Guildhall Disaster Recovery Policy

Guildhall Feoffment Charity Registered charity number: 211060

1. Policy Statement and Purpose

The Trustees of the Guildhall Feoffment are committed to ensuring the continuity of service
provision to residents of the Charity’s almshouses and community facilities in Bury St
Edmunds, even in the event of major disruption.

This Disaster Recovery Policy establishes the Trust’s strategic and operational response to
emergencies that threaten:

e Resident welfare

o Property integrity

e Charitable operations
o Public trust

The primary objective is to continue operating as normally as possible, to return to full
function with minimal delay, and to cause the least inconvenience to residents and staff.

2. Roles and Responsibilities

e The Chairman of the Feoffees shall act as the Disaster Recovery Plan Co-
ordinator.

e The Vice-Chairman shall serve as Deputy Co-ordinator.

o The Clerk will support both roles and coordinate logistics, communication, and
record-keeping.

The Co-ordinator will oversee response planning, on-site actions, liaison with external
parties, and recovery execution.

3. Risk Assessment and Preparedness

3.1 Identified Risks

o Fire

o Flooding or burst pipes

e Power or gas outage

e Structural failure

o Pandemic/infectious disease outbreak
e Cyberattack or data breach



o Safeguarding incident
o Explosion/terrorist threat
o Staff absence due to emergency

3.2 Prepared Measures

o Fire safety checks and drills (annually)

o Emergency lighting, exit signage, and evacuation maps
e Quarterly updates to resident emergency contact details
o IT backups held securely off-site

o First aid and PPE stocked in key locations

4. Emergency Plan (First 24 Hours)

4.1 Emergency Notification Procedure

e The individual discovering the incident must call emergency services, then notify:
o Scheme Manager (on-site or via central control)
o On-Call Scheme Manager
o Clerk
e The Scheme Manager will:
o Sound the alarm
o Personally notify residents who may not hear alarms

4.2 Attendance and Oversight

e The Clerk will notify the Disaster Recovery Co-ordinator and attend the site.
o The senior staff member present will oversee Guildhall Feoffment actions until the
Co-ordinator arrives.

4.3 Evacuation & Immediate Welfare
o Residents evacuated to nearest safe area

e Roll call will be conducted
e Additional staff or trustees may be called in to support

4.4 Casualty Support
o First aid kits are located at College Square

o (Casualties will be treated on-site or at the place of safety
o In cases of infection, follow public health protocols

4.5 Temporary Command Centre

e Will be established at College Square or Guildhall Street, depending on emergency
location



o Facilities for hot food and drinks are available or can be sourced nearby

5. Emergency Communications

e A Liaison Officer will be appointed by the Co-ordinator to manage contact with:
o Emergency services
o Residents and staff
o Families
o Media
o Next of kin will be informed by a designated staff member
o Contact and telephone trees (Appendices 2 & 3) will be used to streamline
communications
e The Co-ordinator must notify insurers as soon as practical

6. Recovery Plan

6.1 Property Protection

e Secure the site (e.g., fencing or boarding) as needed
o Engage local security or 24-hour guarding if required

6.2 Salvage and Clean-Up

o Engage Glasswells for item removal/storage
o Use Culford Waste to arrange skip delivery and debris removal

6.3 Utility Services

o Contact suppliers to inspect and arrange reconnection of:
o Electricity
o QGas
o Water

6.4 Alternative Accommodation

o Premises will need to be located for residents who are not able to be accommodated
with their next of kin. It is estimated currently that this will be applicable to no more
than four residents in any one emergency.

e Immediate overnight accommodation should be sought at local hotels until longer

term accommodation can be arranged. Local letting agents should be consulted
regarding longer term accommodation.

o Longer-term housing: nearby ground-floor flats via local letting agents



6.5 Staffing Continuity

o If existing staff are unavailable:
o Contact local social care agencies such as:
= Sanctuary Personnel Ltd., Ipswich
= Reed Social Care, Cambridge

6.6 Furniture and Equipment

o Residents’ furniture is their responsibility, but assistance should be offered
e Office/community room furniture to be replaced as needed

o Boiler equipment: Austins Heating & Cooling Ltd.

e Computer equipment: Replace via local supplier

e IT records are backed up and held off-site by the Clerk

7. Documentation and Distribution

e A copy of this policy is available to all Feoffees and staff
e Appendices 2 & 3 are confidential and only shared with authorised users

Included Appendices:
e Appendix 1: Useful Emergency Contact Numbers
e Appendix 2: Trustee (Feoffee) Phone Tree & Mobile Contacts

e Appendix 3: Resident & Next of Kin Contact Details
e Additional: Evacuation Maps, Insurance Certificates

8. Review and Training
e The policy is to be reviewed annually, or after any significant incident
e Annual training will be provided to:
o Trustees

o Staff and volunteers
e Include fire, safeguarding, and disaster response drills

Summary
This policy ensures:

o The safety and dignity of residents



e Protection of historic and charitable property
e Resilience in operations
e Compliance with governance and insurance requirements



