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1. Purpose & Scope
This plan sets out how Positive Progress Tuition will continue to provide teaching and learning services in the event of an unexpected disruption. It covers risks such as illness, building closure, IT failure, and other emergencies that could affect staff, students, or facilities.
2. Objectives
· Ensure the safety of students, staff, and visitors.
· Minimize disruption to tuition services.
· Protect business reputation and client confidence.
· Provide clear communication during and after an incident.
· Resume normal operations as quickly as possible.
3. Key Risks
· Premises-related risks: fire, flood, power outage, structural damage.
· Health-related risks: staff illness, epidemics/pandemics, safeguarding issues.
· Technology risks: internet failure, online platform outage, data loss.
· Operational risks: tutor unavailability, sudden demand changes, transport issues.
4. Critical Functions
· Delivering tuition (face-to-face and online).
· Safeguarding students.
· Communication with parents, students, and staff.
· Maintaining access to lesson resources, student records, and scheduling systems.
· Managing payments and financial records.

5. Business Continuity Strategies
Teaching delivery if premises unavailable:
· Move lessons online via Zoom/Google Meet/Teams.
· Move lessons to the other Positive Progress branch.

Teaching delivery if tutor unavailable:
· Ask if any other Positive Progress tutor is available for cover
· Reschedule sessions with parent agreement if cover cannot be arranged.

Technology & Data:
· All student data stored securely in a cloud system with backup.
· Use of multiple online platforms to prevent reliance on one provider.
· Backup internet option (e.g., mobile hotspot).

Finance:
· Payments processed via secure online banking/direct debit.
· Financial records backed up weekly and accessible remotely.

Health & Safety:
· Follow safeguarding and emergency evacuation procedures.
· During illness outbreaks (e.g., flu/COVID-19), switch to remote teaching where possible.
6. Communication Plan
· Parents/students notified of disruptions via email, text, and/or WhatsApp within 2 hours of incident.
· Website and social media updated if closure exceeds 24 hours.
· Staff informed via group chat and follow-up phone calls if needed.
7. Recovery & Resumption
Aim to resume services within:
· 24 hours for online tuition
· 48–72 hours for face-to-face sessions (if alternative venue required).
· Review disruption, log lessons learned, and update BCP accordingly.
8. Testing & Training
· This plan is reviewed annually and shared with staff through Bright HR
· Ensure all tutors know communication protocols and safeguarding procedures.
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