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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:    JS06


	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
	

	Duties of employment pose risk to health of Site Manager
	Site Manager
	Site Manager has had health and safety training to raise awareness of risks and safe practice

Risk assessments in place for all areas of school site
	Job description reviewed

Risk assessment for lone working written

Jobs to be planned so those with risk rating of >12 are undertaken when other people are on site

Site Manager to carry mobile phone

Site manager to have support at base of ladder if climbing > 2.4m

Additional staff to receive First Aid training so that there is a qualified First Aider on site during his daily working hours


	Head Teacher and Site Manager 
	2
	5
	10
	September 2024

	Lone working
	See separate lone working risk assessment




	Assessment reviewed [Date]:
	Reviewed by [Name]:
	Comments:
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