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Clarendon Cottage Prep School Risk Assessment Policy

This policy applies to the whole school, including the EYFS

 Introduction

Clarendon Cottage Prep School is fully committed to promoting the safety and welfare of all in our community so that effective education can take place. A risk assessment is an important tool in protecting employees and customers, by analysing hazards and identifying risk reduction measures. The law requires that everything ‘reasonably practicable’ is done to protect people from harm. Risks are inherent in everyday life. It helps to focus on the risks that really matter in the workplace – the ones with the potential to cause real harm. In many instances, straightforward measures can be effective in controlling risks. Our pupils need to be educated into how to cope safely with risk.

 Aims and Objectives

To ensure that staff understand the process of risk assessment and how it can be integrated into effective management practices.

What is a Risk Assessment?

A Risk Assessment is a tool for conducting a formal examination of the harm or hazard to people (or an organisation) that could result from a particular activity or situation.
· A hazard is something with the potential to cause harm (e.g. fire).
· A risk is an evaluation f the probability (or likelihood) of the hazard occurring (e.g. a chip pan will catch fire if left unattended).
· A Risk Assessment is the resulting assessment of the severity of the outcome (e.g. loss of life, destruction of property).
· Risk control measures are the measures and procedures that are put in place in order to minimise the consequences of unfettered risk (e.g. staff training, clear work procedures, heat detectors, fire alarms, fire practices, gas and electrical shut down points and insurance). 

Accidents and injuries can ruin lives, damage reputations and cost money. Apart from being a legal requirement, risk assessments therefore make good sense, focusing on prevention, rather than reacting when things go wrong. In many cases simple measures are very effective and not costly. 

Risk Assessments need reviewing and updating regularly. We review and update our Risk Assessments systematically every 2 years – unless cause to revisit the Risk Assessment sooner (e.g. practices changed, result of an incident). At Clarendon Cottage Prep School we are very aware that all staff and pupils need to receive training. A ‘library’ of Risk Assessments is maintained by the school office for staff to refer to and use for themselves. The school is responsible for keeping records of staff training. Staff are trained to complete Risk Assessments at a suitable experience. Until then they will be completed in partnership with a member of the Health & Safety Committee. 

What Areas Require Risk Assessment?

There are numerous activities carried out in Clarendon Cottage Prep School, each of which requires a separate Risk Assessment. The most important of these cover:
· Fire Safety and Procedures
· Educational Visits and Trips
But Risk Assessments are also needed for many other areas, including:
· Practical learning – Science, DT, Art, Dance, Drama, Physical Education, Forest School etc.
· EYFS – where the age and development of the children must be taken fully into account.
· Staff protocols around school.

To help us carry out effective Risk Assessments, and assess all risks adequately, we make specific Risk Assessments and ‘Trip Packs’ for our educational activities and visits.

Pastoral

The focus of our Pastoral Care Policy is to ensure that every pupil leaves as a confident, articulate young person capable of keeping themselves safe. Our PSHCE programme and assemblies are directed towards promoting an increasing understanding as the pupils develop, of the risks that exist in both the real and electronic worlds, and on sensible precautions that should be taken. 

Ongoing Pastoral Care: Discussion of individual pupils forms a core of staff meetings; this information ins minuted and share with staff.
Safeguarding Issues: Records of concern are in place to identify children at risk beyond the environs of school.
Anti-Bullying: Clarendon Cottage Prep School follows a clear Anti-Bullying Policy, of which all staff are made aware. Clarendon Cottage Prep School keeps a central record of alleged bullying and actions taken. 

Medical and First Aid

The Health and Safety representatives maintain Risk Assessments for first aid and all other treatments and procedures. Accident forms are maintained and the H&S representatives are responsible for ensuring that accident reports are passed to the relevant person(s).

Clarendon Cottage Prep School’s separate Meeting Medical Needs Policy explains the procedures that we would follow in the event of a medical emergency. The Health & Safety representatives are responsible for ensuring the reporting of any notifiable accident that occurs on school premises to a pupil, a member of staff, parent, visitor or contractor to the HSE in accordance with the Reporting of Injuries Diseases and Dangerous Occurrence Regulations (RIDDOR). 

Unsupervised Access by Pupils

We ensure that pupils understand why they do not have unsupervised access to potentially dangerous areas, notable specialist teaching areas and administrative areas of school.

All flammables are kept securely locked. Pupils do not have access to the Maintenance and Catering areas of Clarendon Cottage Prep School.

Safeguarding

Our Safeguarding Policies and training for all staff form the core of our Safeguarding risk management. Safer recruitment polices and procedures ensure that Clarendon Cottage Prep School is not exposed to the risk of employing staff who are barred from working with children and are not allowed to work in the UK. 

Support Areas

Catering and Cleaning: Risk Assessments and training are required for every item of catering and cleaning equipment, as well as for manual handling, slips and trips and the control of substances hazardous to health (COSHH). Induction and refresher training covers risk assessments, protective equipment and safety notices. 
Site Maintenance and Security: Risk Assessments cover rooms with a greater level of hazard; Risk Assessments are in place for manual handling, slips and trips, working at height, long working, control of contractors on site, electricity, gas, water and the control of substances hazardous to health (COSHH). Training is given to minimise the risk of both fire and security by adhering to good practice. 

Specialist Risk Assessment

The  Health and Safety representatives arrange for specialist to carry out and/or inform school of the necessary details for the following Risk Assessments on a periodic basis.
· Fire Safety
· Asbestos
· Legionella
· Gas Safety
· Electrical Safety
EYFS

Clarendon Cottage Prep School has arrangements in place to carry out daily checks of the indoor and outdoor areas used by EYFS pupils e.g. checking for broken resources, checking that the toileting facilities are clean, checking adequate cleaning resources are available and safely stored, exits are kept clear, hygiene and cleanliness of resources and rooms. 

Arrangements for Applying the Policy

• Staff (in conjunction with the H&S representatives) will ensure that suitable / sufficient risk assessments are carried out for all tasks, activities, locations and work activities that present a significant hazard in their area(s) of responsibility.
• Staff must plan, co-ordinate and monitor how risk assessments will be managed locally. Actions must include the following:-
a. Establishing the activities/tasks/locations/work equipment to be assessed;
b. Identifying competent people to carry out the assessments;
c. Defining the system to manage completed assessments, any associated actions, communication and review;
d. Establish communication and information sharing for the outcomes of the risk assessment with all staff and others who may be affected by the risk;
e. To involve staff and their representatives in assessing the risks;
f. Refer risks to the head teacher

Employees are required to:-
• Be aware of risk assessment and control measures for their area of work;
• Co-operate with and engage in the risk assessment process;
• Use and comply with control measures implemented to ensure the health and safety of themselves or others; and
• Report any workplace hazards or concerns regarding health and safety of themselves or others.
• Carry out “on the spot” (dynamic) risk assessments within the context of their own competencies and in consultation with others, as situations arise. (see section 1c and Glossary of Terms)

Procedure

1.Stages of Risk Assessment

a) Identify the hazards
Staff will identify all the hazards associated with their area of responsibility that could reasonably be expected to cause harm. Hazards can be identified by:
· Observing the task or area;
· Referring to available guidance and information about best practice;
· Looking at accident and ill-health records;
· Checking manufacturers’ instructions or data sheets;
· Asking staff for their views.

b) Decide who might be harmed and how

For each hazard the groups of people who might be harmed and how must be identified. The groups of people to be considered include:
Staff with particular requirements e.g. new and young workers, people with disabilities, new or expectant mothers; Cleaners, visitors, contractors, maintenance workers who may not be in the workplace all the time; Members of the public, service users, pupils; and Shared workplaces – how the work affects others and the risks to staff from those who share the workplace.

c) Evaluate/assess the risks and decide on the precautions to control the risks

Evaluating/Assessing the risk

For each hazard identified the level of risk must be evaluated (High/Medium/Low). This evaluation may include the level of harm presented by the hazard, the number of people involved, and the likelihood of the harm occurring.
Once the level of risk is established the head must consider what control measures are already in place and what actions are already being taken to reduce the risk, consider whether these are suitable and sufficient and whether further control measures are required.

Controlling the Risk

When controlling risks the following principles should be applied, where possible in the following order:
· Eliminate the hazard altogether;
· Substitution by something less hazardous or risk;
· Prevent access to the hazard e.g. by guarding
· Organise work to reduce exposure to the hazard e.g. putting barriers between children and the risk area
· Create safe methods of work and safe systems of work designed to reduce the risk
· Provide suitable information, instruction and training
· Ensure appropriate supervision.

Considering What Happens if the Risk Occurs

Staff need to have pre-planned what the next steps would be should the risk occur and ensure it is well documented with all necessary steps and information. 

Dynamic Risk Assessment

On rare occasions there may be a need for staff to undertake a Dynamic Risk Assessment. In these circumstances staff must work within the context of their own competencies and in consultation with others where possible. The need for a dynamic risk assessment may arise when an unforeseen event occurs and a previously unidentified risk becomes apparent.
Once the dynamic risk assessment has been taken place, a formal written risk assessment record must be made of this as soon as is reasonably practicable after the event.

d) Record and implement findings

General Risk Assessments
Assessments of processes or areas rather than an individual person should be recorded on a General Risk Assessment Form (see Appendix 1)

e) Review
The members of the health and safety committee should review assessments;
· At least bi-annually
· Following a significant change and/or
· If there is reason to suspect it is no longer valid e.g. after an accident, ill-health incident, violent incidence or malfunction has occurred.

2. Generic Risk Assessments
Some generic risk assessments are available to assist staff in the risk assessment process, for example school trips These assessments must be:-
· Amended to reflect the workplace arrangements and any additional identified risks;
· checked by the head;
· Monitored and reviewed at appropriate intervals.

3. Communication
The head shall ensure that the persons at risk are provided with comprehensive and relevant information on the identified risks and the preventive and protective control measures. Everyone should understand what they must do and why. Where necessary, job safety instructions should be issued to individual employees and appropriate training provided.

4.  Legislative Framework
· The Health and Safety at Work Act
· Management of Health and Safety at Work Regulations

5. Further advice and Information :Health and Safety Executive (HSE): www.hse.gov.uk/


Appendix 1 Blank Risk Assessment Form
Clarendon Cottage Schools Ltd				Risk Assessment Record							
	Assessor: 
	Assessment:

	Activity 
	Location: 
	Review Date: 


	
	THOSE AFFECTED

	A. Employees
	B. Members of The Public
	C. Adjacent Workers
	D. Children/Young Persons
	E. Contractors
	F. Visitors

	Others (state)
	


	
	HAZARDS
	Those 
Affected
	HAZARDS
	Those 
Affected
	HAZARDS
	Those
Affected
	HAZARDS
	Those 
Affected
	HAZARDS
	Those 
Affected

	Falling
	
	
	Fire + explosion
	
	
	Friction or abrasion
	
	
	Ejection of Objects
	
	
	Radiation
	
	

	Falling objects
	
	
	Substances
	
	
	Shearing
	
	
	Confined space
	
	
	Dust/fume
	
	

	Vehicles
	
	
	Access/Egress
	
	
	Entanglement
	
	
	Manual handling
	
	
	Water/Drowning
	
	

	Noise
	
	
	Slips/trips
	
	
	Puncture/Stabbing
	
	
	Lighting
	
	
	Others (state below)
	
	

	Electricity
	
	
	Crushing
	
	
	Severing or Cutting
	
	
	Temperature
	
	
	Violence
	
	

	Vibration
	
	
	Trapping
	
	
	Ejection of fluid
	
	
	Weather
	
	
	
	
	


	D
	HAZARDS
(as identified above)
	Existing Control Measures
(e.g. design, guarding; procedures; training; PTW; PPE; signs etc.)
	Risk
H,M,L
	Additional Control measures to Reduce the Risk
(E.g. elimination; alternative methods; additional guarding; design changes; additional procedures; increased supervision to monitor controls; PPE , additional training etc.)
	Completion date
	Residual Risk
H, M, L

	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




	HAZARDS
(as identified above)
	Existing Control Measures
(e.g. design, guarding; procedures; training; PTW; PPE; signs etc.)
	Risk
H,M,L
	Additional Control measures to Reduce the Risk
(E.g. elimination; alternative methods; additional guarding; design changes; additional procedures; increased supervision to monitor controls; PPE etc.)
	Completion
 Date
	Residual Risk
H, M L

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Any Additional Comments/Observations

	



0

Appendix 2 Glossary of Terms

Risk Assessment
A careful examination of what, in the workplace, could cause harm to people so that a decision can be made as to whether there are enough precautions in place or more should be done to prevent harm.

Hazard
Anything that has the potential to cause harm, such as chemicals, electricity, working from ladders, an open drawer etc.

Risk
Is the chance, high, medium or low that somebody could be harmed by the hazard, together with an indication of how serious the harm could be.

Harm
Is the actual injury or ill-health suffered by those exposed to the hazard?

Dynamic Risk Assessments
A risk assessment which takes place during work in progress as a need arises (“on the spot”). In these circumstances a previously prepared risk assessment may not be in place as the situation has not been previously foreseeable. Once the dynamic risk assessment has been taken place, a formal written risk assessment must be made of this as soon as is reasonably practicable after the event
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