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Introduction 

Major emergencies, by their nature are low probability events which cannot be predicted and 

therefore corrective actions cannot be predetermined; the key to resolution of such crises is effective 

management. 

This Policy describes how the University of Strathclyde will respond to any unplanned incident or 

major emergency involving students, staff and/or facilities of the University and sets out the 

arrangements for the management of a response to an emergency, it is an aid to staff, providing 

details of: 

 The emergency planning process 

 Activation and notification arrangements 

 Emergency Response Procedures for use in the acute phase of an incident  response 

 Business Continuity Plans to direct the recovery phase of an incident. 

Each incident will vary in terms of scale, impact and duration, requiring a high degree of flexibility in 

the response. Accordingly, the arrangements initiated will reflect the circumstances prevailing, 

established needs, priorities and the resources available. 

The emergency services will take charge of the immediate response to a major incident. However, 

crucial elements in ensuring a rapid recovery are the arrangements the University has in place to 

liaise with the emergency services, its plans to mitigate loss, its communication structures in place 

and on the professionalism, dedication and co-operation of the staff that respond. 

In preparing this Policy the University has interpreted current best practice in Business Continuity 

Management including the Higher Education Funding Council for England HEFCE good practice 

guide “Planning for and Managing Emergencies”. 

Aims and Objectives 

This Policy defines the approach to Business Continuity Planning and Emergency Response 

undertaken by the University. Major incidents may attract local or national media coverage and 

consequently have important implications for the University. This Policy has been developed to 

ensure the safety of staff, students and members of the public and to provide for the continuity of 

University business, more specifically: 

 To safeguard staff, students and the general public 

 To protect the activity of the University and ensure its continued ability to meet its corporate 

and operational goals and objectives during times of emergency. 
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 To provide a clear understanding and definition of what constitutes  a major incident 

 To minimise the risks associated with a major incident 

 To establish responsibility for the co-ordination of an institutional response 

 To respond effectively to major incidents which may affect students or staff 

 To formalise and communicate a consistent approach to the management of, and recovery 

from emergency situations throughout the University. 

 To provide a response which meets any relevant legal institutional obligations 

 To establish clearly defined channels of communication to ensure that information is 

disseminated efficiently and relevant responsibilities carried out whilst respecting any issues 

of confidentiality relevant to the incident. 

 To ensure that all foreseeable disruptions to University activities which threaten its ability to 

meet its key objectives are identified and contingency plans are developed 

 To assign responsibility to key staff for the development of Business Continuity Planning 

within their areas of control. 

The Policy does not attempt to provide a tailored response for every eventuality, but rather a generic 

framework within which individual incidents should be responded to.  

The Policy forms part of the University’s Risk Management Framework and Occupational Health and 

Safety Management System and as such will be subject to on-going performance measurement, 

review, planning and continuous improvement.  

Roles and Responsibilities 

General 

Every member of staff is responsible for the effective management of risk within their own area, 

including identification of potential risks.  

Principal 

The Principal as Chief Executive Officer of the University has appointed the Chief Operating Officer 

as having oversight of Business Continuity Management within the University. The Principal will be 

kept informed of Business Continuity matters as appropriate. 

Chief Operating Officer 

On the delegated authority of the Principal, the Chief Operating Officer is required to: 

 Chair the Emergency Management Team 

 Facilitate implementation of the Business Continuity Management Policy across the University 

 Ensure that Business Continuity Management is embedded within the everyday management 

of the University. 

 Ensure that there is ownership of Business Continuity Management throughout the University. 

 Ensure there is adequate training and resources to allow Business Continuity Management to 

be effectively implemented 

 Ensure the Business Continuity Management process is adequately documented, including  

recovery plans 

 Oversee an annual review of the Business Continuity Management System and its 

effectiveness. 

Executive Team 

The Executive Team supports the Principal in discharging his responsibility for the implementation of 

the Emergency Response & Business Continuity Management Policy. 
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Collectively the Executive Team are responsible for the formal identification of corporate risks which 

impact upon the University’s mission. This includes business continuity risks and their responsibilities 

are defined within the Universities Risk Management Framework. Additionally their duties include 

agreeing the scope of the Emergency Response & Business Continuity Management Policy. 

The Executive Team will formally review the University’s arrangements for Business Continuity 

Management annually.       

For their individual areas of responsibility, members of the Executive Team will also:  

 Manage their Risk Management process to ensure that individual risks affecting their activities 

are identified, including foreseeable emergency events which will have a critical impact on 

their Faculty’s ability to meet its operational and strategic objectives. 

 Ensure that appropriate control measures and Business Continuity Plans are developed 

within their Faculties to manage those risks.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

Heads of Departments (includes Directors of Professional Services / Heads of Schools) 

Heads of Departments will: 

 Ensure compliance with the Business Continuity Management Policy 

 Through their Risk Management process ensure that individual risks affecting their activities 

are identified including foreseeable emergency events which will have a critical impact on 

their department’s ability to meet its operational and strategic objectives. Ensure that 

appropriate control measures and Business Continuity Plans are developed and implemented 

within their departments to manage those risks. 

 Monitor the adequacy and effectiveness of their Business Continuity Plans 

 Ensure their staff are adequately trained in Business Continuity Plans and are acquainted 

with the University Business Continuity Policy. 

Emergency Management Team 

The Emergency Management Team (EMT) is the pan University co-ordination team which provides 

leadership and management in the event of a major incident or emergency. It looks to the various 

specialist and general members of staff and emergency plan owners in making decisions about what 

the University’s response should be to an emergency or disaster. 

The EMT convenes after the Principal in consultation with the Vice Principal and/or Chief Operating 

Officer has declared a major incident / emergency, and that therefore the EMT function is required. 

Depending on the nature of the incident it is possible that only part of the EMT will be required, for 

example catastrophic failure of IT systems. The EMT convenor will decide whether the EMT should 

be convened in part or in full or referred on to a specific function. 

The EMT has the responsibility to take control of an emergency and participate in a cross functional 

team charged with: 

 Management of an emergency situation and oversight of recovery activity. 

 Decisions on the University’s response to an emergency 

 Minimising harm to students, staff and visitors by ensuring their safety, health and welfare. 

 Keeping the University running (Business Continuity) as far as is reasonably practicable in the 

circumstances. 

 Minimising any potential reputational damage to the University 

 Keeping students and staff informed of developments 

 Setting the Business Continuity Strategic Objectives and ensuring that they are completed 
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 Agreeing the defined response plans 

 

Members of the EMT will meet twice a year to review Policy/plans/procedures and also on an adhoc 

basis to deal with emergencies as they arise. In this latter case they will be informed of the need to 

meet and a time. In addition, following the resolution of any serious incident the EMT will convene to 

receive a briefing on the incident, actions taken and recommendations for any improvement to the ER 

& BCM Policy. 

Although staff from any of University’s Schools, Departments or Services may be co-opted to the EMT 

its core membership is: 

 Chief Operating Officer 

 Vice Principal 

 Chief Financial Officer 

 Director of Estates Services 

 Director of Marketing and Development Services 

 Director of Human Resources 

 Head of Safety Services  

Business Continuity Management Co-ordinator 

The Business Continuity Management Co-ordinator, based in Safety Services, is responsible for 

maintenance and co-ordination of the Business Continuity Management Policy, the BCM Testing 

Programme, BCM Annual Review and Continuous Improvement Process. 

All Staff 

Effective Business Continuity Management depends on the commitment and cooperation of all staff. 

Staff have a significant role in the management of risk, particularly within their own areas of control 

and in the performance of recovery work required to bring their department back to normal service 

levels following an emergency event. 

 Staff are required to undertake their job within Business Continuity Policy and supporting plan 

guidelines. 

 Staff will comply with all Emergency Response Procedures and Business Continuity Plans 

 Any member of the University staff may be called upon to provide expert functional and 

contextual knowledge and skills to the EMT. The EMT will decide if it requires the knowledge 

or skills of a particular staff member, in which case that member will be co-opted into the 

EMT. The staff’s key responsibility is to bring their expertise to bear within the University’s 

Emergency Response & Business Continuity Management Policy. 

University Emergency Response and Business Continuity Arrangements Document Structure 

In the context of the University, an emergency is defined as “any unplanned event that significantly 

threatens the health and welfare of multiple members of the University community, or causes major 

disruption and/or physical / environmental damage”. All incidents within the University will be 

managed in accordance with the following defined process and hierarchical plans. 
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Emergency Response Procedures and Business Continuity Plans are the product from two distinct 

but complementary processes: 

Emergency Response Procedures: Define the output from the Emergency Planning and Management 

Process. They have a focus on the initial response to an incident, liaison with many agencies and 

responding to those affected by the emergency. 

Business Continuity Plans: are concerned with maintaining internal operations, even in the middle of 

an emergency. Examples include liaising with insurance and loss adjusters and maintaining /returning 

IT networks and other core services. 

There will be some crossover but the two streams have different priorities, require different resources 

and are designed to deliver a different result. 

The key to effective resolution of emergency incidents is effective planning. Through their Risk 

Management process, Departments will identify the critical risks to the key services and functions they 

provide to their stakeholders and the critical activities and resources they require to support them. 

Each department will consider the strategic options for their critical risks and develop appropriate 

response plans to ensure continuity of critical activity. The most appropriate strategy will depend on 

 The maximum tolerable period of disruption of the critical activity; 

 The cost of implementing a strategy; and 

 The consequences of inaction 

In developing their plans, departments must consider both their Emergency Response and their 

Business Continuity arrangements. Departments must ensure these plans are reviewed annually. 

Where there are risks which affect the wider University community e.g. Meningococcal Disease, 

strategic plans will be developed centrally and are binding on all departments. The Strategic Level’ 

plans are contained in the Register of University ER & BCM Plans (BCM 001A) and form part of this 

Policy.  

Exercising, Reviewing & Improving BCM Arrangements 

In order to assure the reliability of the Emergency Response and Business Continuity Management 

arrangements, these will be validated by a programme of exercise and review and will be subject to 

periodic audit as a part of the University’s occupational health and safety management arrangements. 

Following each major incident, the circumstances surrounding the incident and effectiveness 

of the response will be investigated by Safety Services and where applicable 

recommendations made for improvement of the Policy or supporting documents. 

. 

• Business Continuity Management PolicyLevel 1

• Strategic Emergency Response 
Procedures & Business Continuity PlansLevel 2

• Departmental Emergency Response 
Procedures & Business Continuity PlansLevel 3
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Incident Response & Business Continuity Management Plan 

 

 

 

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

       

Incident 

Incident Observed & Reported to Security on Ext 

2222 (24 hours/day) 

Security Respond Initiating Appropriate Response As Defined In Departmental 

Procedures (Level 3) 

Emergency Incidents Environmental Incident 

 

Ill Health Incidents 

Acute Response Actions Co-ordinated By University Incident Management Team 

Level 2 Emergency Management Plans Implemented (Refer To BCM 001A For Full 

Index Of ER & BCM Plans) 

Acute Response & Business Continuity Actions Co-ordinated By University Emergency 

Management Team 

Level 2 Emergency Management & Business Continuity Plans Implemented (Refer To 

BCM 001A For Full Index Of Plans) 

Normal Operations Resumed 
Departmental Plans 

Bring Incident Under 

Control? 

Emergency 

Management Plans 

Bring Incident Under 

Control? 

Normal Operations Resumed 

Normal Operations Resumed 

Yes 

Yes 

No 

No 
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Incident Management Process          

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

   

 

 

Incident 

on 

Campus 

Incident Reported to Security On Ext 2222 

 (24 hours/day) 

Security Initiate Response To Incident In 

Accordance With Department Incident 

Response Plans 

Security’s Major Incident Officer Initiates 

Incident Management Team. (Security Incident 

Officer, Safety Advisor, Estates Services H&S 

Advisor) 

 

Control Of Incident 

Achieved 

Emergency Management Team 

Convened. Emergency 

Management Procedure BCM 002 

Implemented 

 

Does Scale, Duration 

Or Impact Indicate a 

Serious Threat To The 

Critical Functions Of 

The University 

IMT Manages Incident 

To Resolution 

Can Incident Be 

Managed By 

Department 

Department Staff Initiate Internal 

Response Plans 

Normal Operations Resumed 

EMT Manages Immediate Incident 

Response Actions 

EMT Initiates BCM 

Teams To Address 

Threats To Operations 

EMT Co-ordinates 

Emergency & BCM 

Actions 

Incident Investigation & Analysis Performed By 

Safety Services As Required 

Incident Report Produced & EMT Debrief As 

Required 

Yes 

No Yes 

Security Continue To Manage Incident In 

Accordance With Department Incident Response 

Plans 

No 

No 

Yes 

Is incident An Emergency 

Under The Control Of An 

External Agency e.g. Police 

Security’s Major Incident Officer 

Notifies Estates Services Director 

Or Deputy 

Security’s Major Incident Officer 

Declares ‘Emergency’  & Manages 

Emergency In Accordance With 

Security Procedures 

Estates Services Director Notifies 

Chief Operating Officer To Convene 

Emergency Management Team 

Yes 

No 

Incident Management Team 

Escalate To Head Of Safety 

Services 

Head Of Safety Services Notifies 

Chief Operating Officer To 

Convene Emergency Management 

Team 


