WENTWORTH PARISH COUNCIL

BUSINESS CONTINUITY PLAN
Adopted by the Parish Council 18th May 2026

To Be Reviewed May 2027

Scope 

The Civil Contingencies Act 2004 places a duty on a local authority that it is prepared, as far as reasonably practical, to continue to provide functions/services in the event of a disruption by whatever cause. Whilst this is not a statutory duty for a Parish Council, it is Wentworth Parish Council’s intention to recognise the importance of producing and maintaining a Business Continuity Plan for implementation in the event of disruptions to the day to day running of the Parish Council. 

Wentworth Parish is one of the largest rural parishes in Rotherham. It covers the communities of Wentworth, Harley, Nether Haugh and Barley Hole. Therefore, this plan identifies the instances of disruption, the immediate responses, the procedures to follow to maintain continuity of service and the follow-up procedures and necessary changes to service delivery, where such services are disrupted by factors within Wentworth Parish Council’s area of responsibility.

Core Business of Wentworth Parish Council

The Council provides local services to its electorate which include the following:

· The Clerk/RFO employed to carry out appropriate functions for the Councils management of the finances of the Council, using the Parish precept for the benefit of the Parish and issuing of discretionary grants

· Provision of a website, notice boards, newsletter information, and the use of other social media to communicate important and relevant matters

· Maintenance of street furniture/benches (locations listed in the Asset Register)

· Maintenance of children’s playground equipment at Harley. 

· Waste and dog bins (locations listed in the Asset Register) 

· 2 Defibrillators (locations listed in the Asset Register)

· Maintenance of two playing fields, trees and shrubs which is leased land from the Fitzwilliam Wentworth Estates, located at both Harley & Wentworth, it also includes the two pavilions.  

· Grants, including those from the Community Fund Account, in support of community activities 

· Consultation on local planning applications to represent the interests of the Parish 

· Acting as a statutory consultee on planning applications

· Managing the finances of the Council and using the precept for the benefit of the community

· Liaison with Rotherham Metropolitan Brough Council (RMBC) or any other relevant third-party bodies on the provision of services to the parish and on issues that affect the parish.

Disruption

Potential causes of disruption include:

Force majeure events (“acts of God”), disaster and disruption including:

· Severe adverse weather (for example: storms, winds, snow)

· Flooding

· Acts of war, terrorism

· Fire

· Illness

· National pandemics.

· Vandalism, damage to, or theft of Council property

· Illegal and/or unauthorised encampments or incursions

Failures, including of:

· Equipment due to failure or breakage

· Utilities and infrastructure provision; and

· Public services

Losses, including of:

· Council staff and Parish Councillors through death, illness, injury, resignation, or dismissal, which, in the case of parish councillors, may leave the Council inquorate

· Equipment through theft, breakage, or major damage

· Council records through theft, fire, or corruption of files
Wentworth Parish Council’s Details

Postal Address: 

Wentworth Parish Council 

The Mechanics Institute

Friers Croft

Wentworth 

Rotherham

S62 7TL
Wentworth Parish Council Contact Details: 
Clerk/ Responsible Financial Officer (RFO)

Rebecca MainDonald
Mobile:  07942 349426 

Email: wentworthclerkpc@gmail.com

Web: wentworthparishcouncil.org.uk
Chair of the Parish Council. 
Brendan J McNamara CMIOSH MIIRSM 

Mobile: 07765 260642
Email: cllrmcnamarawpc@gmail.com

Vice Chair: Stephen Peace

Email: cllrpeacewpc@gmail.com
Mobile: 07980 886753
Wentworth Parish Council’s Business Continuity Management is:

A planning process for all businesses and local authorities, small or large, to help reduce the impacts caused by disruptions and emergencies that can threaten its survival.

This document is the Council’s record of information and actions the Council would take to help prepare for emergencies or serious business disruptions to enable the council to recover as quickly as possible afterwards. A copy is kept by the Chair (and handed over when the Chair resigns to the new Chair) and the Clerk.

	This Business Continuity Plan is the property of:
	Wentworth Parish Council 

	Adopted by X ……….. Council on X date
	

	Next review date: to be X
	


Planning Actions
	Event or disruption to the Council:

	Event
	Minimise Impact
	Immediate Action
	Continuity

	Loss of Clerk/FRO due to death, sudden/ long term illness, incapacity, or resignation 
	Ensure logins and passwords are available to the Chairperson.

Keys to the secure filing cabinet in the Parish Councils venue are available to the Chairperson.
	Chairperson and Vice-Chairperson to be informed. The Chairperson is to Inform Parish Councillors, and allocate essential tasks appropriately for business to continue.
	Recruit temporary replacement.

Seek and employ permanent Clerk.

	Loss of Councillors due to multiple resignations (causing Council to be inquorate).
	Co-option of Councillors who may be in reserve.
	Clerk to inform remaining Councillors.

Clerk to inform Returning venue
	Returning venue to advise on temporary working strategy for Council business to be maintained followed by the instigation of a by election or co-option procedure.

	Loss of Council documents due to fire, flood, or other causes.

Council documents are at the Clerk/RFO’s home venue.
	Scan important documents and store on computer. Hold copies in a secure fireproof filing cabinet in the Parish Councils venue.
Regular back-up of computer files with copies being held in a secure filing fireproof cabinet in the Parish Councils venue and in the OneDrive ‘iCloud.’
	Clerk to inform Council and insurance company if necessary.
	Council to discuss at next appropriate meeting.

	Loss of Council

electronic data due to fire, fault, breakdown, or hacking.
	Regular back-up of computer files with copies being held in a secure fireproof filing cabinet in the Parish Councils venue and in the OneDrive ‘iCloud.’
Volatile data is kept off site.

Computer virus protection kept up to date.
	Clerk to inform Council and insurance company if necessary.
	Keep up to date with IT developments and cyber security.

	Loss of Council equipment due to theft, fault, or breakdown at Clerk/RFO home venue.
	Regular back-up of computer files with copies being held in a secure fireproof filing cabinet in the Parish Councils venue and in the OneDrive ‘iCloud.’ Maintain adequate insurance cover.
	Report theft to police and insurance company.

Council to decide on immediate replacement.
	Replace in accordance with financial regulations and budget

	Loss of Council equipment due to theft, fault, or breakdown at Parish councils’ venue 
	Maintain internal security system at Parish councils’ venue.

Maintain adequate insurance cover.

Carry out fire risk assessment.
	Report theft to police and insurance company.

Council to decide on immediate replacement.
	Replace in accordance with financial regulations and budget

	Committee or Trust for managing land/property owned by WPC decides to dissolve. 
	For each Committee or Trust store information in a secure filing cabinet in the Parish Councils venue 
•
Committee or Trust Constitution

•
Land Registry Documents

•
Lease

The Council representative(s) on the Committee or Trust should ensure all details of insurance, accounts, minutes etc. are retained and backed up.
	The Council representative(s) to inform Council.

The Clerk to inform the appropriate insurance company if necessary.

The Clerk to inform the bank if appropriate.

The Clerk to ensure the land/property is secure from squatters or travellers.
	Council to discuss at next

appropriate meeting.

	Village Hall Committee dissolves
	Store in a secure filing cabinet in the Parish Councils venue.

· Constitution 

· Land Registry Documents

The Council representative(s) on the Committee should ensure all details of insurance, accounts, minutes etc. are retained and backed up.
	The Council representative(s) to inform Council.

The Clerk to inform the appropriate insurance company if necessary.

The Clerk to inform the bank if appropriate.

The Clerk to ensure the land/property is secure from squatters or travellers.
	Council to discuss at next

appropriate meeting.


Emergency Contacts 
Listed here are the details of Key Persons that the Council may need to contact to make it aware of an emergency or serious business disruption.
	Name
	Work
	Home
	Mobile
	Personal Email

	Chair
	N/A
	07765 260641
	07765 260641
	cllrmcnamarawpc@gmail.com

	Vice Chair
	N/A
	01226 740588
	07980 886753
	cllrpeacewpc@gmail.com

	Clerk
	N/A
	N/A
	07942 349426
	wentworthclerkpc@gmail.com

	RFO
	N/A
	N/A
	07942 349426
	wentworthclerkpc@gmail.com

	Other staff
	-
	-
	-
	-


Business Contacts 
Listed here are the Council’s key customers and suppliers; they will be contacted in the event of an emergency or serious business disruption.
	Contract details
	Company
	Contact
	Telephone No.

	Electricity supplier
	
	
	

	Gas supplier
	
	
	

	Water supplier 
	
	
	

	Telephone supplier
	N/A
	N/A
	N/A

	Website Host/Provider
	Eskia Computers 
	Duncan Mitchell
	01226 812000

	Land owner 
	Fitzwilliam Wentworth Estates
	Tom Wellbank     Estate Manger 
	01226 742041


Alternative Contacts/Suppliers 
Listed here are other businesses the Council could use in event of its normal supplier being unavailable.
	Company
	Contact Name
	Telephone No.

	
	
	

	
	
	


Insurance & Bank Details 
	Company
	Contact Name
	Telephone No.
	Policy Ref/Bank Account Details

	
	
	
	

	
	
	
	


Other Useful Telephone numbers 
	Organisation
	Contact Name
	Telephone No.

	Neighbouring Council Clerks details’
	
	

	YLCA
	
	

	SLCC
	
	

	Rotherham Metropolitan Brough Council (RMBC) 
	
	


Recovery Actions
Recovery of Essential Business Records
	Business Records
	How will you recover the records? Identify any alternative measures in place

	Computer records / data and location
	Back-up records held and stored at an alternative location.  Back-up records are held on the ‘cloud’ and can be accessed remotely

	Diary
	Google Calendar can be accessed remotely

	Financial Records
	A copy of the backed-up finance records is saved on the Council’s ‘cloud’ storage system The Council’s laptop has its financial platform or package downloaded and the finance reports can be provided to the Finance Committee

	Critical paper records /information and location
	Deeds and such are stored e.g., in a fireproof safe; community centre venue; other building with a secure area

	Passwords
	A record of all passwords to equipment and the building are kept in the fireproof safe. The key to the safe is held personally by the clerk and chair.

	Keys (Pavilions) 
	The chair has keys to the venue and other council buildings. A set of keys is held by the chair for both pavilions. 


A Copy of essential information, including this Business Continuity Plan, is held by the Chair, vice chair, and Clerk of the Council at their home address. No other Councillor or member of staff has access to this information.

Recovery – Key Equipment Needed
Listed here are the essential equipment the council may need to replace if lost, or if the council had to move to an alternative site
	Essential Equipment

	Critical IT records and Data – including personnel records

	Specialist equipment

	Computer software

	Pension and HMRC data

	

	


Recovery Actions
	Recovery Actions

	Advise all Councillors

	Activation of Business Continuity Plan

	Inform and allocate actions to Staff

	Inform key suppliers and customers and provide a recovery timescale

	Activate alternative suppliers, premise, equipment

	Review diary and customer commitments

	Advise insurance provider

	List of key dates; Insurance Policy renewal date; precept demand to Principal Authority by X date; budget to be approved by X; staff to be paid monthly on X date. (This can include key event dates)


Recovery Log
Below is a record of all the events, actions, and decisions the Chair and Clerk of the Parish Council has taken.

	Date/Time
	Action
	Action By
	Complete

	
	
	
	

	
	
	
	

	
	
	
	


Additional Notes 
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