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1. Aims 
The school aims to ensure that: 

 All risks that may cause injury or harm to staff, pupils and visitors are identified, and all control measures 
that are reasonably practicable are in place to avoid injury or harm 

 Risk assessments are conducted and reviewed on a regular basis 

 
2. Legislation and statutory requirements 
This policy is based on the following legislation and Department for Education (DfE) guidance:  

 Regulations 3 and 16 of The Management of Health and Safety at Work Regulations 1999 require employers 
to assess risks to the health and safety of their employees 

 Regulation 4 of The Control of Asbestos Regulations 2012 requires that employers carry out an asbestos risk 
assessment 

 Employers must assess the risk to workers from substances hazardous to health under regulation 6 of The 
Control of Substances Hazardous to Health Regulations 2002 

 Under regulation 2 of The Health and Safety (Display Screen Equipment) Regulations 1992, employers must 
assess the health and safety risks that display screen equipment pose to staff 

 Regulation 9 of The Regulatory Reform (Fire Safety) Order 2005 says that fire risks must be assessed 

 Regulation 4 of The Manual Handling Operations Regulations 1992 requires employers to conduct a risk 
assessment for manual handling operations 

 The Work at Height Regulations 2005 say that employers must conduct a risk assessment to help them 
identify the measures needed to ensure that work at height is carried out safely 

 DfE guidance on first aid in schools says schools must carry out a risk assessment to determine what first aid 
provision is needed 

 DfE guidance on the prevent duty states that schools are expected to assess the risk of pupils being drawn 
into terrorism 

 The Health and Safety Executive (HSE) say schools that manage their own pools must conduct a risk 
assessment 

A table of all the risk assessments schools are required to have in place can be found in appendix 1 of this policy.  

  

http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2012/632/regulation/4/made
http://www.legislation.gov.uk/uksi/2002/2677/regulation/6/made
http://www.legislation.gov.uk/uksi/2002/2677/regulation/6/made
http://www.legislation.gov.uk/uksi/1992/2792/regulation/2/made
http://www.legislation.gov.uk/uksi/2005/1541/article/9/made
http://www.legislation.gov.uk/uksi/1992/2793/regulation/4/made
http://www.legislation.gov.uk/uksi/2005/735/regulation/6/made
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/306370/guidance_on_first_aid_for_schools.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/3799_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf
http://www.hse.gov.uk/entertainment/leisure/swimming-pool.htm
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3. Definitions 

Risk assessment A tool for examining the hazards linked to a particular activity or situation, 

and establishing whether enough precautions have been taken in order to 

prevent harm from them based on their likelihood and their potential to 

cause harm 

Hazard Something with the potential to cause harm to people, such as chemicals or 

working from height 

Risk The chance (high or low) that people could be harmed by hazards, together 

with an indication of how serious the harm could be 

Control measure Action taken to prevent people being harmed 

 
4. Roles and responsibilities 
 

4.1 The local authority and governing board 

Surrey County Council has ultimate responsibility for health and safety matters in the school, but delegates 

responsibility for the strategic management of such matters to the school’s governing board. 

The governing board delegates operational matters and day-to-day tasks to the headteacher and staff members. 

Surrey County Council, as the employer, has a duty to: 

 Assess the risks to staff and others affected by school activities in order to identify and introduce the health 
and safety measures necessary to manage the risks 

 Inform employees about risks and the measures in place to manage them 

 

4.2 The headteacher 

The headteacher, or in the headteacher’s absence the School Business Manager (SBM), is responsible for ensuring 

that all risk assessments are completed and reviewed. 

 

4.3 School staff and volunteers 

School staff are responsible for: 

 Assisting with, and participating in, risk assessment processes, as required 

 Familiarising themselves with risk assessments 

 Implementing control measures identified in risk assessments 

 Alerting the headteacher to any risks they find which need assessing 
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4.4 Pupils and parents 

Pupils and parents are responsible for following the school’s advice in relation to risks, on-site and off-site, and for 

reporting any hazards to a member of staff.  

 

4.5 Contractors 

Contractors are expected to provide evidence that they have adequately risk assessed all their planned work.  

 
5. Risk assessment process 
When assessing risks in the school, we will follow the process outlined below.  

We will also involve staff, where appropriate, to ensure that all possible hazards have been identified and to discuss 

control measures, following a risk assessment. 

 Step 1: identify hazards – we will consider activities, processes and substances within the school and establish 

what associated-hazards could injure or harm the health of staff, pupils and visitors. 

 Step 2: decide who may be harmed and how – for each hazard, we will establish who might be harmed, listing 

groups rather than individuals. We will bear in mind that some people will have special requirements, for 

instance pupils with special educational needs (SEN) and expectant mothers. We will then establish how these 

groups might be harmed. 

 Step 3: evaluate the risks and decide on control measures (reviewing existing ones as well) – we will establish 

the level of risk posed by each hazard and review existing control measures. We will balance the level of risk 

against the measures needed to control them and do everything that is reasonably practicable to protect people 

from harm.  

 Step 4: record significant findings – the findings from steps 1-3 will be written up and recorded in order to 

produce the risk assessment. A risk assessment template can be found in appendix 2 of this policy. 

 Step 5: review the assessment and update, as needed – we will review our risk assessments, as needed, and the 

following questions will be asked when doing so: 

o Have there been any significant changes? 
o Are there improvements that still need to be made? 
o Have staff or pupils spotted a problem? 
o Have we learnt anything from accidents or near misses? 

 Step 6: retaining risk assessments – risk assessments are retained for the 3 years after the length of time they 
apply. Risk assessments are securely disposed of. 

 
6. Monitoring arrangements 
Risk assessments are written as needed and reviewed by the Head Teacher 

This policy will be reviewed by the SBM every year and approved by the Resources Committee.  

 
7. Links with other policies 
This risk assessment policy links to the following policies: 

 Health and safety  

 First aid  

 Supporting pupils with medical conditions 

 Educational Visits 

 Finance  

 Fire   
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Appendix 1 – Policies required 
The following table lists the risk assessments that schools are required to have in place. 

Statutory or mandatory risk assessment  Completed by Date of review 

Health and safety    

Workers under the age of 18    

Asbestos    

Substances hazardous to health    

Display screen equipment    

Fire    

First aid    

Manual handling    

Working at height    

Children being drawn into terrorism     

Swimming pools (if applicable)    
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Appendix 2 – how to RATE RISK 

 

Introduction 

A written risk assessment is essentially a planning document. There is no specific layout for documents of 

this nature, but it is a legal duty to ensure that those involved in the task are made aware of your findings. 

In creating it you are asking yourself a series of key questions  

 What is the activity in hand? 

 What dangers/problems arise as a result of this? 

 Who will be affected if something goes wrong? 

 What is the likelihood of something going wrong? 

 How severe are the consequences of something going wrong? 

 What steps can we take to reduce the possibility of something going wrong? 

 What steps can we take to reduce the severity of the consequences if something goes 

wrong? 

 Are we prepared to accept the remaining risk? 

 

What dangers or problems arise as a result of this? 

In H&S terms, what you are now doing is identifying the hazards created by the task. When looking at the 

activity to spot hazards you need to bear in mind that a hazard is any situation with the potential to cause 

harm or danger!  

Essentially, there are two types of hazard: 

 unsafe conditions 

 unsafe acts (this also includes unsafe omissions, such as not wearing personal 

protective equipment (PPE). 

 

Who will be affected if something goes wrong? 

In a normal school situation, the groups of people who may be affected by activities are usually staff, 

students, contractors and visitors to the site. In relation to some school activities, such as noise levels 

during an outdoor event, you will also have to consider the impact on members of the public generally.  

There are also certain groups towards whom you are legally required to show special consideration when 

writing a risk assessment. These are: disabled (even those with temporary reduced mobility, such as a 

broken leg), expectant women and nursing mothers, children, and trainees or young people in the 

workplace 
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When hazard spotting, you should always look at the areas:  

 sources of motion 

 sources of extreme temperature 

 chemical exposure 

 harmful dusts 

 light radiation 

 possible falling objects or potential for dropping objects 

 sharp objects 

 sources of rolling or pinching objects 

 electrical hazards 

 layout and location of other workers. 

 

Draw up your table showing your Risk Assessment 

You have identified your task, the potential hazard and the persons at risk, you can now start to score your 

risk 

An example is shown below: 

 Task:    Manual Handling of Supplies 

 Potential hazard:   Strain to muscles, fractures to bones if objects       dropped, trips 

and falls 

 Persons at risk: Staff 

 

Classification for likelihood of harm 

Once the task, potential hazard and persons at risk have been identified you are now able to start scoring 

the task to find out the overall residual risk.  This is a Four part stage. 

Stage One 

At this stage, you are still looking at the worst-possible scenario, remember, you have NO controls in place 

at this stage. 

A practical way of considering the situation is to use the table for classification shown below.  

Likelihood of harm   

Very unlikely 1 

Unlikely 2 
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50/50 likelihood 3 

Likely 4 

Very likely 5 

        (Table 1) 

You will need to score your task and hazard against the table.  In the example case, with NO controls in 

place, this would mean that it would be very likely that there would be an accident – particularly if you are 

carrying a large load that obscures your vision up a flight of stairs, or along a busy corridor – and so you 

would rate this as a 5 (see table 1).  

 

Stage Two 

How severe are the consequences of something going wrong? 

When considering the consequences, you also need to consider the number of people involved who could 

be caused injury. In certain situations you may also need to think about whether or not there may be 

damage to items of equipment and to intangibles such as the school’s reputation. Again you are still looking 

at the worst-possible scenario (NO controls in place). 

Probable severity   

Trivial injury 1 

Minor injury 2 

Moderate injury 3 

Major injury 4 

Fatality 5 

       (Table 2) 

Considering the example again, an accident in these circumstances could result in a major injury or long-

term ill-health issues caused through muscular problems, thus giving a rating of 4 (see table 2).  

Stage Three 

Rating Risk 

A risk is the likelihood that the harm from a particular hazard is realised. Multiplying together the figures 

from the likelihood and the severity will give you the risk factor. At this stage, because you are looking at 

the worst-case scenario (No controls in place), it is normal to have a high-risk rating. 

Risk rating Score 

Low 1–8 

http://my.optimus-education.com/assessing-risk-making-your-school-safer
http://my.optimus-education.com/assessing-risk-making-your-school-safer
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Medium 9-17 

High 18-25 

       (Table 3) 

 

In the case of the example, we then multiply the results from Table 1 and table 2 which gives us a risk 

rating of 20, putting it in the high category (see table 3).  

Stage four 

Reducing the risk and severity of the consequences  

In an ideal world you’d want to get rid of all hazards from the workplace. However, this is not always 

practicable and so instead you should look at what steps you can take to control them and reduce them as 

far as possible. 

In terms of the example we could put the following controls in place to reduce the risk rating. 

Risk Applied to manual-handling example 

Seek a less risky option 

Use a flatbed or sack trolley to transport the boxes 

rather than carry them by hand. This would reduce the 

risk of vision being obscured by the load. It will also 

reduce the risk of the load being dropped. 

Offer training 

If a trolley cannot be used, then providing training in 

correct manual-handling techniques will reduce the 

possibility of people straining themselves and also 

reduce the risk of the load being dropped. 

Look at the work layout 

Bending and stooping to lift the boxes can create strains 

and piling heavy boxes at head height and above can 

also lead to muscular strains and unsafe storage as 

items may well fall. Rearrange the store cupboard to 

allow items of this nature to be stored at waist height. 

Issue personal protective equipment 

This is normally a final resort and should not be used as 

a first answer to a problem. While this is perhaps 

unnecessary when lifting cartons of paper, the wearing 

of steel toe-capped shoes is essential when lifting large, 

heavy loads. Whenever PPE is required, there should 

be training on its correct use and how to check that it is 

still functional. 

       (Table 4) 

 

  

http://my.optimus-education.com/assessing-risk-making-your-school-safer
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Residual Risk 

Once you have decided on the controls that you wish to put in place you should then ask yourself: 

 have you done all the things the law requires you to do? 

 are there industry standards to which you must adhere? 

You can then reassess the remaining (residual) risk using the same method as previously. This should now 

give you a much lower risk rating and your table can now be added to in order to show your assessment 

process 

 

In terms of our example, the risk assessment would now look like the table on the next page. 

By putting a number of controls in place we have managed to reduce the risk of our example from a risk 

rating of 20 to a risk rating of  9 .
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Task 
Potential 

hazard 

Persons 

at risk 

Likelihood 

of harm 

Probable 

severity 
Risk rating Controls Longer-term controls 

Manual handling Strain to 

muscles, 

fractures to 

bones if objects 

dropped 

Staff 3 3 9  Correct lifting 

methods to be 

used 

• Minimum of two 

people to be 

present when 

large-scale 

manual handling 

carried out 

• Trolley to be used 

for moving items 

where practicable 

• All staff to have regular 

manual-handling 

update training 

• Storage areas to be 

checked regularly to 

ensure ergonomic 

storage methods in use 

 

 Remember that even after all precautions have been taken, some risk usually remains. 



 

Page 13 of 15 
 

Are we prepared to accept the remaining risk? 

Until you can answer yes to this final question you should not regard the control measures as adequate. 

Equally, it is important to realise that you will not be able to achieve a situation where there is zero risk as 

this can only be achieved when there is zero activity and no people involved! When developing risk 

assessments remember that: 

 it is virtually impossible to eliminate all hazards to avoid accidents 

 the aim is always to reduce to an acceptable level the risk of any hazard turning into an accident 

 

Using your risk assessment in practice 

Once you have written your risk assessment you should date and sign it. This then acts as a record of your 

findings.  

Always keep this record for future reference or use – it can help if an inspector asks what precautions you 

have taken or if you become involved in any action for civil liability.  

Your risk assessment shows that you made a proper check, you dealt with all the obvious significant 

hazards, taking into account the number of people who could be involved that the precautions taken are 

reasonable, and the remaining risk is acceptable.  

You should also ensure that you have a means of recording the fact that those carrying out the task were 

aware of the contents of the risk assessment 

Ongoing review 

Having written a risk assessment, you should not see it as being enshrined in stone, and should regularly 

review it as well as subject it to review after any major change in circumstances (in our example, such as 

the store cupboard being relocated and requiring the paper now to be taken up a flight of stairs), change in 

personnel (in our example, such as the person now responsible for transporting material being diagnosed 

with severe angina) or if there has been an accident/incident or near miss situation.   

In terms of visits ect. the establishment you are visiting may have been refurbished or a new exhibit may 

have been installed. 
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Appendix 3 – Risk Assessment Template 

ACTIVITY:  Group Leader: 

Visit Details:  Date of Visit:  

Assessment by:  Date:  Target Date for review:  

Approved by:   Position:  Date:  

Significant Hazards 

and Associated Risks 

(Those hazards which may 

result in serious harm or 

affect several people) 

Those who might 

be harmed 

(Persons at risk from the 

significant hazards 

identified) 

Control Measures(CM’s): 

(Controls, including relevant sources of guidance(e.g. Generic Risk Assessment, SCC educational 

Vists Guidance, Guidance from Provider, etc.). Specific CM’s not included in the generic RA  (e.g. 

briefings, actions by leaders / participants, qualifications / experience of supervisors) 

Additional CM’s required? 

(If existing CM’s cannot be met or 

circumstances have changed) 

Residual Risk 

Rating 

(H / M / L) 

     

     

  

RISK ASSESSMENT FORM- Blank Template 

(Focus on the things over which you have control) 
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REVIEWS: 

DATE OF REVIEW: REVIEWED BY: COMMENTS: 

DATE OF REVIEW: REVIEWED BY: COMMENTS: 

DATE OF REVIEW: REVIEWED BY: 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  
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. 

 


