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1 
PURPOSE

This Business Continuity Plan gives details of the role and responsibilities of the area recovery team in dealing with a major disaster.  
For the purposes of this plan a major disaster will be an event or a sequence of events that severely disrupts the ability of the library to undertake or deliver its normal services. Business Continuity is a statutory requirement for Local Authorities under the Civil Contingencies Act 2004.  
This plan should be reviewed and reissued annually by the Senior Library Manager and the Assistant in Charge. 

2 SCOPE

This plan should be implemented to deal with any significant disruption to service provision at the library caused by a major disaster. It should be used in situations where the incident cannot be dealt with via normal management processes or working arrangements or if it overwhelms resources available to the manager on site. This could be caused by a number of factors, for example terrorist activity, fire, flooding, severe weather, major power outrage, a national lockdown, disruption of fuel supply or failure of the telecoms network.  

Parts of the plan are also relevant in maintaining service provision if there were a significant medium-term reduction in staff availability (e.g. long periods of severe weather or a pandemic).

Because this plan cannot anticipate the nature, severity or complexity of a major disruption it must be used as a template for actions by the Area Recovery Team.  It may require amendment in the light of conflicting priorities with other county council services affected by the same major disruption. The priority of the restoration of service provision may change depending on the nature of the disaster.

This plan is designed to ensure that services are delivered in the 72 hours immediately following the incident:
· First 24 hours – communication with staff and service users is established.
· Next 48 hours – a recovery action plan is put in place to ensure that services begin to return to normal. 

3
 RESPONSIBILITIES
The Area Recovery Team is responsible for managing and implementing this plan to return service provision to normal as quickly as possible.
All other staff are responsible for ensuring that duties assigned to them are undertaken according to instructions given.
4
DEFINITIONS

“Business Continuity Plan” concentrates on the continued provision of Council’s services.

“Emergency Plan” concentrates on the Council’s response to a wider emergency.

“Area Recovery Team” has responsibility for making key decisions during the period of recovery (See Section 8 and Appendix A).
“Area Recovery Team Leader” is the most senior member of the Area team on duty.
5
REFERENCES
Where appropriate this plan should be used in conjunction with other continuity, contingency and recovery plans and may extend beyond the Community Services Division, Commissioning, Communities and Policy Department and Derbyshire County Council. These include:

· Derbyshire County Council Business Continuity Plan - Copy with all members of Senior Management Team (SMT)
· Derbyshire County Council Emergency Plan - Emergency Planning Section – Chief Emergency Planning Officer.
· ICT Disaster Recovery Plan – IT Services – Corporate IT Manager
6
distribution

Copies of this Plan are held in the following places: -

	2
	In paper form at home and securely on the F-drive with SLM and AinC. 


	3
	In electronic form - Emergency Planning Section.

	4
	In electronic form - Service Delivery Manager – xxxx

	5
	In electronic form –Health and Safety


7
 Plan Activation

When an incident occurs, the member(s) of staff on duty should make contact with the Area Recovery Team at the earliest opportunity and with any other key people needed to assist the recovery process.
The plan may also be activated by any of the team members based on information received from other sources. The team member should take all reasonable steps to establish the accuracy and validity of the information.

The Area Recovery Team member contacted will alert the other officers listed in Appendix A by whatever methods possible.
8
AREA RECOVERY TEAM 
 The Area Recovery Team will consist of the staff listed in Appendix A. 

The Area Recovery Team will be the centre of decision-making, communication, operational direction and financial control during the period of recovery.
The Area Recovery Team will assess, in the shortest possible time, whether the event will cause short, medium or long-term disruption to the Service's activities.  Early assessment will be made on the extent to which resources and equipment are salvageable.  Losses, including key facilities, personnel and IT systems will be identified. 

Where the major disaster also affects other areas of Derbyshire County Council liaison with the Corporate Business Continuity Team will be conducted through the Economy, Transport and Communities Departmental Co-coordinators who is the Director of Community Services.
9
Staff Contact List

Assistants in Charge and Senior Library Managers have contact details for all library staff.
The Area Recovery Team will decide who needs to be contacted and the timing of contact.

10
 RECOVERY PLANNING

The aim of this plan is to ensure that essential functions within the Service are operational with the minimum disruption. This plan identifies the most critical areas of work and prioritises actions.

APPENDIX A

AREA RECOVERY TEAM MEMBER CONTACTS
Data Protection Act

Personal contact details are provided for the implementation of this plan only and should not be divulged for any other reason
	Job Title
	Name
	Work Number
	Home/personal Number
	Mobile Number 



	Service Delivery Manager
	xxx
	xxx
	xxx
	xxx

	Service Development Manager
	xxx
	xxx
	xxx
	xxx

	Senior Library Manager 

	Angela Madin
	xxx
	xxx
	xxx

	Library Manager 
	xxx
	xxx
	xxx
	xxx

	 Health and Safety
	
	
	
	


APPENDIX B 
KEY INTERNAL CONTACTS

In the event if an emergency, the following may need to be contacted:-

	
	Title/Location
	Name
	Telephone No

	
	Head of Libraries 
	xxx
	xxx

	
	Library Service Delivery Manager
	xxx
	xxx

	
	Library Service Development Manager
	xxx
	xxx

	Property Division
	Local Business Units
	
	Daytime
· Chesterfield 01629 533230
· Denby 

01629 533550(South) and 01629 533560(North)
· Doveholes

01629 539929 

 (After hours)

01629 532600

	Mobile Service
	Senior Library Managers
	xxx
	Xxx
xxx

	Media
	 Communication Officer
	xxx
	xxxx


	Emergency Planning
	Emergency Planning Team
	
	xxx

	ICT
	Service Relationship Manager

Transformation Services Service Desk


	xxx

	xxx

	Local Studies
	Archives/Local Studies Manager
	xxx
	xxx


APPENDIX C
 KEY EXTERNAL CONTACTS

	Health and Safety Executive
	Incidents reported online. 0345 300 99 23  major injuries or fatalities only (Mon-Fri 8.30-5)

	Police 
	999 OR 101

	Water (Severn Trent) OR
Water (United Utilities)
	0800 783 4444 www.stwater.co.uk
0345 672 2888 www.unitedutilities.com

	Gas (National gas Emergency Service)
	0800 111 999

	Electricity (EDF Energy)
	Call 105 to be put through to your local electrical network operator

	Amber Valley Borough Council
	01773 570222 www.ambervalley.gov.uk

	Bolsover District Council
	01246 242424 www.bolsover.gov.uk

	Chesterfield Borough Council
	01246 345345 www.chesterfield.gov.uk

	Derbyshire Dales District Council
	01629 761100 www.derbyshiredales.gov.uk

	Erewash Borough Council
	0115 9072244 www.erewash.gov.uk

	High Peak Borough Council

 
	0345 1297777

01298 28400 www.highpeak.gov.uk

	North East Derbyshire District Council
	01246 231111
 www.ne-derbyshire.gov.uk

	South Derbyshire District Council
	01283 595795
 www.south-derbys.gov.uk


APPENDIX D 
 PRIORITY LIST OF RECOVERY OPERATIONS AND SERVICE RESTORATION

recovery options

The Area Recovery Team should consider the following options:
· Using the communications facilities of other services, other local government bodies and neighbouring authorities to alert the public to the incident
· Taking over property and facilities from other Derbyshire County Council services that pose a lower risk priority
· Sharing facilities with other divisions and services within the Commissioning, Communities and Policy department.
· Devolving some functions to other parts of Derbyshire County Council
· Suspending some activities totally until full recovery
ACTIONS IN THE FIRST 24 HOURS

The Area Recovery Team leader (see Appendix A) will be alerted about the major incident out of office hours by:
· Emergency Planning Officer
· Member(s) of the Area Recovery Team
· Other Derbyshire County Council staff
· Media reports
The Area Recovery Team leader will consider the need to do the following:
· Evacuate building in accordance with evacuation procedure including retrieving Emergency information from the Red Box
· Dependent on the cause of the incident establish links with the emergency services or the Health & Safety Executive
· Ensure access is prevented to the building
· Obtain a copy of this plan
· Advise Senior Management
· Advise Library HQ who will inform Call Derbyshire and other Derbyshire Libraries.

· Inform other members of the Area Recovery Team of the incident, advise them to standby or move to the site, agree a communication method 

· If appropriate and safe to do so, visit the site and make an assessment of damage and whether salvage operations need to be activated
· If appropriate obtain a status report on casualties and instigate a next of kin contact (contact details via SAP)
· Use Project Planner (See Appendix F) to plan strategy
· Open a log of events using the event log, recording all events, including action taken, by whom and start and finish times (See Appendix E)
· Delegate other members of the Area Recovery Team to inform all staff of the current situation and what they should do e.g. stay at home, selected staff to come to work, wait for phone call 
· Make a preliminary report to the Strategic Director - Commissioning, Communities and Policy, the Director of Community Services and the Emergency Planning Team
The Area Recovery Team leader will arrange an initial meeting of the team and other key contacts to: -

· Define the problem, the extent of disruption, its consequences and the possible implications in the short, medium and long term
· Agree the priority list for the restoration of individual services within Chesterfield Library in light of the threat faced. If no specific threat is faced follow the generic priority list (see Appendix D)

· Decide if the interests of the Service and/or Derbyshire County Council are best met by releasing member(s) from the Area Recovery Team to operate in the corporate recovery activity
· Select or make arrangements to obtain an on-site operation centre if possible.  If not make interim arrangements elsewhere. 

· Agree a method of informing customers, stakeholders and partners etc of what has happened and the likely disruption of services. Consider who else will be impacted e.g. meeting room users and make contact where appropriate. Key points for communications with customers are:- 
· Informing we are closed
· Informing why we are closed
· Informing when we might reopen
· Call Derbyshire’s telephone number
· Details of alternative service provision
· DCC website
· Contact all local library staff using staff contact list advising them of the situation and, if a meeting is required, notify them of an assembly point. If necessary, inform them that they should report to their nearest local library (as per individual snow and adverse circumstances policy) If additional staff are required check availability of staff at other libraries. Use Staff Records Sheet (See Appendix I) to record redeployment of staff where appropriate
· Consider need for an initial press release and use of the Press Office to disseminate the message, keeping them informed of the situation
· Arrange for local signs to be established informing service users of loss of service and where they can access the nearest library service point
· Consider need to make arrangements to keep the site secure
· Agree with each of the Area Recovery Team members their objectives until the next meeting
· Keep a Financial Record of Purchases (See Appendix H)

· Set up the time and place of the next meeting
Following this meeting the recovery team leader will then make a second more detailed report to the Strategic Director – Commissioning, Communities and Policy, the Director of Community Services and the Emergency Planning team on actions being taken, further intentions and assistance required.
ACTIONS AFTER THE FIRST 24 HOURS

· Investigate a possible location for a mobile library service and availability of vehicle
· Allocate team of staff for mobile service

· Look at alternative sites for conducting services such as: 
 
Local DCC establishments


District Council premises

Community facilities
Vacant shops within the vicinity
· Identify premises to locate staff in the longer term and establish agreements with the locations.  This would need to replicate an employee’s normal working facilities as far as possible.    

	Staff team
	Minimum Resources Required

	Area Recovery Team.
	Office space for 3-6 staff with access to computer and telephone.

	Front line staff
	Deployed to appropriate alternative site.


· Liaise with IT Services to re-establish Symphony Library Management System.

· Bring manual circulation system into operation if necessary 

· Ascertain damage to the library collection. Assessment to be made by the Area Recovery Team. Involve the Archives/Local Studies Manager (see Appendix B) if appropriate for specialist advice as documented in the Derbyshire Record Office Disaster Plan and the Disaster Control Plan for Local Studies
· Inform service users that access to service is still interrupted, where alternative service provision is available and how to obtain further and ongoing information
· Inform staff where to report for work
· In the event of need for extra staff consider options for cover
· Consider team to continue to work on recovery
· Continue to liaise with Emergency Services as necessary
· Any equipment / documents / software that is required may be logged on the Project Planner (See Appendix F)
APPENDIX E
 EVENT LOG 

	Date
	Time
	Event
	Action
	Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Record, in writing, as much as you can as the incident unfolds. 
APPENDIX F
 PROJECT PLANNER

	PROJECT



	LEAD OFFICER



	START DATE



	FINISH DATE 

	
	ACTIVITY
	START/FINISH DATES
	RESOURCES

NEEDED
	PROGRESS



	1


	
	
	
	

	2


	
	
	
	

	3


	
	
	
	

	4


	
	
	
	

	5


	
	
	
	

	6


	
	
	
	


APPENDIX G DETAILED FLOOR PLAN
https://staff.derbyshire.gov.uk/people-and-places/property/property-asset-management/property-asset-management.aspx
See http://dnet/resources/property_information/property_book
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APPENDIX H 
FINANCIAL RECORD OF PURCHASES 
	Date
	Item
	Cost
	Purchased From
	Purchase Authorised by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX I 
STAFF RECORDS
x
	Name
	Job Title
	Work Phone Number
	Personal Email address
	Short Term Work Place
	Home/mobile  Phone Number
	Key holder (has keys NOT necessarily the same as being on the ASI call out list)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


APPENDIX J 

INVENTORY
Derbyshire County Council

Inventory

XXXX

APPENDIX K - LIST OF PCs AND PRINTERS/MFDs including locations and item numbers
XXXXX
APPENDIX L – DEPARTMENTAL CLOSURE OF A SERVICE – actions to be considered (some departmental and some at a local level, discuss with SLM)
	
	Date completed and by whom

	DEPARTMENTAL LEVEL
	

	Posters and publicity to all libraries/sites
	

	Inform communications team
	

	Inform ICT
	

	Inform Admin Team
	

	Inform ASI
	

	Inform stock team (Askews)
	

	Inform corporate landlord, if appropriate
	

	Website and social media updated 
	

	Automatic renewal of all items on loan
	

	Request service suspended
	

	Consider turning WiFi off at each library
	

	Suspend waste and hygiene collections
	

	Suspend security collections
	

	Suspend van delivery service
	

	 One departmental Out of office message prepared and  sent to each library (to be put on at each library by AinC see further down) 
	

	CLUSTER AND LOCAL LEVEL
	

	Confirm all staffs personal email address and mobile numbers are correct
	

	AinCs to ensure they have access to a laptop and that all drives are accessible on it including the LMS
	

	Tasks identified for AinCs to do whilst working at home
	

	All staff are made aware of their responsibilities if sent home i.e stay in contact and to remain available for work
	

	E learning identified for staff to complete whilst at home
	

	Cancel relief in place – if unsure of period of closure cancel two weeks at a time
	

	Contact any users who have Netloan bookings to cancel
	

	Cancel meeting room bookings – if appropriate
	

	Inform any groups meeting in library – if appropriate
	

	Inform anyone who has booked display space – if appropriate
	

	Out of office message (provided centrally) put onto each library email in box by AinC
	

	Inform Vertas re caretaking and cleaning provision at each library
	

	Empty fridges
	

	All electrical appliances switched off (excluding fridges) including PCs and Netloans
	

	Home Library Service customers contacted – HLAs to remain in contact during period without service

	

	Who will carry out H&S compliance checks during closure –this will be
 different at each library
	

	Defibrillator checks – let public health know - if appropriate
	


2
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