
THE HIGHLAND COUNCIL
Ref: __________

Risk Assessment Sheet
Sheet No: __________

	Service: Education and Learning
	Description of Work Activity or Area of the Workplace Assessed:
Whole School Risk Assessment Session 23/24
Arrivals and Departures
	Name of Assessor: Aileen Mackay

	
	
	

	Area: South
	
	Date completed:19.01.24

	
	
	

	Location: Smithton ELC and Primary School
	Times:  School building will be open between 7.00am and 7.00pm for staff to access.  All staff to take care of school fob and report any damage or loss/theft immediately to HT
	Date of Review:
19.08.24

	
	
	

	Step 1
	Step 2
	Step 3
	Step 4
	Step 5

	List potential Hazards here:
	List groups of people at risk from hazards.  Including those most vulnerable:
	List existing control measures or note where information may be found:
	Calculate the residual risk - taking account of existing control measures 

Severity x Likelihood = Risk Rating

 (1 to 3)         (1 to 3)
	List further risk reduction control measures (include implementation date if known)

	Injury caused by vehicles outside the school.
	Pupils, Parents and Staff
	Safer Routes To Schools in place. 20 mile an hour signs near school entrances. Children taught about road safety with regular reminders. Parents aware it is their responsibility to supervise their children to and from school.  Staff outside at gates every morning.
	2
	1
	2
	Highland Council are hoping to enforce a School Street programme soon.

	Injury caused by vehicle in school car park
	Parents, Pupils and Staff
	Parents to use car park across from the school

Only blue badge holders (prebooked space) and staff to use the main car park. Agreement with Smithton Free Church annually to use their carpark for ‘park and ride’.
	2
	1
	2
	

	Child abducted/lost due to ineffective registration or collection procedures.
	Pupils
	If late, come through foyer where office staff will register lates.

Office staff phone parent/carers from 9.20am daily.

Parents expected to put in writing any drop off/pick up arrangements agreed with estranged family members or as agreed by courts.

Pupils are taught that if their adult is not outside to pick them up that they should return to the school office.

Class teachers see the children out.
	1
	1
	1
	Parent Council/School working on a walking home alone policy 23-24 as there isn’t a HC wide one


	Service: Education and Learning
	Description of Work Activity or Area of the Workplace Assessed:
Whole School Risk Assessment Session 23/24

Premises General
	Name of Assessor: Aileen Mackay

	
	
	

	Area: South
	
	Date completed:19.01.24

	
	
	

	Location: Smithton ELC and Primary School
	Times:  School building will be open between 7.00am and 7.00pm for staff to access.  
	Date of Review:
19.08.24

	
	
	

	Step 1
	Step 2
	Step 3
	Step 4
	Step 5

	List potential Hazards here:
	List groups of people at risk from hazards.  Including those most vulnerable:
	List existing control measures or note where information may be found:
	Calculate the residual risk - taking account of existing control measures 

Severity x Likelihood = Risk Rating

 (1 to 3)         (1 to 3)
	List further risk reduction control measures (include implementation date if known)

	1. Health Infection
	Pupils, Staff, visitors, contractors
	In line with procedures and guidance, only allow pupils and staff in good health to be in school
Health Protection Scotland. 
	2
	1
	1
	Refer to NHS inform at all time

	2. Injury from school resources in the classroom

	Staff and pupils
	Staff and pupils are responsible for the safe use and storage of all items in the classroom including furniture and learning resources.  Children will be taught and reminded in each classroom setting of the safe use and storage of resources.

	1
	1
	1
	Particular attention to moving and handling sharp objects such as scissors, compasses, etc

	4. Fire
	Staff, pupils, visitors and contractors
	Emergency evacuation procedures up to date.

Ensure all are familiar with the sound of the fire alarm, procedures and evacuation routes.

Register for staff and children.

Sign in for visitors and contractors.

Fire drills held along with evacuation and lockdown procedures.
Weekly alarm testing, ensuring fire doors/exits are operating correctly. 

Keep corridors and fire exits clear.

Staff familiar with telephony and codes to be used.
	3
	1
	3
	Emergency evacuation procedures should be updated and revised regularly.

Code red for full lockdown

Code amber for partial lockdown

	5. First Aid 

    (in the event of an accident)
	First Aiders / Emergency FAs, staff, visitors, contractors
	All staff familiar with First Aid box locations.

First Aid boxes kept up to date.

Staff familiar with telephony. Note following links to guidance for first aiders:
https://www.greencrosstraining.com/blog1/COVID-19-First-Aider-Advice and HSE guidance.
All ELC staff first aid trained.

Staff must wear disposable gloves when providing treatment.
	3
	1
	3
	Petra Lambert has volunteered to ensure First Aid boxes are replenished regularly and medication is in date. Letters sent home if coming to ‘use by’ date signed by HT.

	6. Slips/trips at the same level
	Staff, pupils, visitors and contractors
	Spillages should be mopped up immediately by staff, body spillages by FM.
Floor areas to be kept clear of obstructions.

Signage to be used in the event of a wet floor.
	2
	1
	2
	FM to attend.

	7. Working at height
	Staff 
	Council/NHS staff should avoid working at height where possible.

Only ladders, steps or stepladders for use at work should be used (EN 131)
	3
	1
	3
	

	8. Dangerous machinery (e.g. in 
    technology workshops)
	Unauthorised persons


	No unauthorised access to any of the service areas without a prior appointment.
Restrict access to the kitchen.
	3
	1
	3
	

	9. Contact with chemicals
	Unauthorised persons.


	No unauthorised access to any of the cleaning stores.

No unauthorised access to storage rooms where science resources are stored.

Keep all such stores locked when not in use.

Keep cleaning cupboards locked. 
Restrict access to kitchen.
All cleaning chemicals to be made up by FM or cleaning staff.
	3
	1
	3
	

	10. Moving and handling
	Staff and pupils
	Moving and handling of pupils by trained staff only unless there is a duty of care to attend.

Staff should move furniture only if they are suitably trained in moving and handling.  Use appropriate stance for lifting and moving equipment.

 
	2
	1
	2
	

	11. Violence and aggression 
       towards staff
	Staff
	Security system to school.

School lockdown procedures.

Sign in and out system.

Call to office immediately if able for SMT to attend.

Complete a V & A form following incident.
	2
	1
	2
	Staff CALM trained but more required as HT leaving this session and left with only 3 people: one part time

	12. Medication 

	Staff and pupils
	All protocols for administration of medication is the responsibility of the parent.

Epipens, inhalers and any other regular medication should be provided to the school in twos.  One to be stored in ‘The Cool Room’ off the gymhall and one to be stored in the classroom – both in locked cabinets/drawers clearly marked.

Any medication required on a short term basis such as calpol and/or prescription from GP requires an administration form to be completed (in reception) and storage guidance followed.

Diabetes medication is stored at the back of the class in a zipped bag for easy access.


	3
	1
	3
	

	13.  Electrical equipment in school
	Staff and pupils
	All electrical equipment is PAT tested annually. All items must display a label to show that they have been tested.
	2
	1
	2
	

	14.  Injury when walking around the school
	Pupils
	Pupils will be expected to walk around the school in a calm and quiet manner on the left.
	2
	1
	2
	Refer to the school values – achieving, happy, safe

Any pupil not moving around the school respectfully will be accompanied by an adult.

	15.  Intimate Care
	Staff and Pupils
	ELC pupils who require nappy changing will be done so by staff wearing an apron and disposable gloves.

Pupils who require medical assistance i.e diabetic support, toileting support, etc will be attended to by staff wearing disposable gloves.
	1
	1
	1
	

	16.  Choking
	Pupils
	Snacks are eaten in the class to ensure social skills and also adult supervision.
Water bottles in classrooms used with supervision of staff

Small objects are discouraged from putting in mouth

Children who seek oral stimulation are given chewy options in school
	2
	1
	2
	

	17.  Personal injury during PE
	Staff and pupils
	Children are encouraged to wear PE kit avoiding loose fitting clothing
Jewelry is discouraged, stud earrings only and these can be covered for gymnastics or contact sports

Appropriate footwear or bare feet, not socks

Pupils are supported to be aware of their environment, ensuring they have space and can move freely
	2
	1
	2
	

	19.  Transport to and from events
	Staff and pupils
	Hired coach with trusted company, insurance included
Staff have Business Class 1 insurance if transporting children

Booster seats available for children under 135cm tall if in staff car

Parents always informed of transport being used

EVOLVE system used to record any planned use of transport
	1
	1
	1
	


	Service: Education and Learning
	Description of Work Activity or Area of the Workplace Assessed:
Whole School Risk Assessment Session 23/24

Dinner Hall
	Name of Assessor: Aileen Mackay

	
	
	

	Area: South
	
	Date completed:19.01.24

	
	
	

	Location: Smithton ELC and Primary School
	Times:  School building will be open between 7.00am and 7.00pm for staff to access.  
	Date of Review:
19.08.24

	
	
	

	Step 1
	Step 2
	Step 3
	Step 4
	Step 5

	List potential Hazards here:
	List groups of people at risk from hazards.  Including those most vulnerable:
	List existing control measures or note where information may be found:
	Calculate the residual risk - taking account of existing control measures 

Severity x Likelihood = Risk Rating

 (1 to 3)         (1 to 3)
	List further risk reduction control measures (include implementation date if known)

	Choking on food
	Pupils
	All food prepared by catering team of trained staff
Food is cut to appropriate sizes for children to consume

Children eat food at tables and are supervised by staff
	1
	1
	1
	

	Slipping on food
	Pupils and staff
	Children are encouraged to walk carefully around the hall with their plates
If food or drink falls, it is cleaned up immediately with blue paper and a yellow wet floor sign put in place

Children are encourages to clear their plates when finished at the station, this is supervised by catering team and school staff
	1
	1
	1
	

	Children with additional needs
	Pupils
	SMT and support staff in attendance every lunch time

Pupils are supervised closely and reminded of expectations to look out for each other
Catering staff have photos of children with food allergies and are kept up to date with strategies for individual children should it be required

Pupils are given enough space to safely walk around the hall

Regular discussions with catering team to look for ways to improve
	1
	1
	1
	


	Service: Education and Learning
	Description of Work Activity or Area of the Workplace Assessed:
Whole School Risk Assessment Session 23/24

Playground
	Name of Assessor: Aileen Mackay

	
	
	

	Area: South
	
	Date completed:19.01.24

	
	
	

	Location: Smithton ELC and Primary School
	Times:  School building will be open between 7.00am and 7.00pm for staff to access.  
	Date of Review:
19.08.24

	
	
	

	Step 1
	Step 2
	Step 3
	Step 4
	Step 5

	List potential Hazards here:
	List groups of people at risk from hazards.  Including those most vulnerable:
	List existing control measures or note where information may be found:
	Calculate the residual risk - taking account of existing control measures 

Severity x Likelihood = Risk Rating

 (1 to 3)         (1 to 3)
	List further risk reduction control measures (include implementation date if known)

	Injury from poorly maintained/damaged fences, walls or gates/surfacing
	Pupils and staff
	All the fences, wall, gates and surfaces are in good condition and properly maintained. Any issues reported to FM. Children supervised and taught to use area safely e.g. not climb fences/walls.
	1
	1
	1
	

	Child abducted/lost due to unsecured gates/entrances/exits
	Pupils
	All the gates are closed using padlocks throughout the day.  Children supervised. Children taught the dangers of walking through open gates/exits without a member of staff. 
	1
	1
	1
	

	Falls/slips caused by wet, muddy or icy walkways
	Pupils and staff
	Path to the school building is gritted when required. Children verbally warned of hazards. Daily risk assessment of outdoor space.  Children supervised.

Adverse weather first thing results in pupils coming straight into the building via the main playground to the gymhall.
	1
	1
	1
	

	Falls/slips whilst climbing up/down external steps or
uneven surfaces
	Pupils and staff
	Children supervised. 
Individuals supported as required.
	1
	1
	1
	

	Lacerating injuries caused by falling onto sharp objects.
	Pupils
	Daily risk assessment carried out prior to arrival. Any glass removed safely.
	1
	1
	1
	

	Children falling onto dogs (or other animal) dirt
	Pupils
	Dogs not allowed in the playground or field. Daily risk assessment carried out prior to arrival.  Any animal dirt removed safely.
	1
	1
	1
	

	Children suffering sunburn or heatstroke if exposed to sun for too long
	Pupils
	Pupils encouraged to bring in suncream on sunny days. Use of shaded areas.
Drinking water freely available. Children’s skin, amount of time spent outside, and hydration monitored by staff.
	1
	1
	1
	

	Children exposed to cold and wet in bad weather conditions.
	Pupils
	Children dressed appropriately for weather. Spare waterproofs etc if required. Children’s temperature and amount of time spent outside monitored by staff.

In adverse weather option for indoor break and/or keeping children on the hard surface playground to avoid the field. MUGA can be used in all weathers as long as there is adequate adult supervision.
	1
	1
	1
	

	Falls whilst using outdoor equipment e.g. climbing frame
	Pupils and staff
	Climbing and balancing equipment is placed on appropriate safety surfaces. Children are supervised. Children are taught how to use equipment safely and assess risks. 
	1
	1
	1
	

	Injury from running into or jumping off fixed or stationary objects e.g.
climbing frame
	Pupils and staff
	Children encouraged to look where they are going and play safely. Children supervised.  Sharing of equipment and timetables provided if required.
	1
	1
	1
	

	Injury from misused outdoor equipment e.g. footballs, bats etc.
	Pupils and staff
	The children are positively encouraged to use all equipment and resources safely.
Prepare – Play – Put Away used with all equipment.
	1
	1
	1
	

	Injury from broken/poorly maintained outdoor equipment
	Pupils and staff
	Outdoor equipment checked before use. Broken or damaged equipment removed and reported to the FM/ MO for repair if possible.
	
	
	
	

	Injury from inappropriate use of loose parts or inappropriate loose parts
	Pupils and staff
	Children risk assess how to play with loose parts along with staff. See separate loose parts play risk assessment
Prepare – Play – Put Away used with all equipment.
	
	
	
	

	Injury due to children falling from bikes/scooters or running into others
	Pupils and staff
	Bikes/Scooters stored in appropriate shelters and not used during break times.

Separate Risk Assessment for Bikeability 
	
	
	
	


	Assessor Signature
	A Mackay
	Grade / Location
	Head Teacher
	Date
	19.01.24



* Note – Risk Ratings of 4 or more are significant and require further action to control risk


