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Risk Assessment Policy
Introduction
This policy is designed to assist the schools 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. 
This policy applies to all Sherborne Qatar schools.
What is a Risk Assessment?
The UK’s 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. 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.
Responsibility
The Head, Bursar, Heads of Year, Heads of Department and Deputy Heads are 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 visitors necessitate this.
 The Head and Bursar are 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. Premises inspections will be carried out by a designated member of the premises staff on arrival at the school and will be completed before any children arrive.  Heads of Year and Head of Department should ensure that class and subject teachers perform a daily visual inspection of their classroom and equipment.
During the school day, all 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 pupils 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 Premises Manager on site who will ensure that a record is made in the Incident Record Book. The Premises Manager is then responsible for taking any necessary action as well as reporting the matter to the Bursar.

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 must decide what to do about them. The persons responsible need 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.  
1. Look at what you’re already doing;
2. Think about what controls you have in place and; 
3. How the work is organised; 
4. Compare this with the good practice and see if there’s more you should be doing to bring the school up to standard. 
In asking yourself this, consider:
1. Can I get rid of the hazard altogether? If not; 
2. How can I control the risks so that harm is unlikely?
When controlling risks, apply the principles below, if possible in the following order: 
1. Try a less risky option (e.g. switch to using a less hazardous chemical);
2. Prevent access to the hazard (e.g. by guarding); 
3. 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); 
4. Provide welfare facilities (e.g. first aid and washing facilities for removal of contamination).
5. Involve staff, so that you can be sure that what you propose to do will work in practice. 
A template risk assessment is attached to this policy to assist staff conducting risk assessments. It is essential that once an assessment is completed that it is shared with appropriate staff, signed and stored on the server. Assessments should be reviewed when there is a change in conditions or circumstances. The Heads and Bursar will ensure that all risk assessments are reviewed annually.
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Sherborne Qatar Specialist Area, Activity or Event Risk Assessment Form
Name of Assessor:			                                                        Date of Assessment:	 
Area, activity or event being assessed: Classroom                                                         School site: Prep school.
	What are the hazards?

	Who might be harmed and how?
	Risk
Rating
L, M, H
	What are you already doing to control/reduce the risks?
	What further action is necessary to reduce the risk to an acceptable level?
	Risk Rating after action

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Continue on a separate sheet if necessary
Notes: 
· A hazard is something with the potential to cause harm
· A risk is an evaluation of the consequences of the hazard occurring
· Risk control measures are the measures and procedures that are put in place in order to minimise the consequences of unfettered risk (e.g. staff training, clear work procedures, preliminary visits, warning signs, barriers and insurance).











Risk Assessment Matrix
	
	The likely consequences of the Hazard

	
	
	Negligible
	Minor
	Moderate
	Significant
	Severe


	

Likelihood of the Hazard
	Very Likely

	Low
	Moderate
	High
	High
	High

	
	Likely

	Low
	Moderate
	Moderate
	High
	High

	
	Possible

	Low
	Low
	Moderate
	Moderate
	High

	
	Unlikely

	Low
	Low
	Moderate
	Moderate
	Moderate

	
	Very unlikely 

	Low
	Low
	Low
	Moderate
	Moderate


If there is one or more High Risk (H) items the risk of injury could be high and immediate action should be taken.
Medium Risk (M) items should be dealt with as soon as possible.
Low Risk Risk (L) items should be monitored to see that they remain low.
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