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1. Purpose
This plan details FloorSkills’ procedures for responding to and recovering from incidents that disrupt normal operations. It works alongside the Business Continuity Management Policy to protect learner welfare, maintain training delivery, and ensure compliance with DfE Apprenticeship Funding Rules 2025/26, UK GDPR, and Ofsted EIF requirements.
2. Activation
The plan is activated by the Managing Director or Office Manager when a serious incident occurs that could disrupt training, assessment, or business operations. Staff will be briefed on actions to take and provided with access to the Emergency File which contains key contact information.
3. Emergency File Contents
The Emergency File contains:
• Contact details for staff, emergency services, landlords, utility providers, and contractors
• Rendezvous point information for building evacuation
• Floor plan of the building and fire exits
• Learner contact details and emergency contacts
• Keyholder information and security alarm codes (held securely)
4. Key Priorities
When activated, the key priorities are:
• Protecting the safety and wellbeing of learners, staff, and visitors
• Maintaining safeguarding measures and accommodation arrangements where relevant
• Continuing training delivery, either on-site, at an alternative venue, or remotely via Teams/Zoom
• Ensuring ILR data, OTJT records, and learner portfolios are backed up and recoverable
• Communicating with learners, employers, and stakeholders throughout the incident


5. Recovery Timescales
• Staff unavailability – temporary cover arranged within 7 days
• Resource loss – replacement or alternative within 7–10 days
• IT/telephony failure – immediate recovery from secure cloud backup
• Premises denial – arrange remote delivery or alternative venue within 48 hours
• Supplier failure – switch to contingency suppliers within 7 days
6. Communication Plan
• Immediate notification to all staff and learners using agreed communication channels
• Employers contacted by phone/email with status updates
• Updates posted on the learner portal or sent via group messaging for rapid information sharing
7. Post-Incident Review
Following resolution, a review is held with management to evaluate the effectiveness of the response, document lessons learned, and update the Business Continuity Plan if required.
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