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	Risk Assessment for: Business support/Admin/Reception staff
	[bookmark: Text57]Location:      

	Assessment Date:
	[bookmark: Text54]     
	Name of Assessor(s):
	[bookmark: Text53]     
	Assessment Ref No:    JS01


	Severity:

	1
	No Lost time

	2
	Under 7-day injury or illness

	3
	Over 7-day injury or illness (RIDDOR)

	4
	Specified injury or illness (RIDDOR)

	5
	Fatality, disabling injury or illness


	Likelihood

	1
	Very unlikely

	2
	Unlikely

	3
	Likely

	4
	Very likely

	5
	Certain


Risk Matrix scoring guide:	          








	High (15-25)
	These risks are unacceptable; significant improvements in risk control are required. The activity should be halted with immediate effect until risk controls are identified/implemented that reduce the risk to an acceptable level

	Medium (5-12)
	Additional control measures should be identified and implemented to reduce the risks associated with the activity or workplace so far as reasonably practicable

	Low (1-4)
	Minimal control measures are required to be implemented to satisfy the level of risk. Maintain current arrangements for risk control




	Hazard
	Who might be harmed and how?
	CONTROL MEASURES
(existing workplace precautions/risk control systems in place)
	What further action is required?
	By Who and When?
	Residual Risk rating
	Date completed

	
	
	
	
	
	L
	S
	R
	

	
Model risk assessments MUST be made school specific by editing/deleting any part(s) that do not apply and adding additional risks/hazards/controls specific to the section where appropriate. 
Please delete this row once you have adapted this model assessment


	Fire
	Burns, smoke inhalation, death
	· The fire procedure is shown to staff member on the first day at work as part of the induction process.
· Regular fire evacuation drills are practiced 
· All staff members receive fire awareness training at regular intervals.
	· 
	
	
	
	
	

	Slips & trips
	Cuts, bruises through to broken bones
	· See School Safety Guide
· Good housekeeping is practiced throughout the classroom office.
· AAll spillages are cleaned up immediately and yellow cone used to warn others of wet floor areas.
· Cleaning is carried out outside of school core hours when occupation is minimal
· The use of extension leads / reels are kept to minimum
· All cables are secreted beneath desks and adjacent to walls and not trailing across traffic routes.
	· 
	
	
	
	
	

	Falls
	Cuts, bruises through to broken bones
	· See School Safety Guide
· All items that are regularly accessed are stored at a height that all persons can reach without using access equipment
· Appropriate access equipment (e.g. kick-a-long stool/step ladder) is readily available and used.
· All access equipment is checked at regular intervals for defects and prior to each use by the user.
· A formal annual inspection is carried out and the equipment is labelled with date of inspection.
· Working at height training course available for identified staff members
· Staff members who regularly use access equipment wear appropriate clothing and footwear.
· A separate/specific risk assessment is carried out for activities that involve working at height
	· 
	
	
	
	
	

	Display screen equipment (DSE)
	Muscular skeletal disorders, carpel tunnel syndrome, eye strain, headaches etc
	· See School Safety Guide
· All users of DSE have received instruction/training in the safe use and set up.
· Adjustable (height and back) chairs are provided.
· A DSE self-assessment has been carried out by each user and the findings actioned. The self-assessment is reviewed annually or when circumstances change (e.g. when new equipment is purchased).
	· 
	
	
	
	
	

	Electrical equipment and electricity
	Shock, electrocution, burns and fire
	· See School Safety Guide
· The building is subjected to regular (5 yearly) fixed installation testing regime.
· All portable electrical equipment is subjected to regular PAT testing.
· A pre-use visual check of the electrical equipment is carried out by the user.
· All staff have received training in the safe use of electrical equipment
	· 
	
	
	
	
	

	Aggression
	Fear, cuts, bruises etc
	· See School Safety Guide
· SMBC pPoster displayed prominently informing visiting persons of expected behaviour and possible sanctions. the policy to prosecute and persons who are violent towards school staff. 
· The school has a security system on all entrances and robust signing in and out procedure that does not allow persons to enter without authorisation.
· Conflict resolution training is available for all front-line staff or those who have regular face to face interaction with parents / members of the public.
· All incidents of aggression are recorded and any trends or clusters that are identified are acted upon.
· Employee Assistance ProgrammeCounselling is available for all staff who are victims (or witnesses) to violence and aggression if they required confidential counselling
	· 
	
	
	
	
	

	Work related stress







	Ill health, leading to prolonged absence / breakdown 
	· See School Safety Guide
· All staff members receive regular formal supervision / PDR appraisal reviews where workload etc can be discussed.
· A stress audit questionnaire has been carried out at the school and the findings carried out.
· There is an open-door policy within the school where managers can be approached when staff members are feeling they are becoming “overworked”.
· Stress awareness training is available for those identified as at risk, or for staff members who feel it would be beneficial.
· [bookmark: _GoBack]Employee Assistance ProgrammeCounselling is available for all staff members at the school who want to discuss work or personal related issues with a qualified and confidential councillor.
	· 
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