical Officer of Great Britain will be disseminated widely using
all communications systems available as required.

. Ability to work remotely / at home — where work does not have to be carried out in the

office staff can access documents / email from home based computers, meaning that even if
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a site cannot open, information exchange can continue and core administrative activitieSsan
be undertaken remotely e.g. payroll.

. Details of local and national key contacts and emergency contact points to be
available and accessible for the management and monitoring of any actual or suspected

infectious disease incident

Natural Disasters / Extreme Weather / Fire - Catch22 recognises that such events are likely
to be localised, notwithstanding the effects of flooding which can cover wide geographical

areas.

In such an event our priority will be to ensure the safety of our workforce and the general
public (if affected) through co-ordination with the relevant emergency services. Once we are
satisfied that all parties are safe and the disaster / event is over we will aim to assess the
damage to our sites / business premises as soon as possible, and put together specific
contingency plans to put our services back on track. Where the disaster has damaged a
building, we will go through the proper channels with our insurers to identify costs, and put

works on track.

Industrial Action / Mass Resignations - Catch22 has assessed the risk of mass industrial
action / staff walk out as extremely unlikely, especially for key management staff, given our
low staff turnover and ‘open’ communication culture which encourages early resolution of

any dissatisfactions or staff problems.

We also recognise the importance of holding regular supervision and contribution reviews to

sustain employee motivation.

We recognise that any action that affects all employees, such as pay cuts or redundancies,
must be carried out with appropriate consultation and recognition of their rights and relevant

legislation.

Economic Downturn - Catch22 recognises the risk that an economic downturn poses to the
continued successful operation of our business. In the case of the current downturn a
structured financial review has been implemented in all of our operations to target cost
efficiency savings, identify any potential need for redundancies, and to forecast future cash

flow and its effect.
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Continuous monitoring of the economic environment in which we operate and our own

financial performance is embedded in regular reporting to senior management and the

Trustee Board.

Frequency of Testing - Catch22 recognises that it is important to test our continuity

mechanisms so that we can be sure that they will operate effectively in ‘real’ circumstances.
We implement disaster recovery testing on our IT systems once a year.

We maintain up to date Fire Marshall & First Aid training and records for all of our services

and office locations in line with the minimum necessary requirements.

7. Related policies

¢ Annual and special leave policy

¢ Controlling and safeguarding assets in services policy
e Data management & protection policy

o Employee well-being policy

o Fire safety policy

o First aid policy

¢ Flexible working policy

o Gas safety policy

o H&S management arrangements

e Home working policy

¢ Incident and near-miss reporting policy

¢ Infection prevention and control policy

e Lone working policy

e Personal protective equipment (PPE) policy

o Personal safety and service user risk management policy
e Property management policy

¢ Risk assessment & management policy

e Organisational risk policy

e Severe weather policy

e Travel and subsistence expenses policy
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o Water safety policy

o Workplace environment policy
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BUSINESS CONTINUITY MANAGEMENT PLAN

LOSS OF BUSINESS LOCATION/STAFF UNAVAILABILITY

1) Aim of this Plan

To help prepare the business to minimise the risk or cope with the effects of a major incident
which involves the loss or prolonged unavailability of one or more of our business locations
or staff.

2) Approach

This plan details the steps to be taken which are common to all locations in order to avoid or
minimise the likelihood of the occurrence of such an incident and the impact of that incident
should it occur (Risk Mitigation).

It also identifies the steps to be taken which are common to all locations should such an
incident occur (Action Required Following Occurrence of Incident).

The plan identifies 3 key roles should an incident occur:

I. Responsible Director- if out of normal business hours then initially this will be the On
Call Director at the time. Responsibility will normally be transferred as soon as
practical to the Director with responsibility for the location affected. Responsibilities
include:

Nominating a Local Lead

Nominating an Incident Support Manager

Providing advice and support to the Local Lead

Informing other Directors, CEO and Trustees as appropriate.

Ensuring External Affairs are informed if there is a possibility of media interest.

II.  Local Lead (usually the location manager) who will lead, on the ground, with the
immediate issues relating to staff, the young people using our service,
commissioners and continuing to provide local services.

lll.  The Incident Support Manager (normally but not always the Head of Facilities) whose
role is to allow Local Leads to concentrate on local matters.
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Responsibilities include:

¢ Informing insurers, co-ordinating claims and discussions with loss adjusters
e Support as regards provision of alternate premises, services and supplies.

¢ Providing practical help and advice to the Local Lead.

3) Risk Mitigation

This section outlines the existing arrangements which should be in place in all locations to
avoid or minimise the likelihood of an incident taking place and to reduce the impact should
such an incident occur. It is the responsibility of managers with responsibility for each
location to make sure these arrangements are, indeed, in place and, if they are not, to take
immediate action to put them in place. Once in place they should be updated and reviewed

on at least an annual basis

Local Arrangements

Staff

Record out of office contact details for all staff so that contact can
readily be made advising them of the situation and arrangements to
be made should an incident occur. Identify extent to which they can
work from home if necessary. Contact lists should be kept securely
off-site and copied into a “Business Continuity” folder within the
service’s shared drive on the “cloud” server if possible.

In the event of an outbreak of a serious disease, or in the event of
staff being unavailable or unable to get into work, managers must
ensure they have suitable plans for notifying partner agencies,
referrals sources, service users, commissioners, other
stakeholders and their staff group of the measures being taken to
manage the situation. These measures may include working from
a different location, reducing contact with other staff and service
users (emergencies only), ensuring suitable health and hygiene
measures are implemented and used.

Managers must ensure that they have details of the key contacts
they need to access in the event of a health, environmental and/or
building incident or emergency e.g. the local public health office,
environmental health office, landlord or managing agent including
out-of-hours details etc.

Service Users

Record contact details for all service users so that contact can
readily be made advising them of the situation and arrangements to
be made should an incident occur. Contact lists should be kept
securely off-site and copied into a “Business Continuity” folder
within the service’s shared drive on the “cloud” server if possible.

Critical Suppliers

If any supplies are crucial to the running of the service/function
compile a list of these critical suppliers with contact details so that
replacement items can be easily obtained. Contact lists should be

Charity no. 11
Classification : Unrestricted

24127 www.catch-22.org.uk Company no. 6577534




/

“kept securely off-site and copied into>-a Business C
within the service’s shared drive on the “c ’server i

unication
systems

In the event of a failure of telephony or IT equipmen
ensure that the issue is reported and escalated according
requirements of the system involved. Managers must ensure th
they have contact details for systems providers and escalation

points recorded in an accessible format in the event of their failure.

If access to the Catch22 IT system is due to local telephony or
cabling issues then alternative work areas can be sought. Catch22
systems are designed to be resilient and accessible as long as a
suitable internet connection can be established; accessing data on
insecure wifi provision is not permitted.

Any failure of the main Catch22 “cloud” server will be managed via
the Facilities & IT office.

Stakeholders/ Compile a contact list of contacts so that stakeholders etc can be

Commissioners/ informed of the situation. Contact lists should be kept securely off-

Partners site and copied into a “Business Continuity” folder within the
service’s shared drive on the “cloud” server if possible.

Premises Ensure all property risk assessments are in place and all

recommendations acted on including provision of fire exit notices,
fire detection and/or fire suppression systems, appointment and
training of fire wardens and regular fire drills and testing of
evacuation procedures and equipment.

If safe and/or possible, take appropriate action prior to an event in
order to minimise the potential impact, e.g. In the case of a
potential flood it may be possible to use sandbags, in the case of
severe weather like high winds, it may be possible to board doors
and windows etc.

In the event that heavy snowfall is predicted, take appropriate
action to ensure that a plentiful supply of salt/grit and/or snow
shovels are available to help clear access routes to the premises if
necessary.

During a terrorist alert/attack, it may be the case that mobile phone
signals are suspended for a period of time and it would be prudent
to familiarise yourselves with the nearest public phone booths.
Public transport links might also be affected/suspended and
thought should be given to making contingency transport
arrangements during such an event.

Where possible identify and record alternative temporary premises
in advance which could be used in the event of incident. If not
possible identify short list of letting agents/serviced office providers
who could provide alternative accommodation at short notice.
Provide a copy of all this information and contact details to the
Facilities Department.

Service Delivery

Location Managers should ensure that detail plans are formulated
in advance where it is practical to do so, that they are kept up to

date and that staff are aware of them.
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every eventuality given the potential differing degree
seriousness of each situation and the variability of the se
may run at any particular time.

Even if it not practical in particular situations location managers
should give some thought as to the steps they would need to take
generally should a situation arise and record and share their
thoughts.

Note that requirements from commissioners may call for detailed
recovery plans to be compiled in advance for certain activities
/services. When this is the case it is the responsibility of the
service/area concerned to prepare those plans to the level of detail
required by the commissioners. It may also be the case that
Operational Management feel it to be beneficial to prepare
recovery plans in advance in relation to some key activities.

4) Local arrangements for each location/issue

Please detail the arrangements you have put in place for each location you are
responsible for (add rows as required). An example is given in row 1: -

Location/issue Details

Catch22 Include If the building were to be closed in an emergency for 1-5 days, all
Norfolk- All Sites. staff would be able to work from home where appropriate.

Include Norfolk students could be educated from home for a period
of time, if assess as safe to do so.

If the emergency closure was for 5 days+, Catch22 include Norfolk
would contact Norfolk’s Local Authority and ask them to identify a
space where a reduced service could be delivered. For example,
libraries or community centres.

Staff will be asked to work from home in the event of a serious
Emergency contagious infection. Contact with service users will be by phone
Closure only except in emergencies and authorised by manager or most
senior person available (in the event the manager is sick). Situation
to be monitored on a daily basis and staff group kept informed by
Staff Unavailability | email and phone.
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5) Action Required Following Occurrence of Major Incident

The steps to be taken following an incident will vary depending on its severity and the
services affected. There are however some generic actions that need to be taken in respect
of all major incidents. These are detailed below.

¢ |[f the situation is local to or specific to one of our buildings, the local manager or staff
should ensure the Emergency Services have been called.

¢ Inthe event of a major incident, such as a terrorist attack, riot, natural disaster etc., it
may be the case that whilst the premises is not damaged, access to the building
might be restricted by the police/emergency services. Liaison with the emergency
services is essential to ascertain the likely timescales involved until access is
granted.

¢ Inthe event of a health (infectious disease) or environmental concern or incident,
managers must contact the local responsible officer in public health or the local
authority and follow their instructions and advice. All incidents must be reported via
the Catch22 incident reporting process.

¢ |[f the situation calls for it and it is safe to do so, the local manager or staff must, as
far as possible, make sure no one is still inside the building or has been injured or
killed in any related event.

Outside normal business hours, the local manager or staff must report the incident using the
emergency out of hours contact number 07873938430. The “on call director” will provide
immediate support and advice as appropriate.

If for any reason the on-call director cannot be contacted staff should use one of the contact
numbers for other Directors detailed at the end of this report.

The Responsible Director will:

Nominate the Local Lead

Nominate the Incident Support Manager

Provide advice and support to the Local Lead

Inform other Directors, CEO and Trustees as appropriate.

Inform customers and stakeholders as appropriate

Ensure External Affairs are informed if there is a possibility of media interest.
Ensure all appropriate action is taken.

The Local Lead will:

¢ Inform staff and service users of the current situation and how they can keep
appraised of the ongoing situation.

o Where appropriate ask staff to work from home or alternate locations and take steps
to ensure this can be done.

e Trigger the actions called for in the detailed plans dependent on the nature, location
and severity of the incident with a view to ensuring normal services are resumed as
soon as possible.

Charity no. 1124127 www.catch-22.org.uk Company no. 6577534
Classification : Unrestricted



e Contact and keep in regular contact with the Responsible Director and Incident
Support Manager in relation to progress, problems and developments and the

support they are providing.

The Incident Support Manager will:

o Discuss nature/severity of Incident with Local Lead and Responsible Director and

agree what actions Incident Support Manager will take including:

¢ Obtain lists of staff and service users etc from Facilities and making available as
appropriate to Local Leads and Responsible Director.

e Contacting Suppliers if required with a view to maintaining /resuming key supplies
and services (particularly in respect of premises and utilities).
Contacting insurers and co-ordinating insurance claims.

e Provide general practical support to the Local Lead.

6) Contact List of Telephone Numbers (operational services)

Please note: the Director on call number is 07540677632.
Details of the line management for each service/location should be completed in the table
below and kept up to date. Additional names and numbers can be added as required: -

Role Name Landline Mobile
On-call director n/a n/a 07540476476
Strategic Director Lisa Smitherman 07738 020738
Health and Safety Laura Hitchborn 01959 578226 07772096023
Business Partner

Head Teacher Jamie Nielsen 01603 401515 07873938430
Deputy Headteacher | Carol Hardwick 01553 888076 07825 567329

There may be circumstances where corporate services directors or assistant directors will
also need to be contacted and their contact details are given below:-

Name

Role

Number

Mobile

Melissa Milner

Director — Communication

020 7336 4837

07734824610

Christina Duru

Director — People

07778 358383

Nigel Richards

Chief Finance Officer

020 7336 4851

07717 290559

Jon Davenport Director — Facilities and 01959 578248 07872 422513
ICT
Incident Support
Manager
Director - Governance 07766 508681
Liz Cole Head of Health & Safety 01959 578244 07795 428336

Services may also need to inform local partners/commissioners/other agencies or suppliers

of any serious service interruption. Key contact details for these people/organisations should

be completed below and kept updated: -
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Annex 1: Equality Impact Assessment

Catch22 is committed to always: avoiding the potential for unlawful discrimination,
harassment and victimisation; advancing equality of opportunity between people who share
a protected characteristic and those who do not; and, foster good relations between people

who share a protected characteristic and those who do not.

An Equality Impact Assessment (EIA) is a tool for identifying whether or not strategies,
projects, services, guidance, practices or policies have an adverse or positive impact on a
particular group of people or equality group. While currently only public bodies are legally
required to complete EIA’s, Catch22 has adopted the process in line with its commitment
to continually improve our equality performance.

1. Summary

This EIAis for: Business Continuity Policy

EIA completed by: Elaine Floodgate, Director Governance and Risk
Date of assessment: 07/02/2018

Assessment approved by: N/A

Objectives and intended outcomes

This EIA has been completed in order to ensure that the implications and potential
impact, positive and negative, of the Catch22 Business Continuity policy for all staff have
been fully considered and addressed, whether or not the staff members share a
protected characteristic.
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2. Potential Impacts, positive and negative

Equality Area

Positive

Neutral

Negative

Summary

Age

[l

X

[l

The policy applies equally to all
members of staff regardless of
age. It’'s not considered that the
policy includes any guidance or
rules that may impact either
positively or negatively on any
member of staff because of their
age.

Disability

The policy applies equally to all
members of staff regardless of
health/disability. It’s not
considered that the policy
includes any guidance or rules
that may impact either positively
or negatively on any member of
staff because of their disability.

Pregnancy &
Maternity/paternity

It’s not considered that the policy
positive or negatively impacts on
pregnant women or on staff on
maternity or paternity leave.

Race (incl. origin,
colour and
nationality)

The policy applies equally to all
members of staff regardless of
their race, origin, colour or
nationality. It’s not considered
that the policy includes any
guidance or rules that may impact
either positively or negatively in
these respects.

Gender and Gender
Re-assignment

The policy applies equally to all
members of staff regardless of
their gender at any given time. It's
not considered that the policy
includes any guidance or rules
that may impact either positively
or negatively on any member of
staff because of gender.

Sexual Orientation

The policy applies equally to all
members of staff regardless of
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their sexual orientation. It’s not
considered that the policy
includes any guidance or rules
that may impact either positively
or negatively on any member of
staff because their sexual
orientation.

3. Negative impacts and mitigations

Negative Impact

Mitigation

Owner
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