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	Risk Assessment for: Business support/Admin/Reception staff
	Location: Whole School

	Assessment Date:
	September 2024
	Name of Assessor(s):
	Richard Kentish
	Assessment Ref No:    JS02


	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
	

	Lone working 
working in school alone / in isolated locations

	Staff/ Colleagues – accident/ injury, delayed assistance in emergency.

Physical assault/ verbal abuse

Cuts/ abrasions, muscular, skeletal and other physical injuries.
	· Only agreed risk tasks to be undertaken, Avoid high risk activities (e.g. working at height);
· Mobile phone available 
· Notify head teacher / manager of intention to work outside regular hours.  
· Reduce time spent working alone so far as is reasonably practicable. 
· Ensure a colleague, partner, friend etc is aware you are working alone and who to contact in the event of overdue contact. 
· Notify staff on site of location / estimated duration of task if working on site remote from others.
· Adequate security in place.
· Access to site controlled e.g. through coded doors etc.  
· Use of visitor badges / signing in book
· Ensure all external doors / windows secured to prevent unauthorised access.
· Do not allow access to unknown callers.
· External lighting adequate
· Key holders should be strictly controlled and numbers kept to a minimum. (Cougar)
	· No working at height unless another member of staff present; No moving or handling. Only use essential electric equipment (computer, photocopier, kettle)

· No working in converted hall space or boiler room unless another member of staff present.

· Site is secure and gates to remain closed and controlled by office.  No unknown visitors to be allowed entry

· Lone workers to email and text line manager on arrival to and leaving work.  Additionally, lone workers to inform next of kin of their likely arrival/departure time.

· Lone workers to inform line manager of illness that prevents them attending during expected hours/shifts.

· No cash handling unless another member of staff is present.

· Mobile phone to be carried at all times/office lines available at all times

· School subscribes to the ‘Community Alarm’ service 569 6804 so that an external body monitors the lone worker
	All lone staff – immediately 



All lone staff – immediately 


All lone staff – immediately 


All lone staff to text HT or DHT – on safe sign in to premises



All lone staff to text HT or DHT – on illness, by 7.30am


All lone staff – immediately 

All lone staff – immediately 

Lone worker to log in and log out to the service at 3-hour intervals to ensure that they are safe (this time check can be altered by the lone worker for personal circumstances) – Daily by the individual
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