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Key

Likelihood relates to the likelihood of the situation arising and can be rated as Red = Likely Amber = Possible and Green = Unlikely.

Impact relates to the impact on your ability to maintain your business and care if that situation did arise. Again Red = High impact, Amber =
Medium level impact and Green = Little or no impact.

Flu and other
viral
infections

Potential for staff
shortages due to illness

Plan how to manage prolonged staff
shortages

Offer online learning if too few staff
available

Directors

ongoing

Data sharing,

Potential for data transfer

¢ Proton drive is very secure so data

breach very unlikely

o Transfer of data via encrypted links via

proton drive

2 lockable cabinets in a locked studio
space store paper copies of documents
and additional data on staff and clients.
The key is held by directors only.

Directors

Ongoing

processing or access to be
and access interrupted.
Potential for data to be
corrupted or breached.
IT failure Potential loss of access

to client data

Potential loss of data on
staffing, salaries,
suppliers etc

e Data stored on shared proton drive

¢ |dentify essential information required

and paper copies to back up

e External hard drive backs up

information

Directors

Ongoing
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¢ Update records of clients with paper
copies and upload to system when on
line again
Severe Potential travel problems « Communicate with team when weather | D"eCtors | ongoing
adverse for staff resulting in staff warnings are given
weather shortages ¢ Communicate with parents/carers and
schools about transport for pupils
e Set up online learning online therapy or
phone therapy as appropriate to the
needs of the learners
Severe Potential staff shortages ¢ Train staff to identify illness that could Directors | ongoing
heatwave due to health problems be caused by heat, and how to support
themselves and clients
e Ensure sessions offer shade, sun
cream is used and there is plenty of
water available for staff and learners.
Major local Major disruption to Location of halls a usually rural and Directors | ongoing
incident (eg service (e.g. staff unable would be unlikely targets for terrorism.
terrorist to travel, utilities However staff should receive alerts on
attack, civil restricted, need to their phone and follow instructions form
disturbance, evacuate) police and emergency services.
Iancc::l;:::?)l Communication directly with the
Directors who will in turn keep parents
and carers informed of the situation.
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Staff to have contact numbers securely
on their phones

o If temperature is outside of 15-24
degrees Celsius for prolonged time then
learners should go home. Taxis/
transport arrangements must be made.

Utility failure | Potential significant
disruption in services —
eg no heating

equipment y

problems

Directors

ongoing

¢ Risk assessments of the buildings used
are carried out prior to starting work
there. A dynamic risk assessment is
carried out at the start of each daily
session and is a risk is noted that
cannot be mitigated or made safe then
the session will be cancelled. This will
be reported to the booking clerk for the
hall. Another venue will be sought if the
issue is not rectified in a shot length of
time.

Fuel shortage

Potential staff shortages
due to restricted travel

Potential disruption of
heating or cooking
facilities

Directors

ongoing

o Ensure all staff and learners bring
packed lunch.

Postpone addition training

Use online tech for sessions if
appropriate

Directors

ongoing
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Recruitment |Potential for disruption
and retention |caused by departure of
staff and/or difficulty in
recruitment or retention.

Identify critical staffing levels,
understand individual staffing
restrictions and ensure necessary
contact details are in one place.

Directors | ongoing

Important not to offer places to expand
the business until experienced well
qualified staff are in place.

Directors | ongoing

Financial Potential for provider Review finances, including projections,
problems failure and service regularly and realistically.
I
closure Regular discussions with Accountant
for business support and financial
planning
¢ Implement use of ‘Quick Books’ to
ensure up to date information on
financing and to chase unpaid
invoices by Local Authorities
If this arises recommendations to local
authorities and schools are made.
Quality Potential for service Carry out regular internal checks to Directors | ongoing
problems closure by Local identify quality issues early.
Authority, Ofsted or N .
directors Review internal audit/health check

procedures and ensure staff aware of
how to report and manage concerns.
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Potential for reputational
damage resulting in loss
of staff and income

Ensure process for seeking early
support is clear

Review comments and complaints to
identify and prevent quality problems
from developing.

Develop open relationship with LADO
and schools and other professionals

Develop clear and open process for
responding to concerns in a managed
and sensitive way.

o Ensure safer recruitment
protocols followed correctly
Regular staff training and debrief
Ensure understanding and compliance
with Safeguarding policy
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Action log
Feb 2025 Meeting with accountant — recommendation to use Quick Books to maintain up to date knowledge of financial
situation
October 2025 New Administrator in post




