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INTRODUCTION 

RATIONALE 

The purpose of the Business Continuity Plan (BCP) is to consider various types of emergency 
situations, assess how the school is able to deal with a crisis and to plan for continuing delivery 
or resumption of the school’s services as soon as possible. 

The BCP provides contingency arrangements, which may be implemented when other controls 
fail to adequately address the risks to which the school is exposed. 

The BCP relates to: 

1. PREMISES - loss or damage to premises e.g. burning down, flooding, or loss of utilities
rendering the building uninhabitable

2. STAFFING – insufficient staff due to injury/illness (e.g. pandemic) or industrial action
3. ENVIRONMENTAL / CLIMATIC EVENTS – e.g. “snow days”
4. PROPERTY / EQUIPMENT - large scale loss through fire or theft
5. INFORMATION/RECORDS – loss through theft or catastrophic failure of IT systems

RESPONSIBILITIES 

The responsibility for maintaining a current and effective BCP rests with the Board of Directors 
and the Executive Headteachers who are also responsible for its effective implementation when 
needed. 

Day-to-day maintenance, management and review of the plan are the responsibility of the 
Business Manager.  

It is the Executive Headteacher’s responsibility to ensure that all staff are aware of the BCP and 
that those designated to carry out actions when the plan is implemented are adequately 
briefed, trained and competent to perform their tasks.  

AIM 

The School has in place an EMERGENCY EVACUATION PLAN for critical incidents (Appendix 4). 

This plan should be followed in the first instance.  The BCP is intended to plan for dealing with the 
longer term impacts and effects of a critical incident. 

COMMUNICATION FOLLOWING AN INCIDENT 

One of the highest priorities, following the safe evacuation of staff and pupils from the building, 
will be to re-establish communication with key stakeholders - including parents and carers.  The 
school subscribes to an email service for sending text messages to both parents and staff.  It also 
has an effective email system (available to staff from outside school) and a website banner for 
conveying messages.  The effective management of BCP will depend upon establishing these lines 
of communication immediately following an incident. 
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PHASE I (Strategic): 

The following is a list of the main critical functions (assets, resources and activities) that support 
the delivery of education and other school-based services: 

Critical Function Description 

Teaching staff The provision of a suitable number of qualified teaching staff to deliver 
curriculum (Key Stage EYFS, KS1, 2, 3, 4 & later 5). 

Support staff The provision of sufficient experienced support staff to provide safe 
supervision and assist in the education of pupils and running of establishment 
services including extended services.  

Safe and secure 
premises 

The provision of suitable, safe and secure accommodation to enable the 
delivery of education and to meet duty of care requirements, health & safety 
legislation etc. 

Catering facilities 
and staff 

The provision of suitable catering facilities to enable the preparation of school 
meals including free school meals. 

The provision of suitably trained catering staff to prepare school meals to 
national standards. 

Utilities-gas The supply of gas to enable the heating of premises and preparation of school 
meals etc. 

Utilities-water The supply of water for drinking and general usage including flushing of 
toilets, preparation of meals, washing, hot water etc. 

Utilities-electric The supply of electricity to enable ICT systems to run, lighting of premises, 
etc.  

Provision of ICT 
education 

The provision of ICT to deliver education and communication. 

ASSESS THE SITUATION 

Has any damage, loss or denial 
of use of premises, resources or 

activities occurred? 

Will there be disruption or 
interruption to the delivery of 

services? 

Estimate how long the disruption 
or interruption will last. 

Do we need to implement our 
Business Continuity Plan? 
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Provision of ICT 
administrative 
(network) 

The provision of ICT to support essential school management functions – via 
access to the shared networks. 

Provision of ICT 
(local PC’s) 

The function of local PC’s and data. 

Keeping of suitable 
records 

The keeping of suitable records in relation to staff/pupils and general 
administrative functions within the establishment.  

Provision of 
Cleaning 

The provision of suitable numbers of cleaners to carry out general cleaning 
such as toilets, waste collection and waste removal. 

The ‘Maximum Tolerable Period of Disruption’ (MTPD) has been determined by the Board of 
Directors and Executive Head teachers based upon whether an impact is deemed to be 
‘significant’ or ‘very significant’. The following summarises the MTPD acceptable for each critical 
function:  

CRITICAL FUNCTION MTPD Level of 
Impact 

NOTES 

Teaching Staff 2 days VS Very Significant Impact.  Lack of sufficient staff to 
provide safe supervision would have an immediate 
impact upon service delivery. 

Support Staff 1 week S Significant Impact.  Lack of sufficient staff to provide 
safe supervision would have immediate impact upon 
service delivery. 

Premises 1 week VS 

Damage to part of the premises and utilities or denial 
of access to premises will have a Very Significant 
Impact if lasting for more than 1 week. 

Catering 1 week MOD 

Loss of normal catering arrangements would mean 
the delivery of alternative cold meals. Catering 
contractor to have in place appropriate BCP. 

Utilities 1 day S 

Loss of utilities, depending on circumstances may 
result in immediate school closure, depending on 
circumstances and seasonal factors (e.g. summer or 
winter). Such closure will have a significant impact 
after 1 week similar to loss of use/denial of access to 
premises.  

ICT Education 2 weeks MOD Although disruptive it would be possible to continue 
education. 

ICT Administration 2 days S Loss of access to shared networks is less critical so 
long as access is retained to locally stored backups of 
critical data or hand written data is used to update 
systems at a later date. 

Records and 
Information  

1 month 

S 

Dependent upon the amount of data lost and how 
much recoverable.  

Cleaning 2 days M Could become an immediate H&S risk but alternative 
arrangements could be put in place fairly quickly. 
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Below are some guidelines as to the impact levels 

Category Descriptor 

Insignificant    (i) There is not thought to be any detrimental impacts that would warrant the 
implementation of a BCP. 

Minor   (M) There is thought to be some detrimental impact on the provision of service 
but not significant enough to warrant the implementation of BCP. 

Moderate   (MOD) There is thought to be some impact on some areas. This may require the 
implementation of BCP if the impact is considered to affect critical areas 
such as education or child well-being. 

Significant   (S) A significant impact in a number of areas that warrants the implementation 
of the BCP. 

Very Significant   (VS) The impact is severe with major detrimental impact on education, 
stakeholders and extended services. There are also major compliance issues 
and damage to the reputation of King Solomon School. Immediate 
implementation of BCP. 

Below is a summary of the typical impacts that a loss or disruption may have: 

Impact Area Descriptor 

Education Impacts on education may include loss of large number of days of teaching, 
disruption to education, loss of work and assessments.  

Child welfare/well-
being 

Impacts on a child may include physical impacts (e.g. hunger, cold etc.), 
psychological impacts (e.g. loss of accumulated work, adjustment to change 
of surroundings, routine, personnel), behaviour, future prospects and 
educational abilities. 

Parents/Guardians Impacts on parents/guardians may include loss of earnings (taking time off 
work), disruption to work, perception of King Solomon. 

Statutory Compliance Statutory compliance may include duty of care, H&S legislation, duty to 
provide 190 days education, OFSTED, duty to provide free school meals etc. 

Reputation May be damage to the reputation to the KSIBS. 

Staff Impacts on staff can be financial, physical, psychological. 
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PHASE II (Tactical): 

IMPLEMENT BUSINESS CONTINUITY PLAN 
The Board of Directors in consultation with the Executive Head teachers and Local Authority 
will decide upon the tasks required to be undertaken in response to the scenario that exists 

following the BCP incident. 

IMPLEMENT SERVICE 
CONTINUITY AND RECOVERY 

ARRANGEMENTS 

Determine what resources are 
needed to assist in recovering 

from the incident 

Determine extent of damage to 
buildings, injury to persons, loss 
of services or information and 

impact to reputation 

SERVICE RECOVERY 

Inform stakeholders of the 
continuity arrangements that are 

being implemented  

SERVICE CONTINUITY 

Identify which continuity 
resources are required 

Determine if continuity 
resources are available 

Determine what assistance will 
be required from external 

providers 

Estimate how long recovery will 
take 

Consider the need to implement 
a remote learning plan 

Inform stakeholders of the 
recovery arrangements and 

timetable for recovery 
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PHASE III (Operational): 

SERVICE CONTINUITY ARRANGEMENTS 

The school’s staff, supported by the local authority and other external agencies as specified 
below, will implement the contingency arrangements specified below and in accordance with 

direction of the Board of Directors and Executive Head teacher. 

RESOURCE LOSS - 

STAFFING 

CONTINGENCY REQUIREMENT 

Executive Head teacher Deputy Head teacher to step up to Acting Executive Head teacher. 

Board of Directors and BCC to be advised. 

Deputy Head teacher Other DHTs to cover with support from Senior Members of Staff. 

Business Manager Finance Assistants with support to be purchased from Entrust who 
already act in an advisory capacity and are aware of the financial 
position. 

Facilities Manager Deputy Facilities Manager with support from Business Manager 

Teaching staff Cover initially by other teaching or cover staff. Longer term absences 
by Agency Teachers. 

Learning Support Staff Cover by additional hours for Teaching Assistants or by Agency Staff. 

Technician Initial support from other Support Staff. Longer term cover – expertise 
to be purchased in from contractors or similar company. 

Administrative Support Staff Initial cover to be provided by additional hours for available staff or by 
Teaching and Learning Support Staff familiar with the school’s routines. 
Longer term cover by Agency staff.  Finance back up can be purchased 
from School Financial Services. 

Caretaking Staff Initial cover to be provided by additional hours for available staff. 
Purchase in handyman services as required. 

Cleaning Initial cover to be provided by additional hours for available staff. 
Cover with Agency Cleaners as necessary. 

Catering King Solomon to provide cover. Packed lunches to be sent in with 
children if necessary. 

RESOURCE LOSS - 

PREMISES 

CONTINGENCY REQUIREMENT 

Denial of use of whole site. 

Examples:  

 uninhabitable (fire,
flood)

 extended denial of
use due to utility
failure.

Scenario-specific! 

 Up to 2 days to recover premises – close school.

 Up to 5 days – close school – implement remote learning where
applicable.

 (see Annex 1 - Remote Learning Plan).

 Over 5 days – liaise with Birmingham City Council to identify
alternative arrangements.

Damage/partial denial of use 
of classroom(s) and/or 
associated contents 

Relocate class(es) to alternative usable area – e.g. Sports Hall 

 If appropriate divide into smaller groups.

 Redistribute resources across school.

 If necessary request loan of furniture from local schools
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Damage/denial of use of ICT 
room and/or associated 
contents 

Relocate class(es) to alternative usable area: 

 If appropriate divide into smaller groups.

 Redistribute ICT resources from other areas within the school.

 If necessary request loan of ICT equipment from local school.

Damage/denial of use of 
administrative areas and/or 
associated contents 

Sharing of other Admin Offices. Information stored on Network so PC’s 
required to access (NV to arrange).   

 Access to emails via Internet.

 Reception:  a temporary reception could be set up in the
canteen.

 Main Admin Offices:  Key Admin Staff to use share offices
where space available.

 Could also request space in another building – e.g. Sports Hall

 Electronic Records:  Information stored on network drives.
Access to management system via Internet.  NV would need to
install programs onto alternative PC or Laptop.

 Children’s Files: Essential data can be rebuilt from electronic
backups.

 Free Meals Records: all held in electronic backup of database.

RESOURCE LOSS - 

PREMISES 

CONTINGENCY REQUIREMENT 

Damage/denial of use of 
some common areas (e.g. 
canteen+ for dinners/gym) 

Canteen: Relocate into alternative hall as appropriate. 

Gym: Use alternative hall (Nechells) as appropriate. 

Loss of utilities (gas, electric, 
water) 

Assess impact and whether building should be closed. Liaise with 
relevant utility to effect resumption of service. 

Damage/denial of use of 
catering facilities  

Caterer to advise. 

No catering staff Caterer to advise.  Children to bring own packed lunch if necessary. 

Loss of telephony system Use “Call Parents” to send text message (SMS) to all parents and staff 
with alternative Mobile Numbers. 

Use Email/Website Banner to communicate further information as 
appropriate to the scenario. 

Display information on “A-Boards” at school entrance. 

Loss of I.T servers/software Server is fully backed up.  NV to resolve. 

Loss of I.T hardware Replace a.s.a.p.  NV to advise on requirements. 

Loss or damage to paper files 
(including administrative 
records, children’s’ records 
and work) 

These files generally provide easy access to documents otherwise held 
electronically.  In exceptional cases, where documents cannot be 
restored from other sources, some documents (i.e. forms requiring 
parental signatures) may need to be re-created.  
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Annex 1: REMOTE LEARNING PLAN 

The Remote Learning Plan is activated in scenarios resulting in denial of use of the school 
premises for a period in excess of 5 days – or as otherwise directed by the Board of Governors 
and Executive Head teachers. 

ASSESS THE NEED TO 
IMPLEMENT THE REMOTE 

LEARNING PLAN

Implement Remote Learning 
Plan if required 

DELIVERY 

Set timetable for delivery of 
resources 

Ensure parents and pupils 
are aware of procedures to 
be adopted 

MATERIALS 

Identify type and quantity of 
resources required 

Consider the use of on-line 
nationally or locally available 
materials 

Ensure facilities/resources 
to produce materials are 
available 

Does the school have to 
close or partially close 

Determine the length of 
closure/partial closure 

Consider impact on 
education of pupils 

POST CLOSURE 

Identify areas of curriculum 
missed (use of BBC 
Bitesize) 

Identify impact upon 
children’s and 
families/carers welfare and 
emotional well being 
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REMOTE LEARNING PLAN 

DETAILS OF REMOTE LEARNING 
STRATEGY TO BE ADOPTED 

ALTERNATIVE SITE 

In conjunction with BCC identify an alternative site(s) where 
the remote learning could be carried out (e.g. material 
preparation, delivery and support). 
 Materials could be prepared centrally from another school or 
LA building. 
Person(s) Responsible: Executive Head teachers 

HEALTHY & SAFETY 
REQUIREMENTS 

Carry out Risk Assessments of any alternative accommodation. 
Person(s) Responsible: Business Manager/Corporate Business 
Manager 

TRANSPORT 

Liaise with Bus Companies to organise transport to and from 
alternative accommodation if applicable. 
Person(s) Responsible: Executive Head teachers 

ELECTRONIC LEARNING ONLY 

Determine how many pupils have access to I.T facilities / IT 
equipment. 

Consider the option of loaning equipment to pupils. 

Can pupils gain access through other means? 

Ensure electronic learning platforms are secure and protected 
from viruses. 

Can access be gained to the learning platform away from the 
school (if school access is denied)? 

MATERIAL PREPARATION 

 Identify any core materials that can be developed and
stored in advance of an incident?

 Identify how much material has to be prepared to
enable 1 weeks’ worth of remote learning (general
materials)

 Ensure materials can be stored electronically and
accessed off-site in case access to the school is denied

 Identify the person(s) responsible for developing
learning materials now and during any period of closure

 Do these persons require any training (e.g. on electronic
systems)?

 (If yes detail below training requirements)

 Identify delivery and collection methods

FAMILY / CARER SUPPORT 

Contact Social Services to advise of any support require for 
Families and Carers of Pupils during disruption. 
Person(s) Responsible: Assistant Head teachers  

INFORMATION 
Ensure all stakeholders are kept fully advised.  
Person(s) Responsible: Board of Directors, Head teachers 
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Annex 2: CONTACT LIST (School Staff) 
The contact list is the section of the plan most liable to frequent change.  The list should be reviewed for 

accuracy at six monthly intervals and should otherwise be subject to daily revision as changes to 
personnel or their contact numbers are advised.  (Accountable: Business Manager) 

CONTACT NAME TELEPHONE NUMBERS 

Executive Head Teachers Ingrid Abrahams 

Kim Popratnjak 

Deputy Head Teachers Paula Sprigg 

Helen Kent 

Assistant Head Teachers Michelle Grannell 

Diana Allen 

Hayley  

Marc Naiken 

Business Manager Alex Darkes 

Head of Corporate Affairs Stephen Brooks 

Caretaker Snowdon Reed
Catering Manager Olimpia 

IT Manager Netan Vaid 

Annex 3: CONTACT LIST (Support) 
The contact list is the section of the plan most liable to frequent change.  The list should be reviewed for 

accuracy at six monthly intervals and should otherwise be subject to daily revision as changes to 
personnel or their contact numbers are advised.  (Accountable: Business Manager) 

CONTACT NAME TELEPHONE NUMBER/S 

MAJOR INCIDENTS – 
During School Hours 
School Governor & 
Support Co-ordinator 

First point of contact: 

Joyce Rawlinson – Central Area Support 

Dave Yardley – North Area Support  

David Bridgman – South Area Support 

Amanda Daniels – Ed of Educational Psych 

0121 303 2193 or 07775 407332 

0121 464 3174 or 07881 617187 

0121 303 8394 or 07771 339061 

0121 464 1364 or 07766 925152 

Out of Hours Number 

During Office Hours 

BCC Press Office 

BCC Press Office 

0121 303 3287 

0121 303 3885 or 07920 088571 

BCC Corporate H & S John Gavin (North) 

Rob Whiskins (Central) 

Carl Bust (South) 

07766 923269 

07500 125378 

07766 924283 

BCC Communications Dawn Wise 0121 303 4302 

Integrated Access Teams North 

West & Central 

East 

0121 464 8022 

0121 303 4362 

0121 303 6541 
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EMERGENCY EVACUATION PROCEDURES 

1. On Discovery Of A Fire or Other Critical Hazard:

a. immediately sound the alarm using the nearest fire alarm call point.

b. Notify reception to dial 9-999 to inform the Fire Brigade.  (Reception is staffed throughout a fire alert unless

the fire is in the immediate vicinity.)

c. If it is safe to do so, try to tackle the fire using the appropriate equipment.

2. The Alarm:

a. The fire alarm is a continuous sounding of the lesson-change siren.

b. Fire drills take place once a term.

c. Fire drill regulations and information about exits are posted in all rooms.

3. Procedure On Hearing The Alarm:

a. Absolute priority must be given to the safety of the children!

b. ALL adults and ALL children must begin to evacuate the building immediately the fire bell is sounded on

EVERY occasion irrespective of whether it may be a false alarm, whether it is lunchtime or outside normal

school hours. (The only exception is for examinations – see below).

c. Teaching staff should:

i. Close all windows.

ii. Instruct pupils to line up quickly and silently in room.  Pupils must not take belongings with them.

iii. Switch off electrical equipment except computers actually in use.

iv. Close the classroom door to prevent the spread of fire but DO NOT lock doors!

v. Escort pupils to the assembly points by the nearest available exit.

vi. Enforce SILENCE on the way to assembly points.

South 

EMERGENCY TEAM 

0121 303 1888 

0121 675 4806 

Chair of Directors Dr C Byfield 

Police 999 or 0845 1135000 

Ambulance 999 or 01384 215555 

CCTV / Security Alarms 

Electricity : 

Electrical contractor 

Gas: National Gas Emergency Helpline 0800 111 999 

Heating contractor 

Water: Severn Trent Water 0800 783 4444 

Insurance 

Catering 
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vii. Check other classrooms on the way out of the building as you go past them to ensure that they are fully

evacuated.

viii. Pupils must walk briskly and sensibly to the assembly areas and must not walk with arms linked with

other pupils.

4. Assembly Areas:

There is one assembly area:  In normal circumstances, unless specified below, staff and pupils will assemble on the 

MUGA Richard St.   

5. Fire Procedures for Examination Rooms:

Invigilators will brief all students prior to the start of an exam of the following: 

If the alarm sounds, they must put down their pens and leave all of their equipment where it is; they must remove 

nothing from the examination room.  They must follow the Invigilator out of the examination room in silence and remain 

with the Invigilator at all times.  The Invigilator will lock the door when the room is clear and will escort the 

students to the assembly point via the nearest exit.  On arrival at the assembly point, the Invigilator will immediately 

take a register of the students.  Any student who speaks during the evacuation and assembly or who is unduly delayed 

in arriving at the assembly point will be at risk of being reported for malpractice; a note will be made of their name and 

the Invigilator will provide a written report to the Examinations Manager.  Students must continue to maintain strict 

silence.  As soon as clearance has been given, the Examinations Manager will direct the re-entry into the 

examination rooms and the restarting of the exams.  Students must return directly, under the supervision of the 

Invigilator, to their numbered desk. 

6. Good Practice:

a. Good health and safety management depends upon us all working to create a culture in which we all want to play our

part in keeping each other safe.  We must discourage the children getting excitable when the alarm rings and encourage

them to remember that others are dependent on them for their safety.

b. Staff should show by example how important a fire drill is by treating it seriously no matter what time of day the alarm

goes off.

c. Tutors should practise Fire Drill and visiting the assembly points with their forms early in the Autumn Term.  Tutors

should remind pupils that re-entry to the buildings is forbidden, that ‘One Way System’ need not be followed, that they

must not take their possessions with them, and that they must proceed sensibly, quickly (without running) and silently

to the assembly point where they must line up and remain silent.

d. Taking a register at the start of every lesson helps us to account more accurately for the children in the event of an

evacuation.

e. Teaching staff should take a register when pupils return to room after a drill.

7. False Alarms:

False alarms result in a serious disturbance to the smooth running of the School, to the education of pupils and 

potentially, to public examinations.  Pupils found to have deliberately set off the alarm without good cause risk serious 

sanction which might include permanent exclusion.  In the event of a false alarm, staff should report all suspicions or 

related gossip amongst pupils to Alex Darke who will undertake a full investigation. 

8. Staff, Pupils or Visitors Requiring Special Assistance:

Adults or children with disabilities, including mobility impairments, hearing and visual impairments, or asthma which 

might be seriously affected by smoke inhalation, may require special assistance in the event of an emergency 

evacuation.  Such assistance may require advance planning and risk assessment. 
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• Staff who might be affected should make themselves known to the HR Manager who will help to develop a Personal

Emergency Evacuation Plan (PEEP).

• Pupils who might be affected will primarily be based in ISU. ISU staff will work with the child on admission to the

School, or at the time they develop a temporary or permanent impairment which would require assistance, to develop a

PEEP.  The Welfare Coordinator will identify any other students who might require assistance and will discuss these in

the first instance with the Deputy Head (Pastoral).

• Visitors who might be affected should make themselves known to Reception staff on arrival; a sign will be displayed

in Reception to encourage them to do this.  They will be provided with a generic PEEP and a copy will also be given to

the member of staff arranging their visit.  It will be for that member of staff to show the visitor the nearest exit routes and

negotiate with the visitor what action should be taken in an emergency.

9. Issues Related To These Procedures:

The School is always anxious to refine and improve these procedures.  Should staff have any suggestions for doing so 

or identify any deficits in our practice, they should notify Mr Brookes or Mr Darke. 

10. Out Of Hours:

It is the responsibility of the event co-ordinator for other lettings, to inform their visitors of the appropriate procedures, to 

register their visitors and to liaise with the Site Staff on duty about safety before allowing re-entry to the building.
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 Locations of Form Groups: 
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Responsibilities of Staff: 

Who Task Assemble Registered by: Give clearance or 

report problems to: 

Form Tutors Stand with form until Attendance Officer brings register. Register form.  

Monitor pupil conduct.  Register any forms nearby whose Form Tutor 

is absent. 

At form assembly 

point 

Head of Key Stages or 

Head of Primary or 

Secondary 

NQTs, GTPs & ITT 

Students 

Stand with designated form and assist or deputise for the Form Tutor 

or any missing form tutors. 

At form assembly 

point 

Head of Secondary 

Teachers without forms Proceed immediately to assembly point. Assembly Point 

Supply Staff & Cover 

Supervisors 

Escort students to the assembly point then report to Cover Supervisor Assembly Point 

Receptionists Take the visitors’ book to the assembly point and try to account for all 

visitors. 

Assembly Point 

All Teaching Assistants Proceed immediately to assembly point. Assembly Point Jemini Balshood 

Science Technician & 

support staff 

Proceed immediately to assembly point. Assembly Point Head of Science 

Faculty 

IT staff Proceed immediately to assembly point. Assembly Point 

Catering Staff & Dinner 

ladies 

Follow safety procedures set by Catering Manager.  Assembly Point 

Receptionist Call the Fire Brigade. Remain in Reception. Evacuate immediately if 

there is any smoke.   Take the signing in book for Supply Staff and try 

to account for all Cover Supervisors 

Assembly Point 

Fire Marshalls Carry out tasks as set out in the separate Fire Marshalls’ procedure. Assembly Point 

Business Manager To co-ordinate Site Staff from the alarm panel to identify if there is a 

real fire, to alert Reception accordingly, or to give the all-clear.  To 

liaise with the Head teacher. Reset the alarms. To liaise by radio with 

Mr Lawrence ensuring that the Executive Head teacher is kept 

informed of the current status & when clearance is received etc. 

Assembly Point 

Site Staff To look for signs of fire and give the alert or all-clear to Mr Darke. 

To tackle minor fires.  
Assembly Point 

The Executive Head teacher and Deputies will jointly co-ordinate the process and will make decisions on any action to be taken to address problems 

identified in the process of registering staff and students.






