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JLMS Management Ltd (College. But Different) 
 
Business Continuity Plan:  
Version 3 – June 2022 
Review date – June 2023 
 
 

1. INTRODUCTION 
JLMS Management trading as College. but Different is committed to develop plans to manage 
business and apprenticeship continuity in the event of a range of disruptions to services (significant 
event or emergency). 
This plan should be read in conjunction with College. but Different other evacuation plans and 
emergency procedures that deal with the immediate response to an emergency situation. 
This plan deals with no-notice disruptions most likely to occur, for example: 

 
1. Loss of premises (through fire, flood) 
2. Loss of utilities (electricity, gas, water) 
3. Failure of IT and telephone systems 
4. Back up of business-critical systems 
5. Staff shortage issues such as pandemic ‘flu or inclement weather. 

The impact of any serious disruption may manifest itself in terms of delivery of education, 
safety/welfare, financial consequences; reputation damage; environmental consequences. 

This plan will be reviewed twice throughout the academic year to account for local, regional and 
national incidents that may have an adverse impact to the business and learner delivery plans. 

2. AIM OF PLAN 

The aim of this plan is to provide guidance and support to enable JLMS Management (College. But 
Different) to tackle the impact of severe disruptions due to a variety of one-off, but credible, causes. 

The plan is designed to achieve the following strategic objectives: 

a) To resume provision of education services at the earliest opportunity and, where possible, 
secure continuation of learning 
b) To safeguard the safety and welfare of learners, staff and visitors 
c) Reduce residual risks and maintain restrictions where necessary in line with government 
requirements 
d) To maintain the reputation and identity of College. But Different 
e) To return College. But Different delivery provision to normality. 

 
 

3. NOTIFICATION 
During working hours, a disruption is likely to become apparent to all staff and learners very quickly: 
alarm activation, word-of-mouth. 
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COVID 19: As the majority of staff are working within employer premises, schools as tutors and 
trainers or are still working from home (WFH), they will become aware of any disruption that affects 

them personally via a variety of means, including direct contact by senior managers, staff and their 
employers. 
Outside working hours, College. But Different Managing Director maybe notified of a disruption to 
services by various means including by a member of staff, stakeholder or third party. 

 
 

4. PLAN IMPLEMENTATION 

The responsibility for implementing this plan lies with the Managing Director or, if not 
available, other designated senior members of staff. 

 
 

5. INITIAL ACTIONS 

Upon activation of this plan, the Managing Director, or in his absence the Operations Manager, will 
notify and convene the Senior Management Team to put into practice the actions as set out in 
this plan. 

The primary objective of the SMT, upon activation of this plan, is to manage any developing situation 
and minimise disruption, harm, and danger to: 

• Learners 
• Staff 
• Visitors to the site 
• Building, contents, and other assets 
• The Provider’s ability to provide education 

 

An emergency file will be stored within the office 

The file contains the following items: 

• A copy of this plan 
• A copy of the evacuation and contingency plan 
• Site plans, including details of utilities access and suppliers 
• Stakeholder, utilities and ESFA contact details 
• Back up system information 
• Any other critical items 

 
Up-to-date contact information form staff and next of kin will be available through the 
Charlie HR platform and information relating to learners and employers will be available 
through Aptem via any internet enabled computer 

In the event of an evacuation of the premises, the emergency file should be taken out of the building 
by the nearest person, only if safe to do so. The emergency file will be checked quarterly as part of 
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the governance meeting for accuracy of information by the Managing Director. 
 
 

6. ASSESSMENT 

As soon as practicable, the SMT will meet to consider what resources are available to continue 
normal business as far as possible. Potential resources are: 

• Staff, vehicles, equipment still at the scene 
• Staff, vehicles, equipment located elsewhere 
• Current IT and telephony capability If the disruption has resulted in the loss of the 

Provider site, the SMT meeting should be held via Microsoft Teams 
• Accessibility of learners to site and resources 
• Allocation of practical delivery and relocation options and well as virtual access 

 
7. CONTINUITY ACTIONS 

1. CONTINUITY OF APPRENTICESHIP TRAINING AND LEARNING 

All staff are required to read and understand the contents of this plan and to ensure that they 
remain aware of its contents in order to act and respond accordingly. 

a. Continuity of learning key considerations 
Course delivery and plans for support will be aligned with the sector and level of 
apprenticeship being studied. The ability to change onsite delivery to virtual, maximisation 
of VLE (APTEM) to maintain learning. 

 
b. Tools to support the continuity of learning 

We will continue to use a blended approach to apprenticeship training, providing a level of 
flexibility and a number of options to ensure the relevant training continues to be delivered. 
The methods of training include: 
(1) face to face delivery in the workplace, virtual, directed and supervised learning activities, 
webinars, online-coaching, telephone coaching, set reading and feedback, work-based 
learning assignments and work- based assessments. 
(2) Instructional Packs. In advance of a prolonged closure absence, Tutors can prepare hard 
copy instructional packs that apprentices may use at home to continue their learning. 
Hard copy pack may include worksheets; calendars or schedules of work to be 
completed; projects, or written assignments; excerpts from textbooks or other reading 
materials; and sample assessments. 
(3) Tutor led tutorials and reviews: A variety of technologies (telephone, email, web 
conferencing, VLE) can be used to facilitate one-on-one, or teacher-and-class interaction or 
lesson delivery between apprentices and tutors 
(4) Telephone and Video Calling. Tutors can hold group and individual discussions, or teach 
lessons, with apprentices in a secure and private setting. 
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(5) Email. Use existing email service provider to send, receive, and track messages. In the 
event this service provider is not operating, response teams can use other online systems 
that all quick distribution of multimedia content to a mass audience. There are a variety 
of free email services providers on the Web, including Google, Yahoo, and Hotmail, most 
of which support document sharing, scheduling and web chats all aligned to cyber security 
and data protection processes within College. But Different 
(6). Web Conferencing. A variety of free web conferencing services are available on the 
internet. College. But Different uses Microsoft Teams and Zoom Classrooms to deliver 
training. 
(7) . Social Media and website. Many apprentices, parents, and staff use social media on a 
daily basis. Where appropriate, we will use this to send announcements about training, staff 
absences, and other information related to continuity of learning. Our website will be used 
to make general announcements. 
(8). Our Learner Management System and electronic portfolio systems (Aptem) will continue 
to be the main means of communication and continuity of learning tool. Aptem provides 
third-party security of all learner files and coursework. 

 
• LOSS OF PREMISES 

 
Premises may be lost for a variety of reasons, either with notice or with no notice. The 
following may be causes of loss of premises. This list is not exhaustive: 
• Fire 
• Flood 
• Earthquake 
• Gas Leak 
• Terrorist Activity 

 
In the event that premises are lost or require evacuation during working hours, and when 
members of the team are working from the office, the following will take place and the 
most senior member of the management team present will be responsible for 
coordination: 

• Safe evacuation of all staff and visitors to the meeting point 
• Contact with emergency services as required 
• Notification of the SMT 
• Notification of the field-based team 
• Notification of the IT support team and diverts put into place for office telephones 
• Notification of the ESFA via the Relationship Manager 
• Arrange for any staff or visitors on the premises to be transferred to a place of safety 

if required 
• Revert staff to immediate home working 
• Liaising with neighbours 
• Securing alternative premises 
• Co-ordinate with insurance companies 
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In the event that premises are lost or made uninhabitable outside of working hours 
the following will take place and the most senior member of the management team 
in the business will be responsible for coordination: 

a. Contact with emergency services as required 
b. Notification of the SMT 
c. Notification of office-based staff 
d. Notification of the field-based team 
e. Notification of IT support team, back up IT systems and diverts put into place for 
office telephones 
f. Notification of the ESFA via the Relationship Manager and dedicated contact numbers 
g. Inform all staff that the premises are unavailable 
h. Liaising with landlord and neighbours 
i. Securing alternative premises 
j. Co-ordinate with insurance companies 

 
 

• LOSS OF UTILITIES (Electricity, gas or water) 
 

Utilities may be lost due to planned or unplanned outages. 
 

Electricity/Gas – Planned 
 

Any planned electricity or Gas outage will be reviewed prior to the outage to determine 
if the impact to the business will be in excess of 2 hours. If there is a planned electricity 
outage that is due to last less than 2 hours: 

 
a. Staff that need to be present in the building will be able to attend as normal 
b. Field based staff will be advised that the office is not fully operational and 
when operations are expected to return to normal 

 
If there is a planned electricity outage that is due to last more than 2 hours: 

 
a. Staff will be advised that the premises are unavailable for working 
b. Field based staff will be advised to use mobiles where possible and when normal 
operations are expected to return to normal 

 
Should there be a Gas leak, smell identified all individuals on site will be evacuated, building 
secured and Gas company, fire brigade called. Notification of close by homes, businesses will be 
notified and the area secured for further investigation. All individuals will be required to 
work from home. 

 
Water – Planned 

 
Any planned water outage will be reviewed prior to the outage to determine if the impact 
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to the business will be in excess of 2 hours. 
 

If there is a planned water outage that is due to last less than 2 hours, staff that need to 
be present in the building will be advised that it is available as normal. 

 
If there is a planned water outage that is due to last more than 2 hours, staff will be 
advised to work from home due to lack of toilet facilities and running water. 

 

All Services – Unplanned 
 

In the event of an unplanned utilities outage: 
 

a. The utility company will be contacted 
b. The estimated duration of the outage will be reviewed 
c. Any staff member working from the premises will follow the advice set out in 
planned outages regarding working from home or remaining on premises 
d. Field based staff will be advised and told when operations are expected to return 
to normal 

 
 

• FAILURE OF INTERNET AND TELEPHONE 
 

In the event of an outage 

impacting phone lines / internet: 

a. The supplier will be contacted to determine the expected duration of the outage. 
b. IT will be contacted to have office telephones diverted to mobiles 
c. For outages of less than 2 hours staff that need to remain at the premises will be able to 
do so 
d. For outages of more than 2 hours staff will be reverted to immediate home working 
e. All cloud-based records will be inaccessible during an Internet outage, so manual records 
will be updated when services resume 

 
 

• STAFF SHORTAGES DUE TO INCLEMENT WEATHER OR PANDEMIC SUCH AS ‘FLU OR COVID- 19 
 

In the event that staff are unable to access the premises due inclement weather: 
a. Staff will be advised not to attend the office 
b. Field based staff will be advised and told that the office is unmanned 

 
In the event that head office staff are unable to work due to a pandemic such as ‘flu 
or Covid-19: 
a. Normal sickness reporting procedures will apply 
b. IT will be advised to divert the office phones to staff members who are well enough to 
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work, this may be members of the field-based team 
c. Field based staff will be advised that the office is unmanned 
d. Staff will be advised to follow government legislation and adher to correct PPE/Testing 
requirements. 

 
College. But Different does not expect field-based staff to travel if it is not safe to do so 
due to inclement weather, in these situations: 

a. Field based staff will be contacted by their line manager to advise them to work 
from home 
b. Field based staff who are able to travel will be expected to report their journeys to 
their line manager 
c. Field based staff will advise any employers or learners they are due to visit that they will 
not be present 
d. Visits will take place remotely where applicable 

 
In the event that field based staff are unable to work due to sickness, normal sickness 
reporting procedures will apply and a member of the office-based team, or the 
individual’s line manager will co-ordinate with the employer to advise that a visit will not 
go ahead. 

 
In the rare circumstance where a visit has to take place due to the nature of it, the line 
manager will be responsible for sourcing cover for that visit. 

 
In the event of UK wide lockdowns or local restrictions that render travel, and face to 
face visits in contravention of government guidance, a full remote working procedure 
will take effect. 

 
8. CONTACT DETAILS: 

 
Individual Requiring Contact Contact Details 
Emergency Services 999/101 
James Welsh (Managing Director) 07432711913 
Health and Safety Officer 07432711913 
Designated Safeguarding Lead 07432711913 
ESFA 0370 2670001/03700002288 
Banking 03457606060 
Insurance (Hiscox) 08001164627 
Helen Smith (Apprenticeship Operations 
Manager) 

07498 959291 

Nicola Haswell (Curriculum and Mentor 
Coach) 

07366 395126 

Louise Walker (Curriculum Lead) 07817 220632 
Geoff Dunn (curriculum Lead) 07929637757 
John Price (Functional Skills Lead and 
Assessor) 

07516 555240 

Steph Saunders (MIS Lead) 07870 336336 
Hannah Lloyd (Quality Lead) 07789861660 
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Kate Higgs (Finance Manager) 07887836407 
 

LOSS OF UTILITIES/INTERNET/TELEPHONE: 
 

Service Service Provider Contact Details 
Electricity British Gas 03332029802 
Gas British Gas 03332029802 
Water Southern Water 03303030368 
Telephone/Internet Cactus Communication 03303030368 
Flood Line Information services 08459881188 
NHS Direct Health Related 111 

 
9. RECOVERY 
Long-term recovery may be affected by decisions made during the assessment phase, so 
recovery issues should be taken into account by the SMT from the outset. College. But 

Different offices are rented from Chilton Estate and in the immediate term, if the offices 
are not habitable, alternative accommodation within the complex will be provided if 
available. If this is not possible, the provider will seek rented accommodation in the area 
immediately. All company files and data is stored on MS SharePoint and is therefore 
recoverable. 

 
The Learner Management System (Aptem) stores all learner information on-line, including 
electronic signatures of employers and learners. Hard copy learner files dating back seven 
years are stored in a specialist storage facility off-site from the provider’s premises. 
Dependent on the nature of the incident, recovery may take time to months or even 
years to achieve (for instance if injuries or deaths occur) and will include ways of 
keeping the College. But Different community together during any period of dispersion 
or commemorating the event on anniversaries. 

 
 
This policy will be reviewed as aminimum annually on the date given at the start of this document 
 
Signed:  
 
Date:  
  
Name: James Welsh  
Position: Managing Director, JLMS Management Ltd (College.But Different) 

09/06/2022



 

 

 

 

10. RISK REGISTER 
 

Owned By 
Responsibilities 

SMT Produced On 01/09/2020 Last Review 01/09/2021 Next Review 01/03/2022 
 Category  Risk Assessment 

Abbr Role No Description Score Description 
SMT Senior Management Team 1 Governance 1 Low 
MD Managing Director 2 Finance 2 Low-Med 
FM Finance Manager 3 Quality and Compliance 3 Medium 
OM Operations Manager 4 Operations 4 Med-High 
QL Quality Lead 5 Environmental 5 High 

 
ID Title Description Status Owner Category Likelihood 

Score 
Impact 
Score 

Current 
Mitigation 
Actions 

Further Mitigation 
Action 

1 ESFA 
contracts 

Contractual 
requirement
s are not 
met 

Ongoing MD 2 2 5 Discuss 
contract 
performance 
at Monthly 
SMT 
meetings and 
agree actions. 

Agree plan of action 
with ESFA 
Relationship 
Manager and fulfil 

2 Audit & 
Compliance 

 
 
 
 
 
 
 
 
 
 

Failure to 
meet ESFA 
audit and 
compliance 
guidance 

Ongoing OM 3 2 5 Internal 
audit and 
compliance 
checks 
carried out 
each month 
and findings 
reported to 
SMT. 

OM to oversee claim 
submissions. Run ILR 
data error reports and 
clear down errors 



 

 

 

 

3 Awarding 
Organisations 

AO 
requiremen
ts are not 
met to 
maintain 
DCS and 
avoid any 
imposed 
sanctions 

Ongoing QL 3 2 4 Carry out 
OTLA process 
and IQA 
procedures 
as part of 
overall QA 
processes for 
all 
qualifications 
delivered. 

Work with AO to 
mitigate any 
sanctions. 



 

 

 

 
4 Aptem Aptem fails 

or reports 
inaccurately 

Ongoing OM 3 3 5 Regularly 
review 
Tracker 
accuracy and 
appropriatenes
s through 
feedback. 
Maintain 
paper- based 
copies of 
all learner files 

Revert to paper-
based files and manual 
tracking. 

5 Premises Premises 
Addres
s 
(Rented
) 

Ongoing MD 5 1 3 Ensure any 
maintenance 
of property is 
completed as 
required. All 
bills are paid 
timely to 
ensure 
continuation 
of services. 
Flood and 
Fire risks are 
identified 
and actions 
taken 

Follow Business 
Continuity Plan for use 
of alternative 
premises. 



 

 

 

6 Staff Loss of key 
and 
specialist 
staff 

Ongoing MD 4 3 4 Resourcing is 
discussed at 
each SMT in 
line with 
forecasts. 
Recruitment 
of suitably 
experienced 
and qualified 
staff as per 
contract 
requirements
. DBS checks 
and 
references 
collected. Staff 

Use recruitment 
agencies if required to 
recruit temp or perm 
replacements. 
Management team 
members to cover 
where necessary 
Suspend face- toface 
delivery where 
necessary and utilise 
staff to deliver 
remotely to cover 



 

 

 

 
        supported 

through 
Quality Forum 
Meeting to 
create 
Intervention 
Planning as 
well as 
monthly 
performance 
reviews and 
CPD Policy. 

 

7 ICT ICT Failure Ongoing MD 4 2 2 Office 365 
licences and 
Antivirus with 
ongoing 
support. 
Dedicated IT 
support 

Laptops replaced as 
required with spares 
held at Head Office 
for emergency use 

8 Business 
Finance 

Risks to the 
financial 
viability of 
the 
business 
and ability 
to operate 

Ongoing MD / FM 2 2 5 Monthly 
financial 
reports 
produced for 
SMT 
meetings 
including P&L 
and Cashflow 
forecasts fed 

Overdraft facility 
available. Monthly 
management accounts 
fed into ESFA for 
regular contract review 
meetings. 



 

 

 

9 Funding Ineffective 
manageme
nt of 
contracts 
fails to 
maximise 
funding 
drawdown 
within 
contract 
limits 
and 
tolerances 

Ongoing OM 2 2 5 Monthly 
contract 
performance 
reports for 
SMT 
meetings 
including 
funding 
actuals to 
date and 
forecasts 

Keep ESFA Relationship 
Manager up-to-date 
with contract 
performance and utilise 
business growth 
windows where 
possible 



 

 

 

 
10 Loss of 

Reputation 
The 
reputation 
of College 
but 
Different is 
compromise
d 

Ongoing MD/QL 1 1 4 Maintain 
quality, 
stakeholde
r 
relationship
s and 
engageme
nt and 
good 
marketing 

Increase marketing, 
improve website, 
improve sales strategy 

11 GDPR Non- 
complianc
e with 
GDPR 
resulting in 
a data 
breach 

Ongoing MD 3 1 5 Data 
protection 
policies and 
processes in 
place. Full 
training 
provided to 
all staff. DPO 
outsourced 

DPO is utilised. Refer 
to Data Protection 
Policies. 



 

 

 

12 Safeguardin
g 

Safeguardin
g issues 
arise 

Ongoing MD/ DSO 1 3 4 Safeguarding 
log is 
maintained 
and all 
entries 
tracked and 
reported on 
at SMT – 
standing 
agenda item. 
Safeguarding 
policy is fully 
updated at 
least 
annually. 1 
trained DSL is 
in the 
business at 
all times. All 
staff are trained 

All staff to be trained 
as DSOs. Staff initial 
training to be 
continually reviewed. 

13 Ofsted Failure to 
achieve 
Grade 2 at 
Ofsted 

Ongoing QL/OM 1 2 4 All staff are 
trained in 
how to 
respond to 
notification. 

Continue regular 
update training on 
EIF for Curriculum 
leads. 
Introduce F2F training as 



 

 

 

 
        Staff 

briefing and 
training 
takes place 
regularly. 
OTLA 
schedule is 
adhered to. 
Staff 
intervention 
planning is 
conducted 
monthly. 
Learner, 
Employer, 
Stakeholder 
notification 
plans are in 
place. 

part of the APTEM 
process and learning 
plans. Employer 
Engagement team to 
be increased to 
support employer on 
boarding 

14 RoATP Failure to 
be 
accepted 
on to 
Register 

Ongoing MD 1 3 5 Review new 
guidance 
document 
and maintain 
preparedness 
in 
all aspects 

Consult with other WBL 
in sector who have 
undergone RoAPT. 
Investigate latest 
updates from 
AELP/AOC 



 

 

 

15 Achievement 
Rates 

Achieveme
nt rates are 
unsatisfactor
y 

Ongoing QL 3 2 5 AR are 
monitored 
monthly by 
sector, level 
and tutor. 
Achievement 
rates are 
communicated 
monthly. 
Negative 
leavers 
are 
monitore
d 
closely. 

Improve theat risk 
learner process 
process and reporting 
process for BIL and 
NALs 



 

 

 

 
        Learners at 

risk are 
identified 
and monitored 

 

16 Income Income is 
not 
received in 
a timely 
fashion 

Ongoing MD / FD 2 4 4 Manage in 
line with 
contracts. 
Identify risks 
where 
capping may 
be applied. 
Provide 
contingency 
to ensure 
positive 
cash flow 

Manage contracts 
more closely to ensure 
capping is minimised 

17 Impact of 
COVID19 

Retention 
rates are 
adversely 
affected 
Mental 
health of 
apprentices 
adversely 
affected 

Ongoing MD 3 4 5 Apprentices 
return from 
furlough and 
to their 
apprenticeships. 
Stronger 
engagement 
with 
employers and 
apprentices 
from TCs. 

IAG to employers and 
to apprentices whom 
have been 
furloughed. 
Additional guidance 
for staff and 
apprentices on impact 
of mental health – 
additional support 
networks to bee 
established (including 
welfare) 
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