	RISK ASSESSMENT FOR:


	Storing Files Offsite
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	Establishment:

Bilingual Day Nursery
	Assessment by:

Rachel Barsby-Robinson
	Date: 04/03/19
	


	Hazard / Risk


	Who is at Risk?


	How can the hazards cause harm?


	Normal Control Measures


	Are Normal Control Measures Y/N/NA
	Risk Level (L/M/H/VH)

	
	
	
	
	In Place
	Adequate
	

	Files damaged or lost in transport, car accident
	Children and Staff whom have a name visible in the files
	Sensitive data could be leaked or shared with people who should not have access. Personal data breaches would breach our compliance with GDPR. Children who are high risk such as adopted may have information released which could be harmful to their wellbeing and safety. Previous staff members could have employment history released or shared.
	· The address of the premises is approximately 0.8 miles from the site of the nursery
· The files will be driven in a car by the nursery manager or deputy manager and met at the new premises by one of the directors.

· They will ensure that their car remains locked at all times when the files are inside the car

· The files will be stored in boxes that are discreet and do not reveal any information on the outside of them
· The person driving with the files will drive safely and the speed limit which is 30mph. 

· All files will be taken in one trip to avoid excess time on the road and the files being outside of a locked cupboard thus minimising the risk.
	Yes
	Yes
	L

	Files accessed by someone who shouldn’t have access or files stolen
	Children and Staff (and their families) whom have a name visible in the files
	Sensitive data could be leaked or shared with people who should not have access. Personal data breaches would breach our compliance with GDPR. Children who are high risk such as adopted may have information released which could be harmful to their wellbeing and safety. Previous staff members could have employment history released or shared.
	· The cupboard remains locked at all times
· Only nursery directors have keys

· The building has an intruder alarm and CCTV in operation 24/7

· The files will be stored in discreet boxes
	yes
	yes
	L

	Files damaged by fire or flood
	Children and Staff
	Lost data
	· Fire extinguishers are maintained to good standards

· Smoke and fire alarms are in good working order

· There are no natural water sites nearby and the closest river is many miles away therefore flood risk is low. 


	yes
	yes
	L

	Other Considerations
	

	
	
	Which records we will keep off premises?
	2018 Registers for Staff and Children

Files on previous members of staff (2018)

Recruitment history for 2018- CV’s, interview results etc

Accident forms for 2018

Daily risk assessments from 2018.


	
	
	

	
	
	How are they  kept confidential?
	The cupboard in which they will be kept is in a building owned by the other directors of the nursery (Kerry Barsby and Stacey Barsby) relating to their other companies Primary PPA Cover LTD and Clubs Complete LTD. They are the only 2 key holders of the cupboard. The building has a full alarm system and also CCTV cameras and cannot be accessed by anyone else other than their employees. 


	
	
	

	
	
	Risk assess storage and transport
	As above


	
	
	

	
	
	How ensure accessible to only those who have a right or need to see them
	The only people with keys to the cupboard are the Nursery Directors. They will not share the keys nor grant access to any other individual than the nursery manager or deputy manager when requested.


	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Additional Control Measures

(to take account of local/individual circumstances including changes such as working practices, equipment, staffing levels).
	Action by Whom

(list the name of the person/people who have been designated to conduct actions)
	Action by When

(set timescales for the completion of the actions – remember to prioritise them)
	Action Completed

(record the actual date of completion for each action listed)
	Residual Risk Rating

	N/A
	Rachel or Charlotte will move the data.
	N/A
	
	L

	DATE OF REVIEW:

Record actual date of review
04/03/2019
	COMMENTS:

To be reassessed as and when more data needs to be moved.

	DATE OF

REVIEW:

30/09/2020
	COMMENTS:

	DATE OF

REVIEW:


	COMMENTS:


	RESIDUAL RISK RATING
	ACTION REQUIRED

	VERY HIGH (VH) Strong likelihood of fatality / serious injury occurring
	The activity must not take place at all. 

You must identify further controls to reduce the risk rating.

	HIGH (H) Possibility of fatality/serious injury occurring
	You must identify further controls to reduce the risk rating.

Seek further advice, e.g. from your H&S Team

	MEDIUM (M) Possibility of significant injury or over 3 day absence occurring
	If it is not possible to lower risk further, you will need to consider the risk against the benefit. Monitor risk assessments at this rating more regularly and closely.

	LOW (L) Possibility of minor injury only
	No further action required.


