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POLICY FOR RISK ASSESSMENT  
 

Risk assessment will be carried out in the school to determine the risk associated with working operations. The 
assessment is required to identify risks both to employees, pupils and to any other persons who may be 
affected. 
 
Risk assessments are updated annually and the responsibility for administering the completion of these lies 
with the Health and Safety officer. 
 
General assessments of risks are best carried out by staff in the curriculum areas concerned.  
 
 
 
DEFINITIONS 
 

 A risk assessment is a tool for conducting a formal examination and estimation of the harm or hazard 
to people or property that could result from a particular activity or situation, and its severity.   

 

 A hazard is something with the potential to cause harm. 
  

 A risk is an evaluation of the likelihood of the hazard occurring. 
 

 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, preliminary visits and 
insurance). 

 
 
 
THE STARTING POINT 
 
The starting point for conducting a risk assessment: 
 

 Identify all of the potential hazards, such as a child getting lost, or run over, a traffic accident, a child 
falling over, sun burn, getting cold or wet on an outing. 

 Who might be affected by the hazards?  The children, staff, volunteers, school property, school 
reputation.  Children with SENs will need to be considered separately. 

 What safety measures will reduce the potential impact of the hazard?  Examples include: using a 
higher than normal staff ratio, ensuring that one member of the party is qualified in Paediatric First 
Aid; taking a first aid kit and water; frequent head counts; a clear missing child policy that is known to 
all; asking parents to send appropriate protective clothing to mitigate the impact of weather; sound 
preparation in advance, including briefing all of the adults (staff and volunteers) on their respective 
roles; taking a School mobile phone. Emergency procedures should be rehearsed in advance with the 
accompanying staff. 

 A risk assessment must be carried out for all outings. The Headmistress is available for advice. 
 

 
CONDUCTING A RISK ASSESSMENT. 
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There are several possible techniques. The model we use at St Michael’s School is outlined below. 
 

1.  What areas need to be considered? 

 Activity and task to be undertaken. 

 Levels of supervision: the nature and experience of the group and accompanying staff.  

 Environment: the range of physical and weather conditions; any equipment to be used. 

 Transport: drivers, vehicles; boarding and alighting trains, ferries, planes. 

 Losing contact with pupils, staff or school: in transit and at location 

 Loss of passport. 

 Medical emergencies: First Aid provision. 

 Communication of new information to the group, its staff and the school. 

 Sports and games, swimming, etc. 

2.  What are the hazards? 

 Stand back from the activity: is there anything with the potential to cause harm? 

 How severe is the hazard: what are the possible consequences? 

3.  Whom might they affect?  

 The pupils, accompanying staff, members of the public. 

4.  What is the degree of risk? 

 The estimated chance, great or small, that someone will be harmed 
 

Use this table to identify the degree of risk: 
Risk Rating: 
(LIKELIHOOD) 

OUTCOME: 

 Insignificant 
Injury 
e.g. minor 
injury/cut/bruise 

Significant Injury 
e.g. chemical burn/ 
temporary 
unconsciousness 

Major 
Injury 
e.g. 
Broken 
bone 

Serious 
injury/Fatality 

Unlikely Trivial Risk Low risk Low 
Risk 

Medium Risk 

Possible Low Risk Medium risk Medium 
Risk 

STOP 

Probable  Low risk Medium Risk High 
Risk 

STOP 

Certain Medium Risk High Risk High 
Risk 

STOP 

 
Risk 

Level: 

Action and Timescales: 

Trivial No action required and no documentary records are required 
 

Low Consider if the risk can be reduced further.  Monitoring is required to 
ensure that the controls are maintained.  
 

Medium Risk reduction measures should be implemented within a defined 
period.   
 

High Give priority to removing or reducing the risk urgent action should be 
taken.  
 

 

5.  What safety or control measures are needed to manage the risk? 

 Include practical measures; regulations; specific group management; guidance to staff 

The person carrying out the risk assessment should record it, notify the Health and Safety Officer or ECV with 
details of the measures they should take to avoid or reduce the risks and then save it in the shared area. Risk 
assessments are to be reviewed annually. 
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ROLE OF THE EDUCATION VISITS COORDINATOR 
At St Michael’s School the Educational Visits Coordinator (EVC) is Mrs. J Aisher, the Headmistress. 
Her role is to train and support staff who is involved in taking and leading educational visits of children.  Every 
risk assessment is checked and approved by the EVC as part of the process of approving each outing.  
 
DfES guidelines state that schools should ask tour operators (or any other provider of off-site activities) for a 
copy of their safety management system.  The Group Leader should check the accreditation or verification of 
operators and providers, and that they have adequate procedures. 
 
LIBRARY OF RISK ASSESSMENTS 
 
All risk assessments are stored in the shared area and accessible by all staff.  
 
 
Reviewed:  Deon van Schalkwyk June 2015 
Next Review:   June 2016 
 
Mr Deon van Schalkwyk  
Health and Safety Officer 
 


