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1. Overview 
 

The Group, comprising Caledonia Housing Association and its’ constitutional partner 
Cordale Housing Association, is fully committed to ensuring its internal processes are 
sufficiently robust that key services continue to be delivered during any significant 
incident. This commitment is achieved through developing appropriate business 
continuity management arrangements across the Group. 
 
Business continuity management is a framework that assists in the management of 
risks which might impact the smooth running of an organisation or the delivery of a 
service. These risks could be from the external environment such as adverse weather, 
utility-related or disruption caused by the loss of a key supplier. In terms of internal 
disruption this could be caused by the loss of key staff, ICT systems failure or the loss 
of offices/business premises. 

 
Business continuity management provides a framework for improving resilience to 
interruption so that key business systems and processes can be recovered while at 
the same time ensuring the provision of business-critical services to service-users. 

 
2. Aims and Objectives of the Business Continuity Policy 

 
The aim of this policy is to set out the requirements and approach for the production 
of a Business Continuity Management Plan (BCMP) for all identified business-critical 
activities. The BCMP will ensure there are sufficient levels of resilience within the 
Group’s business-critical activities. Having developed the necessary resilience levels 
into those key activities, customers will receive the appropriate level of service 
provision during an emergency/disaster. 
 
The objectives of this policy are: 
 

I. To improve the resilience of each department within the Group through 
identifying and managing their many and varied operational risks inherent in 
the delivery of their services; 
 

II. To efficiently maximise the use of key Group resources during an 
emergency/disaster; 

 

III. Commit the Group to regular reviews of the business continuity 
arrangements/plans to ensure they reflect the operational needs of the Group. 

 
3. Policy Scope 

 
The scope of this policy covers business-critical activities delivered to Group 
customers (internal and external), and service delivery partners which includes (but 
not limited to): 
 

• Tenants/service-users across all three associations 

• Group staff 

• Contractors 

• Partnership bodies 
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4. Links to Other Group Policies/Procedures 
 
This policy is linked to the following Group policies and procedures which have 
business continuity considerations: 
 

• Group Risk Management Policy 

• Emergency Response Procedure 

• Notifiable Events Policy and Procedure 

• Group Data Protection Policy 

• Group Information Risk Management Policy 

• Group Information Security Policy 
 

5. Business Continuity Management Plan Implementation 
 
The Group’s Business Continuity Management Plan (BCMP) will only be 
implemented in the event of a ‘disaster’. The Group has defined a ‘disaster’ as: 
 
‘A business interruption event that is extraordinary and that causes disruption 
to, or loss of key business resources’ 
 
Examples of common disasters falling under the above description include the 
following: 
 

• Loss of key business premises/offices through major damage or restricted access 
to buildings; 

• In the case of fixed workers, adverse weather conditions preventing staff from 
attending their workplace; 

• Loss of key Group ICT systems; 

• Significant data/information breaches due to internal service failure or from a 
cybersecurity breach; 

• Loss of key staff through widespread illness or strike action; 

• Loss of life through fire or serious accident in the workplace; and 

• Major utility failure or key suppliers/contractors unable to provide business-critical 
services to the Group. 

 
The object of the BCMP is to ensure that appropriate structures and protocols are in 
place to enable effective response to a business interruption event that has the 
potential to impact on the Group’s objectives. The Group’s BCMP documents the 
processes and resources required to deliver the critical services required by the 
Group’s many service-users/customers. 
 
In identifying the business-critical activities within the Group, the focus is on building 
of the resilience and response capabilities that have been identified as critical to 
service delivery. The Group’s BCMP will manage and develop resilience levels for all 
the identified business critical-activities within the Group. 
 

6. Roles & Responsibilities 
 
The overall responsibility for the BCMP is with the Group’s Chief Executive. The Chief 
Executive will ensure in situations where the BCMP is invoked, that all departments 
work together to restore business-critical services.  
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To support the Chief Executive in their business continuity role, the Group has 
developed an emergency response procedure to manage the initial response in any 
emergency/disaster situation.  
 
The Director of Finance and Governance has responsibility for maintaining, and 
ensuring the Group’s BCMP remains effective in response to any disaster situation. 
They will fulfil this role in close consultation with Executive Management Team and 
key operational managers, ensuring the availability of in-depth knowledge relating to 
all business-critical activities.  
 

 
7. Recovery 

 
Following completion of the immediate response phase and management of the 
incident as detailed in the Group’s Emergency Response procedure, the strategic 
role for recovery and resumption is shared between the following: 
 

i. Emergency Lead Officer  
ii. Service Recovery Team 

 
Co-ordination and direction at departmental level will be provided by departmental 
management team using the relevant elements of the Group BCMP.  
 
The BCMP will be used flexibly to inform the response according to the scope and 
magnitude of the disruption. The process for restoration of critical services will be 
based on the Business Recovery Plans contained in the Group’s BCMP. Each 
Business Recovery Plan will provide the necessary information/guidance to restore 
the agreed level of business-critical activities. 
 

8. Incident Reporting & Media Management 
 
A disaster or business continuity incident often creates significant interest from the 
local and national media.  It is essential that only authorised Group staff can act as 
the nominated spokesperson for the Group.  
 
In most cases the Chief Executive will be the only point of contact with the media and 
will inform the relevant Chair or Vice Chair of the disaster/business continuity incident. 
In the absence of the Chief Executive, the Emergency Lead Officer will have 
delegated authority to deal with media enquiries and authority to contact the relevant 
Chair or Vice Chair. 

  
The Emergency Lead Officer has also delegated authority to contact the Scottish 
Housing Regulator (SHR) in relation to reporting the incident if it falls within the SHR’s 
definition of a notifiable event. 
 
Details of any disaster/business continuity event will also be formally reported to the 
Caledonia Management Board at the next Board Meeting. Notwithstanding this the 
Chief Executive (or Emergency Lead Officer), in consultation with the Chair or Vice 
Chair, may take appropriate steps to inform or update all other governing body 
members as necessary. Any business continuity incident involving Cordale Housing 
Association will be jointly reported to Caledonia’s Management Board and the 
Cordale Management Committee in line with partnership arrangements.   
 

9. Testing and Review of Business Continuity Plan 
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The Group will ensure the BCMP is appropriately tested once every two years, 
typically through a simulated business continuity incident or other desktop exercise.  
This two-year time period will be determined from the date of the last simulated test 
or live incident (and completion of a post-incident review), whichever is later. The 
BCMP will remain in a ‘live’ state, for reviewing and updating as and when any new 
information is identified that questions the accuracy, validity, robustness or 
effectiveness of the written procedures and associated practical arrangements. 
Updates will typically be required, for example, following changes to key contracts / 
contractors or suppliers, identification of new service related risks, changes to key 
staff / roles or working arrangements, and changes to our office estate and other 
buildings we own, manage or maintain. Updates may also be required to address 
matters that arise during testing of the BCMP or any post-incident review. 
 
Notwithstanding this, the Governance Team will complete a six-monthly review of the 
framework to ensure all document links remain live and up to date and consider 
whether any key parts of the framework require updating. 
 

10.  Group Governance Arrangements 
 
Business Continuity Management forms part of the Group’s overall corporate 
governance arrangements. Appropriate oversight and lines of reporting are 
maintained through: 
 

• reports and updates to the governing bodies on any incidents that require the 
Group’s business continuity arrangements to be implemented 

• Reports and updates to the governing bodies on any new or emerging sector 
wide issues that may impact on the Group and its overall resilience; 

• Updated information on top business risks being considered at each meeting 
of the Audit and Risk Management Committee  

• Findings from nternal audit of the Group’s business continuity arrangements, 
and progress with agreed improvement actions, being reported to Audit and 
Risk Management Committee. 
 

11.  Policy Availability 
 
This policy will be available on the Group’s intranet and the Group members’ 
websites. This policy will be provided to all key suppliers/contractors who have a 
business continuity role within the restoration of the Group’s business-critical 
activities. 
 

12. Compliance Statement 
 
It is important that all members of staff, in carrying out their duties for the Group, do 
so in accordance with the Group’s policy framework.  Our policy framework ensures 
we comply with laws and regulation, while giving guidance to inform operations and 
decision-making.  Our policies have been designed to be clear and easy to 
understand, and are available on our website and intranet.  If any member of staff 
is unclear as to their responsibilities under this policy, then they should refer to their 
line manager and / or the policy author for further guidance.  A failure to comply with 
Group policies can have serious consequences for the Group.  Should an employee 
become concerned about serious non-compliance with the policy, they should speak 
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to their line manager or refer to the guidance set out in the Group Whistleblowing 
policy. 

  
 
  

 


