
In the dynamic environment of school districts, having a robust Business Continuity Plan (BCP) is essential. 
This guide provides a structured template to help you safeguard critical processes, ensuring uninterrupted 
operations during disruptions. 
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Critical Processes
Education

• Objective: Ensure continuous education for students.
• Description: This critical process focuses on maintaining the teaching and learning activities  

within the school district. Evaluate the impact on education for different durations and set  
recovery objectives accordingly.

Extra-Curricular
• Objective: Sustain extra-curricular activities.
• Description: Beyond traditional education, extra-curricular activities contribute significantly to 

student development. This process ensures the continuity of sports, arts, and other enrichment 
programs.

Fiscal
• Objective: Manage fiscal responsibilities.
• Description: Covering payroll, accounting, and inventory, this process ensures the financial stability 

of the school district. Assess the impact on fiscal processes and set realistic recovery objectives.

Administration
• Objective: Ensure effective administrative operations.
• Description: Administering effective communication with parents, managing staff, and other 

administrative tasks are crucial. This process outlines recovery objectives and responsibilities  
for smooth administration.

Student Information Systems
• Objective: Maintain Gradebook systems.
• Description: Gradebook systems are integral to academic tracking. This process ensures their 

continuous operation by defining recovery objectives, responsibilities, and dependencies.

Human Needs
• Objective: Address human needs for the school community.
• Description: Covering cafeteria services, HVAC, water, power, security  

systems, and community support, this process is vital for the well-being  
of the school community during disruptions.
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Business Continuity Plan Guidelines
Each Critical Process should have the following documented.

Business Impact Assessment
• Assess the impact on each critical process for durations ranging 

from one day to beyond a month.

Business Recovery Objectives
• Define recovery objectives for each critical process within 

specific time frames.

Personnel Responsible for Process
• Clearly identify individuals responsible for each critical process.

Instructions for Completing Process
• Provide detailed instructions for executing each critical process 

or specify where to find them.

Requirements (Non-IT)
• Document non-IT requirements essential for executing  

each process.

Dependencies (IT)
• Outline IT dependencies crucial for successful process execution.

Vendor or Other Resources Required
• Specify any external resources or vendors necessary for  

each process.

Plan Actions
• Enumerate actions to ensure the continuity of each  

critical process.

Resource Constraints/Personnel Dependencies
• Identify any constraints or dependencies related to resources 

and personnel.

Empower your school district with a resilient Business Continuity Plan. 
Download the complete template to fortify your operations and ensure 
the uninterrupted education and well-being of your school community.
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