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Risk Assessment Policy
INTRODUCTION
This policy is designed to assist the school in fulfilling their legal duties in assessing risks. Risk management is the consideration of the
risks that arise in the workplace and then putting in place sensible health and safety measures to control them.
In accordance with our duties under the Management of Health and Safety at Work Regulations 2000, the school is required to undertake
regular risk assessments and take any necessary action arising from these according to provisions set out in the Health and Safety policy
and elsewhere.
The Principal is responsible for making sure that risk assessments are completed, logged and effectively monitored. Reviews are
conducted when there is any change to equipment or resources, any change to the school’s premises, or when particular needs of a
child or other visitor necessitate this.
The Principal is further responsible for conducting any necessary reviews or making changes to the school’s policies or procedures in the
light of any potential risks that they or other members of staff discover.
A visual inspection of both the equipment and the entire premises – both indoor and outdoor – will be carried out daily. This will,
ordinarily, be carried out by a designated member of staff (Caretaker) on arrival at the school and will be completed before any children
arrive.
During the school day, staff will be vigilant and continuously aware of any potential risks to health and safety arising from:
• the School’s environment, both indoors and outdoors;
• all surfaces, both indoors and outdoors;
• all equipment used by children or staff.
On discovering a hazard, staff will take all steps necessary to making themselves and any other people potentially affected safe. They
will then notify the Principal and ensure that a record is made in the Incident Record Book.
Teachers are responsible for carrying out the Health & Safety Checklist Appendix 1 to keep general classrooms safe.
HOD of T&D, Vocational Education, Science, PE or subjects which have specific hazards are responsible for carrying out additional risk
assessments

As already stated, the Management of Health and Safety at Work Regulations (NI) 2000 require that suitable and sufficient assessments
of the risk arising out of work are carried out.
Put simply, a risk assessment is finding out what could cause harm to people and deciding if you have done enough or need to
do more to protect them.

The Process of Risk Assessment
What can be risk assessed?
A risk assessment can be undertaken on an object or substance, a process, a location, an activity, or a person. It is a five step process:
Step 1: Identify the hazards
Step 2: Decide who might be harmed and how
Step 3: Evaluate the risks and decide on precautions
Step 4: Record your findings and implement them
Step 5: Review your assessment and update if necessary

What is a hazard?
A hazard is anything which can cause harm e.g. electricity, chemicals, etc

What is risk?
Risk is the chance, high or low, that somebody could be harmed by these and other hazards, together with an indication of how serious the
harm could be.

Evaluating the risk
Having spotted the hazards, you then have to decide what to do about them. The law requires you to do everything ‘reasonably practicable’ to
protect people from harm. You can work this out for yourself, but the easiest way is to compare what you are doing with good practice. There
are many sources of good practice, for example HSENI’s website (www.hseni.gov.uk) CLEAPSS, etc.
So first, look at what you’re already doing think about what controls you have in place and how the work is organised. Then compare this with
the good practice and see if there’s more you should be doing to bring yourself up to standard.
In asking yourself this, consider:
Can I get rid of the hazard altogether? If not, how can I control the risks so that harm is unlikely? When controlling risks, apply the principles
below, if possible in the following order:
try a less risky option (e.g. switch to using a less hazardous chemical);
prevent access to the hazard (e.g. by guarding);
organise work to reduce exposure to the hazard

(e.g. put barriers between pedestrians and traffic);
issue personal protective equipment (e.g. clothing, footwear, goggles etc); and
provide welfare facilities (e.g. first aid and washing facilities for removal of contamination).

Involve staff, so that you can be sure that what you propose to do will work in practice.

WHAT IS A RISK ASSESSMENT?
The Health and Safety Executive (HSE) defines a risk assessment as “a careful examination of what in your work could cause harm to
people so that you can weigh up whether or not you have taken enough precautions or should do more to prevent harm”. The
assessment will help you to identify the likelihood of harm and whether you can reduce the risk to a reasonable level, through the
introduction of control measures.

The five step process is as follows:
Step 1: Identify the hazards
Divide your work into manageable categories considering:
Location
Activities
Equipment
People
Identify the Hazards:
Chemical – paint solvents/exhaust fumes
Biological – bacteria
Physical – noise/vibration
Psychological – occupational stress
Step 2: Decide who might be harmed and how
For each hazard you need to be clear about who might be harmed, identify the groups of people – such as staff members or members of
the public/pupils.
Identify how they might be harmed i.e. what type of injury injury or ill health might occur.
Step 3: Evaluate the risks and decide on precautions
Consider how likely it is that each hazard will occur and what control measures you already have in place. Have the control measures in
place got rid of the hazard altogether or reduced the risk so that harm is unlikely, if the task has not been adequately controlled what
further actions are required. If any further actions are required the name of the person responsible for actioning the task should be
recorded along with the projected completion date with the actual completion recorded in the completed column.
Step 4: Record your findings and implement them
Putting the results of your risk assessment into practice will make a difference when looking after our staff.
Writing down the results of your risk assessment, and sharing them with the staff, encourages you to do this.
Step 5: Review your assessment and update if necessary
Risk assessments need to be reviewed and if necessary updated every year. However a review will be required sooner if an incident or
accident occurs, or there are significant changes to the premises, staff or procedures.

DEFINITION OF A HAZARD AND A RISK
Hazard: A hazard is anything that may cause harm such as chemicals, electricity, working from ladders, an open drawer, etc.
Risk: The risk is the chance, high or low, that somebody could be harmed by these and other hazards, together with an indication of how
serious the harm could be.
TYPES OF RISK ASSESSMENTS
There are three different types of risk assessments. These are generic, specific and dynamic.
Generic activities are those which although they are carried out at different times and locations, the hazards and risks are largely the
same and do not change. For this type of activity generic risk assessments can be produced as a model for guidance only.
A specific risk assessment may be applicable where the hazards and risks are only applicable to a certain activity and also where there is
a requirement in legislation to undertake a specific assessment for example COSHH, new and expectant mothers.
A dynamic risk assessment is a continuous process of identifying the hazards that occur in for example an emergency situation,
assessing the risks and taking immediate action to eliminate or reduce these to an acceptable level.
GENERIC RISK ASSESSMENTS
This policy contains a generic risk assessment template which has been produced to assist our school with the risk assessment process
and should form a good foundation for identifying hazards, assessing risks and implementing controls. However, you must also pay
attention to our own school environment.
The risk assessment template used is based on the format contained in the HSE publication “Five steps to risk assessment”, see Figure 1. The
template should list the hazards identified in the school environment and their associated risks and also a range of control measures that should be
in place to eliminate or reduce the risks. The form needs to be adapted by a competent person from our establishment, who can complete the rest
of the form having considered the generic hazards, risks and control measures listed on the form and adding any site specific items identified

Risk Assessment Policy

Using the checklist
This checklist covers the most common areas of concern/risk in ordinary classrooms, but is not exhaustive. It does not cover drama and sports facilities or specialist
classrooms, including laboratories, art, IT, design and technology facilities or pupil referral rooms.
It can be used by class teachers, teaching assistants, premises staff or department heads – those running the school can decide how best to use the
checklist in their school. It can be used as required, for example at the start of a term to provide reassurance to teaching staff that the most common areas of
risk in the classroom are being adequately controlled.
It is designed to be helpful and quick and easy to use but there is no obligation on staff to use it. If an issue is not relevant to a classroom, simply mark it as
‘N/A’ (not applicable) and move to the next question. There is space at the end to list any additional issues.

Carrying Out A Risk Assessment

Risk Assessment
Hazardous Activity

PROBABILITY
OF

SCORE

CONSEQUENCE
OF OUTCOME

Highly unlikely to
ever occur

1

Slight
inconvenience

May occur but
very rarely

2

Minor injury
requiring First Aid

Does occur but
only rarely

3

Medical attention
required

Occurs from time
to time

4

Major injury
leading to
hospitalisation

Likely to occur
often

5

Fatality or serious
injury leading to
disability

OCCURRENCE

Risk = Probability of Occurrence X Consequence of Outcome

= Occurs from Time to Time To Time X Major injury leading to hospitalisation

=
Any Score over 15 requires the school to put in strategies to reduce the risk

Appendix 1 – H&S Checklist – General Classroom
Yes
Questions you should ask:

Movement
around the
classroom
(slips and trips)

Work at
height (falls)

Furniture and
fixtures

Manual
handling

Is the internal flooring in a good condition?
Are there any changes in floor level or type of
flooring that need to be highlighted?
Are gangways between desks kept clear?
Are trailing electrical leads/cables prevented
wherever possible?
Is lighting bright enough to allow safe access and
exit?
Are procedures in place to deal with spillages, eg
water, blood from cuts?
For stand-alone classrooms:
■ Are access steps or ramps properly maintained?
■ Are access stairs or ramps provided with
handrails?
Do you have an ‘elephant-foot’ stepstool or
stepladder available for use where necessary?
Is a window-opener provided for opening high-level
windows?
Are permanent fixtures in good condition and
securely fastened, eg cupboards, display boards,
shelving?
Is furniture in good repair and suitable for the size
of the user, whether adult or child?
Is portable equipment stable, eg a TV set on a
suitable trolley?
Where window restrictors are fitted to upper-floor
windows, are they in good working order?
Are hot surfaces of radiators etc protected where
necessary to prevent the risk of burns to
vulnerable young people?
Have trolleys been provided for moving heavy
objects, eg computers?

Further
action
needed

N/A

Computers
and similar
equipment

Electrical
equipment
and services

Asbestos

Fire

Workplace
(ventilation
and heating)

If you use computers as part of your job, has a
workstation assessment been completed?
Have pupils been advised about good practice
when using computers?
Are fixed electrical switches and plug sockets in
good repair?
Are all plugs and cables in good repair?
Has portable electrical equipment, eg laminators,
been visually checked and, where necessary,
tested at suitable intervals to ensure that it’s safe
to use? (There may be a sticker to show it has
been tested.)
Has any damaged electrical equipment been taken
out of service or replaced?
If the school contains asbestos, have details of the
location and its condition in the classroom been
provided and explained to you?
Have you been provided with guidance on
securing pieces of work to walls/ceilings that may
contain asbestos?
If there are fire exit doors in the classroom, are
they:
■ unobstructed;
■ kept unlocked; and
■ easy to open from the inside?
Is fire-fighting equipment in place in the
classroom?
Are fire evacuation procedures clearly displayed?
Are you aware of the evacuation drill, including
arrangements for any vulnerable adults or
children?
Does the room have natural ventilation?
Can a reasonable room temperature be
maintained during use of the classroom?
Are measures in place, for example blinds, to
protect from glare and heat from the sun?

This is not an exhaustive list and you should identify any
other hazards associated with the daily use of the
classroom in the space overleaf, including any further
actions needed. If necessary, discuss this with your head
teacher or employer.

School:

St Kevin’s College

Activity:

Playground

Assessment carried out by:

G Kelly

Date:

1st September
2017

Date of Review:

1st September 2018

Appendix 2
What are the
Hazards

Who might be
harmed and
how?

Existing Control Measures

Bullying

Pupils



Stress, physical
injury



What are you already doing?



Fighting

School should has an antibullying policy
Adult supervisors should be
familiar with the policy
Training for supervisors in
identification and prevention of
bullying



Supervisors aware of school rules on
appropriate behaviour



Supervisors trained in how to deal
with this type of situation

Pupils



Abduction,
assault



Maintained, unbreached fencing
(no holes or gaps)
Points of access minimised with
clearly signed routes to reception

Pupils
Supervisors

What further action is
necessary?

Injury
Security

Unsupervised contact
with adults, child
protection issues




Where possible provide
alternative routes for visitors
bypassing playing areas.
Gates closed / secured at break
times

See also security risk assessment

Action by who? Action by
when?

Completed



Avoid children playing in areas out of
sight of supervisors



Areas of site identified as higher risk
made “out of bounds”



Supervision levels appropriate for the
layout of the site and the play areas,
especially in the vicinity of the gates
and where there are public footpaths
through the school grounds.

Absconding / children
leaving the school
grounds unobserved

Pupils



Traffic accident
Abduction



No children leave the site during
break/lunch
Identify any blind spots due to
walls, trees, bushes, play
equipment, etc.

Steps and steep slopes

Pupils



Games not to be played on steps



Ensure theses areas are gritted in the
winter




No running
Adequate numbers of supervision to
account for emergency situations
(Identify the number of staff and the
number of pupils they will be
expected to supervise)



First aid kits located close by in
school buildings

Slips, trips, falls
Accidents

Pupils

More serious
injury

If there are blind spots is there any
way that the situation can be
improved? For example reducing
the height of hedges, etc

What would be the arrangements
should a member of staff report
sick

Litter, glass

Pupils



Trained first aiders present on the
site and available during lunch and
break times



Supervisors who do not have first aid
training are aware of the action they
should take in the event of an injury
and what not to do



Inspection of the area by a member
of staff before use by pupils and litter
pick as required



Inspection of the area and litter pick
(identify measures for preventing
needle stick injuries)



Where possible prevent dog walking
within the school grounds.



Provide signage at school entrance
points



Provide equipment so that faeces can
be removed safely

Injuries, cuts
Used Needles

Pupils
Staff

HIV, Hepatitus B

Dog faeces

Pupils
Staff

infection,
Toxicariasis

Trees, poisonous
or thorny plants

Pupils



Grounds maintenance contract in
place

Hard Surfaces

Pupils



Ensure that the play areas are even
and maintained. Defects reported to
the person responsible



Area periodically checked for missing
drain covers, uneven surfaces, etc.

Staff

Slips, trips, falls

Strong sunlight

Pupils



Staff



Pupils encouraged to wear wide
brimmed hats
Staff wear suitable hats



School policy and procedure in place
for the application of suncream



The Principal to make decision
before break or lunchtime as to
whether pupils are allowed out
outside



Gritting procedures in place



Play is appropriately supervised
taking into account the age of pupils
and the condition and layout of the
play area



All areas are clearly visible for
supervision purposes



Children are kept away from
buildings by supervisors

Sunburn
Heat exhaustion
Snow and ice on
playground

Pupils

Slips
Trips
Falls
Collisions involving
people or buildings

Pupils

Injuries arising
from collisions

Any areas which become
unsuitable will need to be coned
off and placed out of bounds until
repairs can be undertaken.



Spaces nominated as safe for
running and energetic activities are
free from obstructions



Inappropriate behaviour is banned

Appendix 3

School:

St Kevin’s College

Assessment carried out by:

What are the Hazards

Desk – upper limb
disorders

Chair- aches, pains in
shoulders and back

Who might be
harmed and
how?

Display screen
user

Activity:

Display Screen Equipment

Date:

Existing Control Measures
What are you already doing?

 Display screen equipment checklist
carried out – available on NEELB
webpage.
 Ample space to carry out work,
allows for flexible arrangements
(space in front of keyboard to
support hands/wrist during pauses
in keying)
 Sufficient height to allow postural
changes

Date of Review:

What further action is
necessary?



Display screen equipment
checklist completed

Action by who?

Action by
when?

Completed

Name of person
responsible to be
added here

Realistic time
frame to be
added

Sign and date
when further
actions have
been
completed

 Chair is adjustable (seat back and
seat height are adjustable)
 Good lumbar support
 Forearm is approximately
horizontal and eyes same height as
top of the VDU
 Screen is adjustable
 Text large enough to read – sharp
and focused
 Keyboard is useable, adjustable,
detachable and legible
 Mouse within easy reach so it can
be used with the wrist straight.

Display screen – eye
strain and headaches

You may have other further actions
that you may wish to add

General environment –
headaches, upper limb
disorder

Display screen
user







Equipment located away from glare
from windows
Adequate lighting
Good posture practiced
Leg room and clearance to allow for
changes in posture- move boxes
etc. from below desk
Ensure screen surface is clean

Name of person
responsible to be
added here

Realistic time
frame to be
added

Sign and date
when further
actions have
been
completed




Regular eye tests contact Human
Resources Department for details
Work pattern to be considered
time spent at desk should be no
more than 45 minutes in an hour
without taking a natural break to
move about other tasks can be
carried out such as filing.

You may have other existing precautions you
may wish to add

Health and Safety

Display screen equipment (DSE)
workstation checklist
Workstation location and
number (if applicable): .............................................
User: .............................................
Checklist completed by: .............................................
Assessment checked by: .............................................
Any further action needed: Yes/No
Follow-up action completed on:.............................................
This is a web-friendly
version of Display
screen equipment (DSE)
workstation checklist
published 05/13

The following checklist can be used to help you complete a risk assessment and
comply with the Schedule to the Health and Safety (Display Screen Equipment)
Regulations 1992 as amended by the Health and Safety (Miscellaneous
Amendments) Regulations 2002.
The questions and ‘Things to consider’ in the checklist cover the requirements of
the Schedule. If you can answer ‘Yes’ in the second column against all the
questions, having taken account of the ‘Things to consider’, you are complying.
You will not be able to address some of the questions and ‘Things to consider’, eg
on reflections on the screen, or the user’s comfort, until the workstation has been
installed. These will be covered in the risk assessment you do once the workstation
is installed.
Work through the checklist, ticking either the ‘Yes’ or ‘No’ column against each
risk factor:

■ ‘Yes’ answers require no further action.
■ ‘No’ answers will require investigation and/or remedial action by the workstation
assessor. They should record their decisions in the ‘Action to take’ column.
Assessors should check later that actions have been taken and have resolved the
problem.
Remember, the checklist only covers the workstation and work environment. You
also need to make sure that risks from other aspects of the work are avoided, eg
by giving users health and safety training, and providing for breaks or changes of
activity. For more advice on these see Working with display screen equipment
(DSE): A brief guide.

Risk factors
answer

Yes

Tick

Things to consider

No

1 Keyboards
Is the keyboard separate from
the screen?

This is a requirement, unless the
task makes it impracticable (eg
where there is a need to use a
portable).

Does the keyboard tilt?

Tilt need not be built in.

Is it possible to find a
comfortable keying position?

Try pushing the display screen
further back to create more room for
the keyboard, hands and wrists.
Users of thick, raised keyboards
may need a wrist rest.

Does the user have good
keyboard technique?

Training can be used to prevent:

Are the characters clear and
readable?

Keyboards should be kept clean. If
characters still can’t be read, the
keyboard may need modifying or
replacing.

■ hands bent up at the wrist;
■ hitting the keys too hard;
■ overstretching the fingers.

Use a keyboard with a matt finish to
reduce glare and/or reflection.

Action to take

Risk factors
answer

Yes

Tick

Things to consider

No

2 Mouse, trackball etc
Is the device suitable for the
tasks it is used for?

If the user is having problems, try a
different device. The mouse and
trackball are general-purpose
devices suitable for many tasks, and
available in a variety of shapes and
sizes. Alternative devices such as
touch screens may be better for
some tasks (but can be worse for
others).

Is the device positioned close
to the user?

Most devices are best placed as
close as possible, eg right beside
the keyboard.
Training may be needed to:

■ prevent arm overreaching;
■ encourage users not to leave
their hand on the device when it
is not being used;
■ encourage a relaxed arm and
straight wrist.

Is there support for the device
user’s wrist and forearm?

Support can be gained from, for
example, the desk surface or arm of
a chair. If not, a separate supporting
device may help.
The user should be able to find a
comfortable working position with
the device.

Does the device work smoothly
at a speed that suits the user?

See if cleaning is required (eg of
mouse ball and rollers).
Check the work surface is suitable.
A mouse mat may be needed.

Can the user easily adjust
software settings for speed
and accuracy of pointer?

Users may need training in how to
adjust device settings.

Action to take

Risk factors
answer

Yes

Tick

Things to consider

No

3 Display screens
Are the characters clear and
readable?

Health and
safety

Make sure the screen is clean and
cleaning materials are available.
Check that the text and background
colours work well together.

Health and
safety
Is the text size comfortable to
read?

Software settings may need
adjusting to change text size.

Is the image stable, ie free of
flicker and jitter?

Try using different screen colours to
reduce flicker, eg darker
background and lighter text.
If there are still problems, get the
set-up checked, eg by the
equipment supplier.

Is the screen’s specification
suitable for its intended use?

For example, intensive graphic work
or work requiring fine attention to
small details may require large
display screens.

Are the brightness and/or
contrast adjustable?

Separate adjustment controls are
not essential, provided the user
can read the screen easily at all
times.

Does the screen swivel and
tilt?

Swivel and tilt need not be built in;
you can add a swivel and tilt
mechanism.
However, you may need to replace
the screen if:

■ swivel/tilt is absent or
unsatisfactory;
■ work is intensive; and/or

Action to take

■ the user has problems
getting

Risk factors

Tick
answer
Yes

Is the screen free from glare
and reflections?

Things to consider

No
Use a mirror placed in front of the
screen to check where reflections
are coming from.
You might need to move the screen
or even the desk and/or shield the
screen from the source of the
reflections.
Screens that use dark characters
on a light background are less
prone to glare and reflections.

Are adjustable window
coverings provided and in
adequate condition?

Check that blinds work. Blinds with
vertical slats can be more suitable
than horizontal ones.
If these measures do not work,
consider anti-glare screen filters as a
last rssort and seek specialist help.

4 Software
Is the software suitable for the
task?

Software should help the user carry
out the task, minimise stress and be
user-friendly.
Check users have had appropriate
training in using the software.
Software should respond quickly
and clearly to user input, with
adequate feedback, such as clear
help messages.

Action to take

Risk factors
answer

Yes

Tick

Things to consider

No

5 Furniture
Is the work surface large
enough for all the necessary
equipment, papers etc?

Create more room by moving
printers, reference materials etc
elsewhere.
If necessary, consider providing new
power and telecoms sockets, so
equipment can be moved.
There should be some scope for
flexible rearrangement.

Can the user comfortably
reach all the equipment and
papers they need to use?

Rearrange equipment, papers etc to
bring frequently used things within
easy reach.
A document holder may be needed,
positioned to minimise
uncomfortable head and eye
movements.

Are surfaces free from glare
and reflection?

Consider mats or blotters to reduce
reflections and glare.

Is the chair suitable?

The chair may need repairing or
replacing if the user is
uncomfortable, or cannot use the
adjustment mechanisms.

Is the chair stable?
Does the chair have a
working:

■ seat back height and tilt
adjustment?

■ seat height adjustment?
■ castors or glides?

Action to take

Risk factors
answer

Yes
Is the chair adjusted correctly?
their work sitting comfortably.

Tick

Things to consider

No
The user should be able to carry out

Consider training the user in how to
adopt suitable postures while
working.

The arms of chairs can stop the
user getting close enough to use the
equipment comfortably.

Move any obstructions from under
the desk.

Is the small of the back
supported by the chair’s
backrest?

The user should have a straight
back, supported by the chair, with
relaxed shoulders.

Are forearms horizontal and
eyes at roughly the same
height as the top of the DSE?

Adjust the chair height to get the
user’s arms in the right position, and
then adjust the DSE height, if
necessary.

Are feet flat on the floor,
without too much pressure
from the seat on the backs of
the legs?

If not, a footrest may be needed.

Action to take

Risk factors

Tick
answer
Yes

Things to consider

No

6 Environment
Is there enough room to
change position and vary
movement?

Space is needed to move, stretch
and fidget.
Consider reorganising the office
layout and check for obstructions.
Cables should be tidy and not a trip
or snag hazard.

Is the lighting suitable, eg not
too bright or too dim to work
comfortably?

Users should be able to control light
levels, eg by adjusting window
blinds or light switches.
Consider shading or repositioning
light sources or providing local
lighting, eg desk lamps (but make
sure lights don’t cause glare by
reflecting off walls or other
surfaces).

Does the air feel comfortable?

DSE and other equipment may dry
the air.
Circulate fresh air if possible. Plants
may help.
Consider a humidifier if discomfort is
severe.

Are levels of heat
comfortable?

Can heating be better controlled?
More ventilation or air conditioning
may be required if there is a lot of
electronic equipment in the room.
Or, can users be moved away from
the heat source?

Are levels of noise
comfortable?

Consider moving sources of noise,
eg printers, away from the user. If
not, consider soundproofing.

Action to take

7 Final questions to users...
■ Has the checklist covered all the problems they may have working with their DSE?
■ Have they experienced any discomfort or other symptoms which they attribute to working
■
■

with their DSE?
Has the user been advised of their entitlement to eye and eyesight testing?
Does the user take regular breaks working away from DSE?

Write down the details of any problems here:

