Risk Assessment Requirements Form
	Instructions: together with your staff/department, complete the boxes below in as much detail as you can. This exercise is designed to help you determine what, in your area of responsibility, may require a risk assessment. Where there is any overlap between departments (e.g., an area, activity, event etc. falls under the responsibility of two or more departments), you should liaise with the relevant Head(s) of Department to ensure that appropriate risk assessments are in place, and that these are shared between departments where relevant. 

If you identify any potential gaps in your risk assessment coverage, you are advised to put an action plan in place to address this and ensure that all actions are monitored to completion. 

If you have any questions or require any assistance, please contact <insert name and contact details, e.g. H&S Manager etc.>. 

	What areas of the School/College are you responsible for?
Examples may include: classrooms, offices, storage rooms/external storage areas, boarding houses, staff accommodation, commercial kitchens, domestic kitchens, food technology/nutrition kitchens, DT/maintenance workshops, science labs/prep rooms/chemical stores, indoor/outdoor sporting facilities, theatre/theatre workshop, drama studio, dance studio, art studio, art workshops (e.g., ceramics etc.), photography darkrooms, music practice rooms, playgrounds, Forest School, grounds, ponds/lakes, site roads/delivery yards/car parks, medical centres/rooms, IT server rooms, plant rooms (e.g. boiler rooms, lift motor rooms, pool plant rooms etc.), and roof spaces etc. 


















	What departments, staff, pupils are you responsible for?









	What activities are undertaken by your staff and/or pupils (i.e. that could present risk)?
Make sure to include those activities which are carried out infrequently, as well as day-to-day activities. Examples may include: use of plant/machinery/equipment/tools, use of lifting equipment, use of hazardous substances, use of display screen equipment (DSE), use of vehicles (driving for work), cleaning/housekeeping/laundry, servicing/maintenance, electrical/plumbing works, homeworking/hybrid working, lone/remote working, manual handling, work at height, provision of first aid/medical care, storage and administration of medication, dealing with challenging behaviour/aggression, food preparation/cooking, practical teaching/learning activities (e.g. sports, use of DT machinery/equipment/tools, science experiments etc.), set design and build, theatre productions, practical activities with boarders (e.g. pumpkin carving, BBQ etc.), traffic marshal, and playground supervision etc. 











































	Do your staff organise any educational visits (including DofE), sporting fixtures, and/or any other offsite activities?





	Do your staff organise any School/College events?
Examples may include: sporting events, leavers balls, open days, awards ceremonies, VIP visits, lettings etc. 





	What plant, machinery, equipment is used within your department?
Examples may include: lab equipment, Bunsen burner, steam engine, pressure cooker/autoclave, fixed woodworking/metalworking machinery, portable power tools, hand tools, domestic/commercial kitchen equipment, theatre staging/seating systems, catwalks/wire grids, musical instruments, amps/PA systems, access equipment (e.g., kickstools, stepladders, ladders, mobile tower scaffold, tallescope etc.), sporting equipment (e.g. mats, benches, gymnastics equipment, trampolines, nets, floodlights, bats, hurdles, javelins, discus, shotput etc.), lifting equipment (e.g. passenger lifts, goods lifts, mobile elevated work platforms, vehicle tail lifts, winches etc.), pressure systems (e.g. compressors, air tools, barista style coffee machines etc.), LEV (e.g. lab fume cupboard, fixed/portable dust/fume extraction systems in DT/maintenance workshops etc.), desktop computers/laptops, printers, laminators, medical/first aid equipment, cleaning and laundry equipment (e.g. vacuums, floor scrubbers/polishers, domestic/commercial washing machines, tumble dryers, irons etc.), manual handling aids (e.g. sack trucks, trolleys, pallet trucks etc.), vehicles (e.g. own car for work, pool car, van, MPV, ATV, minibus, coach etc.), vehicle trailers, watercraft (e.g. boats, canoes, kayaks etc.), grounds maintenance plant and machinery (e.g. ride-on mowers, mini tractors, tractors etc.), marquees/gazebos/temporary structures, and indoor/outdoor play equipment etc. 


























	What hazardous substances are used, stored and/or produced within your department?
Examples may include: hazardous solids/liquids/gases such as paint, varnish, adhesives, oils/lubricants, fuel, cleaning chemicals, wood dust, welding/brazing fume, pesticides, LPG, radioactive sources within Senior Science etc.
















	Are you responsible for any contractors, instructors, peripatetic staff etc.?
Examples may include: servicing/maintenance/construction/IT contractors, activity instructors and peripatetic staff delivering music lessons, sports activities, after schools clubs, art sessions (including visiting artists), supporting DofE, providing pitch side support such as Immediate Care Practitioners, and physios etc.












	What activities are undertaken by your contractors, instructors, peripatetic staff (i.e., that could present risk)?
Examples may include: same as above. 
















This template is licensed for use by the clients of Pearson Webb Consulting Ltd and should not be shared with third party organisations.  
The content of this template will need to be amended to suit the specific practices and procedures of your organisation. Queries on the suitability of this document, and ensuring compliance with relevant legislation and best practice can be directed to: info@pearsonwebb.co.uk  

