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CONFIDENTIAL RISK ASSESSMENT
	Description of Task / Work Area
	Location (centre / room)

	Extended Use Of School (Out of Hours)

	Name of School

	Assessor:
	
	Assessment date:
	
	Date of Review
	


	
           Hazard
	Risk to whom?

e.g. staff, pupils, members of public etc.
	Severity of injury

1 – Minor

2 – Major

3 – Risk to life
	Controls and precautions
	Is this adequate in your building?
	Additional controls and precautions to be taken.

	Adequate Insurance Cover

	Staff

Members of Public

Pupils

Contractors

Children

Property
	
	· The school will confirm that the LA or their own insurance covers the use of premises in extended hours. 
· Evidence of Public Liability Insurance will be sought for extended groups except groups and providers with national affiliations who are covered by the organisation’s overall insurance policy.


	
	

	Access to Premise
	Staff

Members of Public

Pupils

Contractors

Children

	
	· Reasonable adjustments will be made to ensure people with disabilities are able to participate.

	No
	· School may need to consult LA on out of hours transport provision.

	Maintenance and 
Damage to Property


	Staff

Members of Public

Pupils

Contractors

Children


	
	· Repair cost and responsibilities for community use will be agreed on before service commence.
· Arrangements for cleaning will be agreed between school and the organiser.
· A contract will be made to specify responsibilities.

· Schools will be flexible in the planning of routine repairs and take account of evening, holiday and weekend use of school.

· Cleaning routines are likely to be affected by extended use facilities, arrangements will be made to ensure disruption of core school activities are kept to a minimum.
· The organiser is responsible for reporting any damage to school property, equipment and buildings caused by users or guests.

· The organiser will ensure that equipment is left in good condition, stored away and accommodation is left in a clean and tidy condition.

· No alcohol will be allowed on the premise unless prior permission is given by the school.

	
	

	School Security


	Staff

Members of Public

Pupils

Contractors

Children


	
	· The headteacher or school manager with the assistance of the Schools Security Co-ordinator will carry out a review of school security to identify any possible additional risks.
· Adjustments to the school existing opening hours and visitor control system will be made.
·  The school is surrounded by perimeter fencing to discourage trespassers including those with dogs.

· Areas used for after school hours and community activities will be separate from main school areas, locked and secured separately where possible. 

· There will be restricted access to classrooms and staff areas.

· Where necessary a system will be in place to ensure all visitors are signed and monitored in the visitor’s book.

· Adequate external lighting will be provided for evening use e.g. car park.
· Locking up arrangements and securing community activity areas responsibilities will be undertaken by the caretaker or the organiser as agreed.  

· The general public have no access to restricted areas.
	No
	· Consider the impact of additional lighting to neighbours. Consider the need for part-time staff for extensive out of hour activities and services. Alternatively consider making flexible working arrangements with premise staff e.g. site manager or site manager.
· Seek advice on improving security arrangements from the LA for increased community use. 

· Undertake a pre-activity inspection to check that a premise is safe for the purpose it is to be used.

· Additional toilet, changing rooms and refreshments facilities may be required for community use where there is no separation of community use from main school areas.

· School may need to consider providing additional furniture and storage facilities particularly in Primary schools.



	Fire Safety

	Staff

Members of Public

Pupils

Contractors

Children


	
	· The headteacher will review the fire risk assessment and fire procedure to ensure it covers out of hour activities and community use.
· Copies of the fire, emergency and evacuation procedures will be forwarded to the organisers and they will be responsible for fire safety issues during occupancy of the premise.
· Organisers will follow the fire safety procedures for the opened parts of the school and ensure that the escape routes are open, fire exits are clearly signposted and at least one person on the group is aware of the fire procedure and means of escape from the building.
· Any damage to electrical equipment will be reported to the Headteacher, who will arrange for the equipment to be repaired or replaced. 

· No smoking will be allowed in school. 
· The organiser will check that all equipment brought into the school by the community group is checked for compatibility with school equipment, and that it complies with safety requirements. 

	
	

	Poor Lighting 


	Staff

Members of Public

Pupils

Contractors

Children
	
	· Natural lighting is used whenever possible.

· Emergency lighting is installed in areas where it is necessary especially for use in the evenings.


	
	

	Safeguarding

	Children
Vulnerable Adults
	
	· The headteacher and organiser will have an overview and understanding of groups and visitors accessing the school during out of school hours.
· An organiser providing services to children must have policies and procedures in place to ensure children’s safety and provide evidence provided to the school i.e. Safeguarding Policy, CRBs, and Use of Cameras.
· Staff will stay with children until they have been collected by an identified adult. 

· Arrangements will be in place to ensure young children are collected by an adult after the activity.

· Arrangements are in place to ensure uncollected children will be taken to the Police.

	
	· Liaise with Safe Employment Team regarding CRBs.

	Supervision

	
	
	· The organiser will provide adequate personnel to supervise children or pupils during the activities.

	No
	· The Organiser should provide effective supervision of the activities in the premises during the period of use to prevent disorderly behaviour  and ensure  no nuisance or annoyance arises to the occupiers of adjoining premises and neighbouring residents at all times


	Overcrowding especially Large Groups

	Staff

Members of Public

Pupils

Contractors

Children


	
	· The organiser will ensure that there are adequate personnel for crowd control.
· The personnel will be familiar with the fire drill and escape routes and ensure gangways are clear at all times.
· An n events licence may be necessary for public events.

	No
	· Contact the LA whether licensing conditions apply.

	Traffic Management


	Staff

Members of Public

Pupils

Contractors

Children


	
	· All routes and speed limits will be clearly marked.

· The car park area will be well lit and additional lighting provided if required.

· Vehicles will be required to park in designated areas.
· Periodic checks will be carried out by the organiser or school personnel as agreed.
	
	

	Injuries

	Staff

Members of Public

Pupils

Contractors

Children


	
	· The organiser will provide First Aid for the activities. 
· All records of accidents and incidents will be logged and reported to the headteacher, the parent where necessary and emergency action will be taken where required i.e. calling Emergency Services.
· The school will be informed of any emergency and serious accidents or incidences by the quickest practicable means.
· The organiser will report any accidents arising from its activities that it organises to the HSE if necessary.
· The organiser will obtain information about pre existing medical conditions and any children requiring medical emergency will have an appointed person/s to support or administer their medications when required.
· The organiser will have a planned emergency procedure and communications shared and known by all.

	
	

	Asbestos Management


	Staff

Members of Public

Pupils

Contractors

Children


	
	· Information about asbestos and access to the asbestos register should be communicated to organisers and made available if required in an emergency.
· The school will risk assess areas to be accessed by the group and communicate findings to the organiser.

	
	

	Exposure to extreme weather – cold, wet, heat and sun

	Staff

Members of Public

Pupils

Contractors

Children


	
	· The organiser will take account of weather conditions and activity plans as necessary and cancel if appropriate.
· Parents are expected to equip the participants with suitable footwear, clothing and equipment for expected conditions.

	No

	· Provide parents and pupils with a checklist of clothing and equipment required in bad whether conditions. 
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