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1 Introduction/ Aim 

 

This is a whole School policy and applies to all members of Derby High School. 

Derby High School are fully committed to promoting the safety and welfare of all in 
our community so that effective education can take place. This policy outlines the 

schools approach to undertaking risk assessments for activities under our control.  It 
also explains what is meant by risk and by risk assessment, which areas of our work require a 
risk assessment and how risk assessments are carried out and reviewed.  It takes into account 

the requirements of the Independent Schools Standards and the statutory framework for the 
Early Years Foundations Stage.   

2 Legal Requirements 

 

The School recognises its duty under the Health and Safety at Work etc. Act 1974 to 
ensure, so far as is reasonably practicable, the health, safety and welfare at work of 
its employees. The School also has a duty to ensure that persons not in its employment 
who may be affected are not exposed to risks to their health or safety (e.g. pupils, 
visitors, contractors etc.).  

 

This Policy will deal with the requirements under the Management of Health and 
Safety at Work Regulations 1999 for the School to make a suitable and sufficient 
assessment of: 

 

 The risks to the health and safety of employees whilst they are at work; and 

 The risks to the health and safety of persons not in its employment arising out 
of or in connection with the conduct of its undertaking (i.e. pupils, visitors, 
contractors etc.). 

 

For the purpose of identifying the measures it needs to take to comply with the 
requirements imposed upon the School by or under the relevant statutory provisions. 

The law does not expect us to eliminate all risk, but we are required to protect people 
as far as ‘reasonably practicable’.  

 

The purpose of this Policy is to provide a structured approach to suitable and sufficient 
assessment of risks for all School premises, activities and events. 

 

3 Objectives   

 



To ensure that major risks are identified and managed as part of an overarching policy 

with a view to promoting the welfare of children and adults  
To meet the ISI requirement for a written risk assessment policy to be in place and to 
meet the requirement for leadership in and management of schools.  
To ensure that suitable and sufficient risk assessments are undertaken for activities 
where there is likely to be significant risk, including school trips.  
To ensure that identified control measures are implemented to control risk so far as is 
reasonably practicable.   
To ensure that those affected by school activities have received suitable information 
and instruction on what to do.   
To ensure that the risk management strategy and risk assessments are recorded and 
reviewed when appropriate.   
To identify those in the school responsible for conducting risk assessment and 
monitoring its implementation.   

 

 

4 3. Responsibilities   

  

4.1 3.1   Head Teacher   

  

The Head is responsible for the overarching Risk Management policy of the school, and for 

ensuring a policy on risk assessment and management is in place and complied with.  They 

will ensure that legislative requirements are met, and that risk assessments are completed as 

required.  They should also ensure that the necessary, sufficient, and appropriate time and 
resources are made available to control and manage risk.  

  

 

  

4.2 3.2          Directory of Operations   

  

The Director of Operations will ensure that:  

• The Risk Assessment policy is communicated to staff and complied with.   

• School staff are made aware of their responsibilities in relation to risk assessment.   
• Regular monitoring of risk assessment records is undertaken. 
• A training programme is in place and that staff responsible for documenting risk 

assessments have received suitable training in the completion of risk assessments.  

 
 

3.3   Heads of Departments and Managers   

  

Heads of Department and Managers will ensure that:  

  

• Risk assessments relating to their departments/area of responsibility are in place for 
work activities.   

• Any required risk reducing measures are implemented.   

• Members of their department or team are suitably trained.   



• Risk assessments are reviewed at least annually and where applicable, following any 

incidents, accident or near misses.  
• They assist in keeping the risk assessment register for their department up to date.   

 
  

4.3 3.4          All Staff  

  
All staff are responsible for co-operating with management and ensuring they comply with 
this policy.   

All staff are responsible for following any information, training and instruction given by the 

employer to prevent injury.  

All staff should ensure that they are able to demonstrate a good understanding of the risk 
assessments and health and safety arrangements for their working activities.    

Staff with specific responsibilities for activities, tasks, facilities or equipment are required to 

carry out relevant risk assessments in compliance with this policy.   

 

5 Definitions 

 

For the purpose of this policy the following definitions apply:   

  

- Risk assessment - A careful examination of what in your work could cause harm to 
people, so you can weigh up whether you have taken enough precautions or should 

do more to prevent harm.   

- Hazard - Something with the potential to cause harm, including ill health, injury, loss 
of product and/or damage to plant and property e.g. hazardous chemicals, trip 

hazards, manual handling etc.   
- Harm: Injury, ill-health to people and effects on the School.   
- Risk - An evaluation of the level of risk which may arise from the hazard, based upon 

the likelihood of the event occurring and the potential severity of the consequence.  
- Control measures - Preventative and precautionary measures used to reduce or 

control risks arising from identified hazards  

- Risk Rating - The level of risk remaining once control measures have been applied to 
Reduce risks so far as reasonably practicable.   

  

Completed risk assessments should be filed in the Staff – Documents Health and Safety folder.   

  

The school adopts the CLEAPSS Advisory Service model risk assessments for lessons in Science 
and Design & Technology. Classroom based risk assessments will be the responsibility of 
respective heads of department.   

 

6 Identification of Areas, Activities, Events, and Educational Visits that Require a 
Risk Assessment 

 



Accidents, injuries, and work-related ill health can ruin lives, damage reputations and 
cost money. Apart from being a legal requirement, risk assessments make good sense 
focusing on prevention as an active part of the planning process, rather than reacting 
when things go wrong. 

 

It is the responsibility of Heads of Department/ Operations  to liaise with their 
department staff  to ensure that suitable and sufficient area, activity, event, and/or 
educational visit risk assessments are undertaken and recorded for their areas of 
responsibility.  

 Area risk assessments to cover the buildings, premises, grounds etc. Particular 
attention should be paid to higher risk areas such as labs, workshops, kitchens, 
Refectory s, internal/external sporting facilities, and vehicle movement areas 
etc.; 

 Activity risk assessments for practical teaching activities, science experiments, 
sporting activities, use of tools/equipment/machinery, cleaning/maintenance 
tasks, work at height, manual handling, lone/remote working etc.; 

 Event risk assessments for School held/ organised events, e.g. open evenings, 
concerts, productions/parent assemblies, sports days etc. (please refer to the  
On Site Events Policy for further details); and 

 Educational Visits (please refer to the School’s Offsite Educational Trips and 
Visits Policy and Procedures (Incl. EYFS )for further details). 
 

 
HSE’s Five Steps to Risk Assessment 
 
Step 1 – Identify the Hazards 
 
The first step for staff is to identify the hazards associated with the area, activity, event 
or educational visit that is being assessed, and record them in the ‘What are the 
hazards’ column on the Risk Assessment Form (Appendix 1). A hazard can include 
objects, substances, living organisms, plant or machinery, methods of working (such 
as work at height, lone working etc.), the working environment, and other aspects of 
work organisation. 

 

Wherever possible, the risk assessment should be carried out in the area of interest 
(i.e. it should not be done sat at a desk), and should involve other relevant staff where 
deemed necessary in order to gather information on possible hazards and 
existing/further risk control measures. 

 

Where an area, activity, event, or educational visit involves children (i.e. those under 
16), and/or young persons (i.e. those aged 16 and 17) then staff should identify this as 
a specific hazard on the risk assessment (i.e. due to their lack of knowledge, 
experience, emotional/physical maturity, and risk perception; and the likelihood of 
horseplay), and provide details of existing risk control measures and any further risk 



control measures required. Example risk control measures may include provision of 
an area-specific health and safety induction, supervision, one-to-one supervision for 
certain tasks, ongoing training, code of conduct, and/or any prohibitions necessary.  

 

Step 2 – Decide Who Might be Harmed and How 
 
For each of the hazards, staff should think about who could be harmed and how; and 
list the groups of people who are at risk, with some examples of how they could be 
harmed, in the ‘Who might be harmed and how’ column on the Risk Assessment Form 
(Appendix 1). 

 
For example: 

Staff 

Pupils 

Parents 

Visitors 

Contractors 

Young persons (those aged 16 and 17) 

Children (those under the age of 16) 

Disabled persons 

New and/or expectant mothers 

All (where anybody could be affected) 

 
Step 3 – Evaluate the Risk 
 
Firstly, staff should consider what is already being done to reduce the risk – i.e. what 
risk control measures are already in place, and record these on the ‘What are you 
already doing to reduce the risk’ column on the Risk Assessment Form (Appendix 1).  

 

Based on the existing risk control measures that are in place, staff will then need to 
assign a risk level of either high, medium or low, and record this in the ‘Risk level’ 
column on the Risk Assessment Form (Appendix 1).  

 

Regardless of the level of risk, staff will then need to consider whether there are any 
further risk control measures that can be introduced in order to reduce the risk so far 
as is reasonably practicable, and record these in the ‘What further action is necessary’ 
column on the Risk Assessment Form, together with full details of what action is 
required on the Action Plan.  

 
Step 4 – Record the Significant Findings 
 



Staff must record the significant findings on the Risk Assessment Form (Appendix 1).  

 

Where personal protective equipment (PPE) is identified as an existing/further risk 
control measure, staff should clarify exactly what items and what type of PPE are 
required. For example, stating ‘suitable PPE to be worn’ is not sufficient. The items of 
PPE to be worn for the task should be clearly stated. Stating ‘eye protection required’ 
is not sufficient. Staff must be clear on what type of eye protection is required, e.g. 
glasses, goggles etc. and should also state the relevant standard – e.g. ‘safety glasses 
to EN166 1.F must be worn’. Staff should seek advice from the school’s chosen PPE 
supplier, or the Bursar’s Assistant where required.  

 

It is the responsibility of Heads of Department to ensure that the findings of the risk 
assessments are fully implemented, and that any further risk control measures 
required (i.e. as specified in the Action Plan) are actioned within a reasonable 
timeframe. Any actions that cannot be resolved at department level should be 
escalated to a member of the Bursary immediately, as first port of call. 

 

Step 5 – Review 
 
Heads of Departments/ Bursary must ensure that all risk assessments within their area 
of responsibility are reviewed annually as a minimum (this is usually prior to, or at the 
beginning of, each academic year in the Autumn Term), and resubmitted to the 
Bursary. These should be updated and stored on the Shared Area (note that these 
should not be stored on the One Drive). N.B. event and educational visit risk 
assessments should be reviewed prior to each event/ educational visit. 

 
In addition to this requirement, risk assessments must be reviewed if: 

 

An accident, incident, or near miss has occurred; 

There have been any significant changes (e.g. new legislation/ACOP/guidance, new 
machinery/equipment, changes to the environment, or changes to the way in which 
work is carried out); and/or 

There is any reason to suspect that the risk assessment is no longer valid. 

 

Risk assessments may be the subject of review by internal audit and by external 
agencies and action plans may be put in place as a result. 

 

7 Dissemination of Risk Assessments and Feedback/Communication 

 

Heads of Department/ Bursary are responsible for ensuring that the key findings of 
the area/ activity/ event/ educational visit risk assessments are communicated to 



relevant staff, and that such communication is recorded for audit and compliance 
purposes. This can be achieved in a variety of ways as follows: 

 

 Staff could be asked to read and sign the risk assessments that are relevant to 
their role; 

 Heads of Department/ Bursary could deliver short toolbox talks on risk 
assessments to individual staff members and/or groups of staff; and/or 

 Through team meetings and/or department H&S meetings.  

 

Any toolbox talks and/or team/ department H&S meetings used to brief staff on risk 
assessments must be recorded/minuted as evidence of training.  

 

Staff should be actively involved in the risk assessment process, and also encouraged 
to provide feedback on completed risk assessments. This is an important step in the 
process as it encourages ownership and ensures a collaborative approach whereby 
staff can provide feedback on the hazards identified and any existing/further risk 
control measures recommended.  

 

It is the responsibility of Heads of Department/ Bursary to ensure that all new 
employees are made aware of the content of the area/ activity/ event/ educational 
visit risk assessments that are relevant to their role during the induction process. 

 

There may also be instances where it is appropriate and necessary to share the key 
findings of risk assessments with pupils and/or their parents/guardians. For example, 
teaching staff should brief pupils on key hazards and agreed risk control measures 
prior to undertaking any practical activities as part of their lesson. For educational 
visits, it may be necessary to share copies of risk assessments with parents/ guardians 
(this would be especially important for any residential visits).  

 

8 S. Monitoring and Review   

  

The risk assessments and associated documentation should be reviewed within the time 

agreed in the risk assessment. All risk assessments will be regularly reviewed by the ‘Assessor’, 

and the School maintains a copy of completed risk assessments available on the school staff 

share system.    

  

Risk assessments will be reviewed:   

  

- when no longer valid following a change in the environment   
- when there is a change in equipment  

- when there are changes to the activity   
- after a significant near miss, accident or case of ill health  
- when there are changes to the type of people involved in the activity   



- when there are changes in good practice  -  when there are legislative changes  - 

 annually if for no other reason. 

 

9 Specialist Risk Assessments 

 

In addition to general risk assessments to cover areas, activities, events and 
educational visits; there are a number of specialist risk assessments required. Details 
of who holds responsibility for arranging and/or completing these risk assessments is 
provided in Table 1 below: 

  



Table 1: Responsibilities for Specialist Risk Assessments 

Specialist Risk Assessment Completed/Arranged by 

Asbestos  Arranged by Director of Operatins , 
completed by an external specialist 

Control of Substances Hazardous to 
Health (COSHH) 

Completed by Cleaning Supervisor, Heads 
of Department, Lab Technicians, or 
Operations  (as appropriate) 

Disabled and temporarily disabled 
persons 

Pupil related RA’s are completed by  
Senior Leadership Team, Pastoral Leads, 
or Head of Primary (as appropriate) 
Staff related RA’s are completed by 
Director of Operations , nominated 
representative, or Head of Primary (as 
appropriate) 

Display Screen Equipment (DSE) Completed by the Director of Operations  

Driving for work Completed by the Director of Operations  

Fire risk assessment for the School 
premises 

Arranged by Director of Operations , 
completed by an external specialist 

First aid and administration of medication Lead First Aiders 
 
Deputy Head 
Head of Primary 
Administration of medication completed 
in line with the First Aid Policy  

Legionella Arranged by Director of Operations , 
completed by an external specialist 

New and expectant mothers Bursar or nominated representative (as 
appropriate) 

Stress Director of Operations  

Young persons (volunteering) Organiser of the volunteering activity 

 

 

10 Staff Compliance 

 

It is the responsibility of Heads of Department/ Bursary to ensure that their staff are 
adhering to the recommendations and risk control measures specified in the risk 
assessments on a day to day basis. Staff may be subject to disciplinary action for 
contravening the content of risk assessments. 

 

11 Training  

Staff are given guidance on risk assessment as part of their induction as appropriate to their 
role.  Staff required to undertake risk assessments will be given relevant training and support.  

  



The School works with an external Health and Safety Advisor to support the management of 

Health and Safety throughout the School and they are able to provide advice to anyone 
carrying out risk assessments if required.   

 



12 Appendix 1 

 

Risk Assessment  

 

Organisation Name:  

Location / Department / Activity:   

Risk Assessor’s Name:  

Risk Assessment Date:  

Review Date:  

Version No.  
  

 

Assessment  

 

Description of Hazard Who could be 
harmed and 
how?  

Existing Control Measures 
Risk 
Rating (H-
M-L) 

Additional 
Action 
Required 
(Yes / No) 

Action 
Ref. No. 

 
 

  
   

 
 

  
   

 
 

  
   

 
 

  
   

 

Risk Rating System  
 
Severity or most likely consequence 
 
 
 
Likelihood of the incident occurring 

        
1 = Minor/ No Injury                
2 = Lost Time Injury            
3 = Major Injury/ Fatality 
 
1 = Unlikely/ Infrequent      
2 = Possible/Occasional     

3 = Likely/ Frequent 
 
Risk Rating =  Likelihood  x  Severity 
 
 

 
1 or 2 = Low Risk/ Priority 
3 or 4 = Medium Risk/ Priority 
6 or 9 = High Risk/ Priority 



Action Plan  

 

Action 
Ref. No. 
 

Action Required  Completion 
Deadline  

Responsible 
Person(s) 

Completion 
Date 

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 

 

Date for Next Review:  
 

 


