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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
	

	Incorrect footwear causing slip/trip/fall
	All staff/pupils
	· Staff and pupils wear sports footwear for PE
· Site manager wears safety footwear
	· Training for all about need for safe footwear 
	All staff including site manager – immediately
	2
	3
	6
	September 2024

	Slippy floors due to water/ice/food
	All staff/pupils
	· Hazard signs used
· Immediate clearance where notified
· Path cleared by sanding/salting when icy
· Safety procedures taught
	· Reporting of potential hazards to be encouraged and route for reporting (site manager or administrator)
	All staff including site manager – immediately
	2
	4
	8
	September 2024

	Working at height
	All staff/pupils
	· Stepladders provided for a range of heights
· Staff reminded to use step ladders
· No working at height above levels of stepladder allowed for staff with exception of Site Manager (see lone-working assessment)
	· Staff to be trained re. legal obligation to follow employer recommended safety procedures

· Additional stepladders provided to encourage staff to use

· Read the document ‘Safe use of ladders’ for additional guidance
	All staff including site manager – immediately
	2
	5
	10
	September 2024

	Objects on floor
	All staff/pupils
	· Health and safety reps to check corridors
	· Additional training for health and safety reps
	Site manager – immediately 
	3
	3
	9
	September 2024

	Poor lighting
	All staff/pupils
	· Lighting provided at high-risk areas e.g. steps
	· Review of adequacy of lighting with additional provision if required
	All staff including site manager – immediately 
	3
	3
	9
	September 2024

	Material damage e.g. carpets/steps/ other floor surface
	All staff/pupils
	· Site Manager and cleaning staff check daily and undertake repairs/isolate area
	· Introduction of safety concern/near miss report forms
	Site manager and cleaning staff – immediately 
	2
	4
	8
	September 2024
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