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RISK ASSESSMENT


1. Assessor: Paula Evans/Rachel Joint 

2. Description of Task/Activity/Area/Premises/etc.:  General and room and outside use:  Cedars before and after school club                                                

3. Date: 7.5.24

	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
List the control measures already in place
	What is the risk rating – H, M, L?
See section 5
	What further action, if any, is necessary, if so what action is to be taken by whom and by when?
	Action Completed
State date completed and sign.
	What is the risk rating now H,M,L? See Section 5

	1. Slips trips and falls. 

	Pupils, staff, cleaners etc could be injured if they slipped or fell
	· Pupil bags and coats are stored safely and are placed on the Cedars moveable coat racks 
· School floor surfaces are maintained in good condition. 
· Spills are cleaned up promptly or signed with wet floor signs/cones.
	L

L

L
M


M

L
	Activities that could pose a trip hazard are kept on mats to zone the area
Children are promptly asked to pick up dropped items or replace back in the activity zones. 

	
On-going






	

L

	2.Fire



	Pupils, staff could be harmed by smoke inhalation, burns etc  
	· School fire risk assessment in place and reviewed annually.
· Fire action notices are displayed by the exit of the rooms used.
· Fire exit routes and signage is clear and understood
· Call points (where applicable) are inspected and tested by the site team and by CHUBB / TRINITY
· Furniture (including blinds) are known to be fire retardant
· Fire exits are kept clear at all times
· Fire fighting provided according to hazard
· Cooking appliances are unplugged after use. 
· Hot work procedures in place 
	

L


L

L

L



L


L


L

	Register is placed by the fire door to record daily the number of children attending and absent.

Fire hazard are checked and preventative action is taken daily in risk assessments.

Fire grab-bags are maintained and made available.

Cedars Fire Safety Policy has been revised and shared with relevant school and Cedars staff.

Summer term 











	Lead member of staff



PJ/lead member



PJ



RJ/PJ/HT
	L

	3. Electrical equipment. 



	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Pupils, staff could be harmed by electric shock

	· School electrical appliances are PAT tested at frequencies in accordance with County policy
· Users are instructed to carry out visual inspection before use and remove any defective equipment from use 
· No personal electrical items are allowed in school in accordance with County policy
· Our school fixed electrical installation is inspected every 5 years by a County approved contractor

	

L



L




L


L



	PAT tests completed in September every year

Extra socket placed within Cedars storage to enable staff only to power electrical items. The iPad is only charged during the day time and unplugged overnight. Children are not allowed to use the chargers or socket. 
	KH



PJ and all staff
	L

	4. Doors
	Pupils may be harmed by trapping fingers in closing doors
	· Doors are fitted with finger protection devices on hinged side where needed
· All doors are closed by an adult as parents leave the premises 
	

L
	Regularly remind the children of the hazard.
	PJ and all staff
	L

	5. Scalding risks from hot radiators or hot water taps. 



	Pupils, staff could be burned by touching very hot surfaces or water

	· Children are made aware when radiators are on and warm 
· Keep young children away from the radiators and all activities centralized in the hall 
	

L
	

Regularly remind the children of the hazard
	PJ and all staff
	L

	6. Environment.










	
Pupils and staff could be affected by glare or 
working in poor light

Pupils and staff could be harmed by splinters or other sharp edges

Pupils and staff could be harmed by splinters or other sharp edges

Pupils can be harmed by falling equipment in the hall.

	· Sunlight and glare is controlled by window coverings
· There is adequate lighting in hall for our activities
· Our school furniture and fixings are in good condition.  Damaged or defective items are reported and taken from use until repaired or replaced.
· Blinds have cords which are fixed permanently.






	L






L





L








M
	Staff immediately report damage or environmental concerns to the manager and the school Buildings and Finance Manager.

Fans are requested if needed.

Shaded areas are used for outside activities in the summer and parents and carers are reminded to supply hats and suncream.









A daily  risk assessment is carried out to identify environmental risks and to deal with these immediately (e.g. equipment left in hall cleared away before session)



	
PJ and all staff



PJ



PJ and all staff










One member of staff before each session/all staff
	L





















L

	 7. Glazing
	Pupils or staff may receive cuts from damaged glass
	· The low level and vulnerable glazing in school meets safety glazing requirements.
 

	

L
	
	
	
L

	8. Access to the storage 
Cupboard 
	Pupils and staff may be harmed by….
	· The storage cupboard is only acceded by adults
· Children can request toys from the cupboard but not enter
· All boxes are placed safely on the shelves 
	

L
	Children and staff are regularly reminded that the cupboard is a staff-only area. 
A lock has been added to ensure that children do not access the resources inside of the storage area. 
	KH/All staff on-going
	L

	9. Snack area
	Pupils and staff
Health and hygiene
	· Children encourage to wash hands or use antibacterial gel before snacks
· Cups jugs and plates washed on a daily basis.

	L
	High supervision rates with cooking activities to ensure good hygiene.
One staff member to consistently be responsible for snacks provided. Surfaces are cleaned with antibacterial spray regularly
Children use antibacterial gel to clean hands before snack, parental permission has been given
Fridge temperature checked and recorded daily 
Fruit, milk and water fresh daily
Waste removed daily
	PJ and all staff



WW in school kitchen and 
PJ and all staff in all other areas. 





MB
	L

	10. School events
	Pupils could get lost during an event such as the Christmas fayre.
	· Small groups are taken by a member of staff to allow all supervised access. 
· Registers are re-taken each time a group returns
	M
	Children to wear high visibility bibs to increase visual identification of groups. 

	During any school event.
All staff
	L

	11. End of the day and Playground use
	Pupils and staff
Risk of accidents, a person entering the premises, a child leaving the premises
	· All gates are locked and secured by one of the teachers at the end of the day.
· A staff member to carry out a visual check to ensure that hazards are removed and all areas checked before and after use by Cedars staff. 
	M
	A member of Cedars staff ensures that the gates are secured and that the children’s entrance door has not been left open. 
When there is an event which requires the gates to be left open, then the Cedars staff will keep the children in the library or a designated classroom and escort children to the toilets.
All hazards are removed or reported where necessary. Removal to be checked and followed-up as appropriate. 
Related policies are reviewed annually to ensure safe procedures for accounting for all pupils. See website for full details: (https://www.berkswichceprimary.co.uk/cedars-policies-and-risk-assessments/) 
	Daily and during school events such as open book day






All staff
KH


RJ/PJ
	L

	12. Hall use
	Staff and pupils risk of injury through hazards.
Risks of a missing child.
	· Cedars staff to check all areas and remove any hazards. 
· Daily risk assessment completed by manager or lead member of staff.
· Children escorted from premises out to parents. Children are never permitted to release themselves via the front door.
	M
	Parents and visitors and not permitted into the hall unless accompanied by a member of school or Cedars staff. 
During sessions where more than one area is being used, regular headcounts are carried out and children are handed over from area to area by a member of staff. 
Musical instruments are not for use by children at Cedars.
Digital devices used are solely those purchased for Cedars.
Charging for these is access by staff only.
Piano is locked at all times and the keys secured safely.
	On-going
All staff
	L

	12. Field use
	Pupils and staff sustaining injuries. Loss of a pupil.
	· Daily risk assessment carried out and hazards removed. 
· Reception gate to remain closed once the children are on the field.
· Sheds to be kept locked at all times.
	
	All hazards are removed or reported where necessary. Removal to be checked and followed-up as appropriate.
Children are not allowed access to the sheds at any time. 
[bookmark: _GoBack]EYFS children may also wear these at times when on the field and the numbers of children are higher.
	On-going 
All staff
KH/SH
	

	13. Loss of a child
	Pupils missing
	· See policies related to missing child or a child who has not attended a session. 
	M
	See website for full details (https://www.berkswichceprimary.co.uk/cedars-policies-and-risk-assessments/) 
	All staff to adhere to the policies
	L








4. Tick (√) if any of the identified hazards relate to any of the following specific themes.
	Hazardous Substance
	Manual Handling
	Display Screen Equip
	Fire
	Work Equip / Machinery
	Stress
	Individual Person such as Young Person
New/ Expectant Mother or Service User

	
	
	
	
	
	
	



If any are ticked a specific risk assessment form must be completed separately.  For example a COSHH form must be completed if a hazardous substance is used.


5. Risk Rating
The risk rating is used to prioritise the action required.  Deal with those hazards that are high risk first. 

	Risk Rating
	Description
	Action Priority

	High
	Where harm is certain or near certain to occur and/or major injury or ill-health could result
	Urgent action

	Medium
	Where harm is possible to occur and/or serious injury could result e.g. off work for over 3 days
	Medium priority

	Low
	Where harm is unlikely or seldom to occur and/or minor injury could result e.g. cuts, bruises, strain
	No action or low priority action




6. Assessment 

Signature of Assessor(s): P Johnston			Signature of Line Manager: R Joint

Print Name:        Paula Johnston				Print Name:      Rachel Joint

Date Assessed:	7.5.24 				Review Date:   2.9.24 (new leader review)

7.  Communication and Review

This risk assessment should be communicated to all employees and relevant persons who may come into contact with the hazards being assessed.  The assessment must be reviewed annually or following a significant change, accident or violent incident.
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