
 
 
 

 
 
Report of: Strategic Director, Finance & Corporate Services                 
 
To:  Executive Board    
 
Date:  8th January 2007   Item No:     

 
Title of Report :  Business Continuity Planning  
 

 
Summary and Recommendations

Purpose of report:   To inform Members on the Council’s progress on 
Business Continuity Planning (BCP) and to put forward 
recommendations for the next steps.     

 
Key decision: No 
 
Portfolio Holder: Cllr John Goddard 
 
Scrutiny Responsibility:  Finance 
 
Ward(s) affected: All 
 
Report Approved by 
Portfolio Holder: Cllr Goddard 
Legal: Jeremy Thomas 
Finance: Mark Luntley 
 
 
Policy Framework:  None 
 
Recommendation(s):  That Executive Board: 

• Endorses the recovery plan  

• Authorises a trial run of our processes in 2007 

• Builds the principles of continuity planning into future business planning

• Asks the Audit & Governance Committee to review the arrangements 
in twelve months’ time. 
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x
Name of Strategic Director or Business Manager

x
Name of Committee

x
Date of meeting

emace
Field to be completed by Committee Services

x
Title of report

x
To.... (insert one or two sentences explaining what the report seeks to achieve)


x
Yes/No – only applicable to Executive functions.  Say if not applicable.
In financial terms a key decision is one that is likely to result in the Council incurring expenditure or the making of savings that are significant with regard to the Council's budget for the related service or function.
The guidance figures for significant items in financial terms are £150,000 for General Fund or £200,000 for Housing Revenue Account. In more general terms a key decision is one that is likely to be significant in terms of its effect on communities living in an area comprising two or more Wards in the Council's area


x
Only applicable to Executive functions - there may be more than one.  Say if not applicable.


x
Identify which of the scrutiny committees has this function within its terms of reference – there may be more than one.

x
There may be more than one.

emace
Name the officers who have approved the report prior to publication.

emace
Enter name once approved

emace
Enter name once approved

emace
Enter name once approved

x
Identify the parts or sections of any plans or strategies adopted by the Council which the report either implements or is consistent with.  If there is no such policy or strategy say there is none.


x
These should be clear and concise and be identical to those at the end of the report. They should capture all the decisions the report author wishes the minute to reflect.  Authors should not “seek members’ views” but recommend a definite course of action.



Background 
1.   The Civil Contingencies Act (2005) made all Local Authorities responsible for 
putting local plans in place in case of disruption to their services.  
2.     These contingency plans: 
� Help us to continue as far as possible with our normal business functions in 

the event of a “disruption”. Disruption might mean a fire, flood, epidemic or 
systems failure. 

� Are in addition to the IT Disaster Recovery plan and our Emergency planning 
activities. 

� Are part of our wider risk management activities (and form part of the CPA 
process). 

3.   In Dec 2005 the Executive Board asked the Strategic Director Finance and 
Corporate Services to ensure the Council was ready to meet the requirements of 
the Civil Contingencies Act. He established a project team with representatives 
from across the council.  
4.   We did not have the expertise to do this work, and so we joined a tender 
exercise being led by South Oxfordshire District Council. We jointly commissioned 
continuity experts, Garrison Continuity, to work with both of us. The project was 
managed under Prince2 principles. 
5.    The project cost about £20,000, which was funded from the Risk Management 
budget. 
 
Stages of the work 
Business Impact Analysis Workshops 
6.   We held meetings with service/business managers to identify and prioritise 
those functions that had to continue even under severe difficulty. Managers 
estimated how many staff would be needed for the first few days of any 
emergency, and how many ‘workspaces’ (i.e. desk, PC, phone etc.) would be 
required.  
Recovery Plan 
7.    Garrison analysed this information and drafted a recovery plan. In the event of 
an emergency involving city centre offices, key staff would be relocated to 
Horspath Rd (approx 100 people needing 35 workspaces on day one, increasing 
to 250 needing 78 by week 2).  
8.    If the Horspath Rd offices or Cowley Marsh were affected, staff would relocate 
to the other site. 
9.   The Chief Executive signed off the recovery plan (attached as an appendix), 
on behalf of the Council on 10th July 2006. 
Business Unit Plans 
10.  Garrison have produced a draft plan for each business unit and one for the 
‘Crisis Management Team’. The plans set out the procedures each BU should 
follow in order to keep a basic service working. There is a final task to list the 
names and contact details of those staff that would need to be contacted in an 
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emergency. When all the details have been collected Garrison will issue a set of 
final plans. 
Desk-top testing 
11.  When the plans have been produced and agreed, Garrison will support us in 
“desk-top” testing each plan. This should show us how the plans will work in 
practice and highlight any areas to improve. These walkthroughs are scheduled to 
take place in the first half of January 2007. 
Next steps 
12.  Once Garrison have tested our plans they will have completed their planned 
work for us. They are willing, (for a fee) to help us with our first annual test.  
 
Conclusion 
13.  Business Continuity Planning is a tool for preparing ourselves for an 
unforeseen incident. The plan is the first step, the next stage is to embed these 
into mainstream processes. 
Recommendations 
14.     Executive Board is recommended to: 

• Endorse the recovery plan  

• Authorise a trial run of our processes in 2007 

• Build the principles of continuity planning into future business planning 

• Ask the Audit & Governance Committee to review the arrangements in 
twelve months’ time. 

 
 
 
Name and contact details of author:    Adrienne Lingard 
        Business Systems 
        01865 252095 
        alingard@oxford.gov.uk 
 
Background papers: None 
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x
Name, telephone number and email

x
These are any documents relied upon or drawn from in writing the report. If that document is already in the public domain (e.g. legislation, government guidance or a previously published committee report) they do not need to be listed here. Say if there are no background papers.



