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Business Continuity Plan (BCP) Readiness Questionnaire for High Schools
What is Business Continuity?
Business Continuity is a leadership responsibility to actively identify threats to the smooth operation of a business and prepare plans to:
· Reduce the likelihood of a major disruption; and
· Respond effectively to an emergency should one occur.
This can be guided by a BCP Questionnaire
For a Kenyan High school, a Business Continuity Plan (BCP) questionnaire should assess the school's preparedness to continue teaching, protect students and staff, and recover from disruptions such as fire, floods, disease outbreaks, cyber incidents, security threats, utility failures, and industrial action.
About this questionnaire
This questionnaire has 13 sections covering the main areas of a school’s operations. It is designed to help school leaders assess readiness, identify gaps, prioritise improvements, and document practical actions for strengthening continuity. 
	How to complete the questionnaire

	Step
	Instruction

	1
	Complete all school profile details before answering the readiness questions.

	2
	Tick one response where options are provided and add short notes where a gap or risk needs explanation.

	3
	Use the overall readiness section to summarise the school’s position and identify priority actions.


SECTION A: SCHOOL PROFILE
	Item
	Details

	School Name
	

	County
	

	Type of School
	□ National  □ Extra County  □ County  □ Sub-County

	Boarding Status
	□ Boarding  □ Day  □ Mixed

	Student Population
	

	Teaching Staff
	

	Non-Teaching Staff
	

	Principal’s Name
	

	Contact Details
	Phone:                                   Email: 



SECTION B: GOVERNANCE AND POLICY
1. Does the school have a documented Business Continuity Plan?
· Yes
· No
2. When was the BCP last reviewed?
3. Is there a designated Business Continuity Coordinator?
· Yes
· No
4. How frequently does the Board of Management (BoM) review continuity and emergency preparedness matters?
· Quarterly
· Annually
· Not at all
5. Does the school maintain an emergency response committee?
· Yes
· No

SECTION C: RISK ASSESSMENT
Please indicate the likely impact of each risk on daily school operations. Tick one box per risk and use the results to identify the highest-priority risks for action.
	Risk
	Low
	Medium
	High

	Fire
	□
	□
	□

	Flooding
	□
	□
	□

	Disease outbreak
	□
	□
	□

	Student unrest
	□
	□
	□

	Terrorism/security threats
	□
	□
	□

	Power outage
	□
	□
	□

	Water shortage
	□
	□
	□

	Cyber attack
	□
	□
	□

	Staff strike
	□
	□
	□

	Food supply disruption
	□
	□
	□

	Transport disruption
	□
	□
	□

	Data protection breaches
	□
	□
	□



1. List the school’s top five risks based on the ratings above and note the immediate control or action required:
	
	Risk 
	Action 
	Owner

	a
	
	
	

	b
	
	
	

	c
	
	
	

	d
	
	
	

	e
	
	
	




SECTION D: CRITICAL FUNCTIONS
1. Which functions must continue during a disruption?
	Function
	Critical? (Y/N)

	Teaching and learning
	

	Student accommodation
	

	School feeding
	

	Security services
	

	Health services
	

	ICT systems
	

	Examinations
	

	Transport
	

	Financial management
	



2. What is the maximum acceptable downtime for learning activities:
· Less than 24 hours
· 1–3 days
· More than 3 days

SECTION E: PEOPLE AND SAFETY
1. Are emergency evacuation procedures documented?
· Yes
· No
2. Are evacuation maps displayed?
· Yes
· No
3. Are fire drills conducted?
· Monthly
· Termly
· Annually
· Never
4. Are first aid kits available and adequately stocked?
· Yes
· No
5. Number of trained first aiders:
6. Does the school have arrangements with nearby health facilities?
· Yes
· No
7. Name of partner health facility:

8. Are the people in the school insured? – Students, teachers, non-teaching staff?
□Yes
□Partially
□No

SECTION F: INFRASTRUCTURE AND UTILITIES
1. Does the school have:
· Fire extinguishers? Yes/No
· Fire alarms? Yes/No
· Smoke detectors? Yes/No
· CCTV? Yes/No
· Backup generator? Yes/No
· Water storage facilities? Yes/No
2. How long can the school operate without:
· Electricity: _______
· Water: _______
· Internet: _______
3. Are key facilities insured?
· Buildings
· Vehicles
· Computers
· Laboratory Equipment

SECTION G: ICT AND DATA MANAGEMENT
1. Does the school use electronic student records?
· Yes
· No
2. Are data backups performed?
· Daily
· Weekly
· Monthly
· Never
3. Where are backups stored?
· Cloud
· External Drives
· Off-site
· Other
4. Does the school have cybersecurity controls?
· Antivirus
· Firewall
· Password Policy
· User Access Controls
5. Has the school experienced a cyber incident in the last 24 months?
· Yes
· No
6. Does the school have a consent seeking mechanism for using student or teacher data? 
· Yes
· No

SECTION H: TEACHING CONTINUITY
1. Can learning continue remotely during disruptions?
· Yes
· No
2. Available platforms:
· Google Classroom
· Microsoft Teams
· Moodle
· WhatsApp
· Other
3. Percentage of students with access to online learning:
_____ %
4. Are examination records backed up?
· Yes
· No


SECTION I: SUPPLY CHAIN AND SERVICE PROVIDERS
1. Does the school maintain a list of critical suppliers?
· Yes
· No
2. Are alternative suppliers identified for:
· Food supplies
· Fuel
· Water
· ICT services
· Security services
3. Have supplier disruptions occurred in the last two years?
· Yes
· No

SECTION J: CRISIS COMMUNICATION
1. Does the school have a crisis communication plan?
· Yes
· No
2. Communication channels used:
· SMS
· Email
· Parent Portal
· WhatsApp
· Social Media
· Radio
3. Is there a parent emergency contact database?
· Yes
· No
4. Is the database updated regularly?
· Yes
· No

SECTION K: TRAINING AND TESTING
1. Has the BCP been tested within the last 12 months?
· Yes
· No
2. Number of emergency exercises conducted in the past year:
3. Have staff received BCP training?
· Yes
· No
4. Have students received emergency preparedness training?
· Yes
· No

SECTION L: INSURANCE AND FINANCIAL RESILIENCE
1. Does the school maintain:
· Fire Insurance
· Property Insurance
· Public Liability Insurance
· Motor Insurance
· Group Personal Accident Cover
2. Does the school maintain an emergency reserve fund?
· Yes
· No
3. Estimated reserve available for emergencies:
KShs. ____________________

SECTION M: OVERALL READINESS ASSESSMENT
Rate the school's preparedness:
	Area
	Poor
	Fair
	Good
	Excellent

	Governance
	□
	□
	□
	□

	Risk Management
	□
	□
	□
	□

	Emergency Response
	□
	□
	□
	□

	ICT Resilience
	□
	□
	□
	□

	Learning Continuity
	□
	□
	□
	□

	Communications
	□
	□
	□
	□

	Insurance Coverage
	□
	□
	□
	□



Key Improvement Action Plan
	Priority
	Improvement Action
	Responsible Person
	Target Date
	Status

	1
	
	
	
	□ Not started □ Ongoing □ Done

	2
	
	
	
	□ Not started □ Ongoing □ Done

	3
	
	
	
	□ Not started □ Ongoing □ Done

	4
	
	
	
	□ Not started □ Ongoing □ Done

	5
	
	
	
	□ Not started □ Ongoing □ Done



Completed by: __________________________
Designation: ___________________________
Date: _________________________________
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