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COPELAND BOROUGH COUNCIL RISK ASSESSMENT FORM 
ACTIVITY – 
PLEASE ADD FURTHER INFORMATION/HAZARDS IF APPLICABLE   

	Staff member responsible for risk assessment:
	Learning Officer

	Date of activity:
	06.12.17

	Key:  L = Likelihood 1 - 5     S = Severity 1 - 5     R = Risk (L x S)

	Assessing Risk:  

	1 – 4   acceptable     5 – 9  adequate     10 – 16  tolerable     17 – 25  unacceptable




	Assessment before action
	Assessment after action

	Activity Group Description
	Foreseeable Hazard
	Who might be harmed, and how?
	L
	S
	R
	Control Measures
	L
	S
	R

	Planning the visit 
	Being unfamiliar with the building
	Responsible teachers/ adults for children’s well being
	2
	1
	2
	The museum requires all school visits to have a confirmed booking. Following on from initial discussions, the lead teacher will receive a copy of the booking form, the GENERIC risk assessment and Health & Safety instructions. Teachers are advised to make a pre-visit to the museum to discuss any areas of concern with museum staff prior to their visit.
	1
	1
	2

	Before arriving
	Staff unsure of responsibilities/
Pupils unaware of conduct for the visit
	Teachers and support adults on the visit, pupils on the day not having a good experience through lack of supervision, visitors in the museum being distracted by unruly pupils 
	2
	2
	4
	Teachers are asked to remind the helpers and the class about health and safety to themselves, other visitors and the museum’s collections. The museum welcomes lively children who behave responsibly. Teachers should also ensure that the helpers are clear of their responsibilities during the visit. A Health & Safety Declaration completed and signed by the teacher is required before any session begins. The Declaration is part of the Health & Safety Information received after booking.
	2
	2
	4

	Arrival and leaving by bus


	Vehicle or cycle incident involving a collision with a pupil/adult, teacher

	Teachers, support adults and pupils being knocked down by any vehicle or cyclist resulting in fatality or life changing injury
	2
	5
	10
	Set down at the Hub on East Strand Street on the harbour (coaches can park next to the Hub) Teachers are to control children exiting the bus, so they do not impede other pedestrians or run into road. Teachers need to plan a route that uses identified road crossings.  Be especially careful when walking near the harbour.


	2
	5
	10

	Arrival and leaving by foot


	Pavement trip hazard, steps to museum and possible ice/frost in winter on pavement. Stray animals- the harbour area has a number of dog walkers some who allow their pets to walk of the lead. Geese also walk around the area. Seagulls swooping low 

	Teachers, support adults and pupils
Dog bites / Geese approaching visitors and nipping. Seagulls tend to swoop down low which have been attracted by people eating snacks which can lead to the birds grabbing the food from people’s hands 
	2
	5
	10
	Teachers need to plan a route that uses identified road crossings.  Be especially careful when walking near the harbour.

Teachers should control children entering and leaving the museum, so they do not impede other pedestrians, run into road or fall into the harbour.
Warn all children of the dangers of attracting stray dogs, warn all people in the group to keep back from any geese in the area. Do not allow children to eat snacks on the way to the museum

	1
	5
	10

	Reception/assembly at the museum or Portal Centre for museum-led session


	Children blocking main reception door entrance
	Children and daily visitors could be crushed in the event of a fire
	1
	5
	5
	There is no separate reception area for children apart from the Portal Centre (if available) – they gather at Reception, where there may be other visitors. Museum staff will meet them and guide them to the galleries or the activity space as appropriate. Children must not be allowed to congregate around the main reception doors. In the Activity room or Portal Centre, the adults with the children will supervise the removal coats and packed lunches. Children should be gathered together for their visit in a controlled manner by the museum staff. 


	1
	5
	5

	Working in large groups


	Bumping into each other, standing on fingers, restricted movement on galleries
	Pupils and visitors
	1
	2
	2
	The maximum group size is 35 with a ratio (1:8 if using the Activity Room or Portal Centre) for over 8s, one to 6 for under 8s, of whom two must be teachers the class knows. Bigger groups will be advised to split their visit with alternative activities in the museum.

Teachers will need to supervise the behaviour of the children. When moving around the museum, teachers are asked to ensure that the children walk, not run. The museum will accept high spirits in the gallery, but only up to a point! 

Adult helpers should be informed by the organising teachers of the nature of the visit and the expectations on them to assist with the visit.


	1
	2
	2

	Museum staff working with children


	Safe Guarding
concerns 
	Children and vulnerable adults, inappropriate behaviour
	1
	5
	5
	Only Copeland Borough Council staff and vetted freelance artists/educators will work with children and vulnerable adults, All museum staff who work frequently with young people undergo enhanced DBS clearance and Safe Guarding training. Children are to be never left alone in a one to one situation to protect staff and children/vulnerable adults

	1
	1
	2

	Photography during the visit
	Safe Guarding concerns
	Children, vulnerable adults and families belonging to the above
	5
	5
	25
	Cameras may be used in the galleries, but please no flash photography. Teachers wishing to photograph or video their visit for further class work must advise the museum when they book and complete the appropriate photographic permission form. 

The museum may take still photographs or video (with permission of the school) of a school group for record or publicity purposes. Visitors out with the school group are to be reminded not to take images on the galleries which may include pupils 
	5
	2
	10

	Working with SEND pupils
	Safe Guarding
concerns
	Staff, Pupils, Vulnerable adults, Teachers. Unaccompanied SEND pupils may lead to inappropriate behaviour if not recognised prior to the visit or supported by a teacher on the day of activity.
	2
	3
	6
	When a booking is taken, the museum will ask the age and range of needs of the children. We ask that a familiar carer, responsible for the supervision and movement of the child, accompany any child with SEND needs. The school are welcomed to discuss the visit prior to coming with museum staff. At this time they should discuss additional resources/ breakout room if it is necessary

Staff training and familiarity with certain SEND needs as appropriate.
	1
	3
	3

	Use of the galleries/Portal Centre

	Trips, bruising, cuts, sand in eyes 
	Staff, Pupils, Visitors and Teachers.
There are many interactive/tactile elements throughout the museum. If due care is not taken by everyone and the health and safety protection that is available for the sand area on the 3rd Floor is not used sand can get in to people’s eyes. The blue building area on the 2nd floor must be supervised at all times if not children potentially may be injured with improper handling. There are many display cases throughout the galleries if children are allowed to run around they may trip or bump into the cases  
	3
	2
	6
	Learning sessions often take place in the main museum galleries, which remain open to other members of the public. If working in the Portal Centre children are not exposed to any other visitors during the session. Children should be advised by teachers and museum staff of relevant behaviour throughout the museum galleries and portal centre
	2
	2
	4

	Use of Stairs and lifts

	Trips and broken bones
	Pupils should not use the lift in the main museum or Portal centre unless mobility is restricted, improper use of stairs could lead to pupils tripping or falling on the stairs. 
	3
	3
	9
	Children should use the stairs safely and responsibly. and not use the lift unless required. An access lift to the 4th floor mezzanine is available for people with mobility problems, which museum staff operate. Teachers and museum staff to remind children of proper conduct whilst in the museum of using stairs. 


	2
	3
	6

	Doorways


	Trapped fingers
	Pupils, Teachers and Staff allowing fire doors to close over on own fingers or other users
	1
	2
	3
	The internal doors are heavy (most of them are fire doors), and children should be informed of this, and asked to hold them open while the class enters into the galleries.


	1
	2
	3

	Sloping gradients, vinyl, laminated and carpeted floors
	Tripping and slipping
	Pupils, Teachers and Staff members could slip or trip on different floor coverings
	2
	2
	4
	There are different floor surfaces in the museum and leading into the museum, please ensure that children should move around the galleries in a sensible way. Outside surfaces will be gritted in extreme cold weather, wet floor signs will be displayed if required in the museum after cleaning( although this is done outside opening hours), there may be the occasional time when signs are displayed due to spillages.
There are many stairs and obstacles in the museum. Children will need to behave responsibly and not run around.

	1
	2
	2

	Display interactives and set dressing

	The museum uses a variety of tactile elements within the displays to enhance the visitor experience.
	Pupils may panic, feel uncomfortable, or begin to push and shove.
	1
	1
	1
	The museum uses a variety of tactile elements within the displays to enhance the visitor experience. It is advisable that children allow a few moments to read instructions if required. Some children can be afraid of the exhibitions and the lifelike mannequins. Please make sure that there is only the permitted number of pupils on each interactive to avoid injury

	1
	1
	1

	Museum staff led activity sessions
	Museum staff member unable to come to work
	School class and teachers
	1
	5
	5
	Museum staff will lead pre-arranged museum sessions. There will be at least three staff present in the building, and one person escorting the class. Teachers and adult helpers are fully responsible for the supervision of the children at all times .In the event of the member of staff being unable to deliver the session on the day, the school will be contacted immediately to notify the relevant teacher and year group, although this may not always be possible if the class are travelling from distance or by train. 

	1
	5
	5

	Handling museum objects


	Cuts and abrasions, contamination from digestion upset stomach
	Pupils, teachers and staff members are at risk from cuts and abrasions to the hands if the handling objects guidance is not followed. If hands are allowed go unwashed after the activity there may be the chance that pupils will put their fingers into their mouths or especially whilst eating their lunch.
	2
	5
	10
	The objects for handling are carefully selected. Children are told how special it is to handle the objects and how they should hold the objects. 

A member of staff will instruct and supervise the handling session, and point out key risk areas - heavy items, old cutting edges, loose pieces, and provide gloves if necessary for delicate objects. After handling objects, children will need to wash their hands. Museum objects will always be returned to their boxes and off the floor before the class moves around if required. 

The children on occasions will work with clipboards, which will be set up in advance, and with pencils. 

They will not have any personal belongings, food or drink around them while they are working with collections, except cameras if requested in advance.

Bags and coats should be placed in the blue storage bins provided.
	1
	5
	5

	All facilitated learning activity sessions


	Cuts and abrasions, contamination from digestion upset stomach. Dropping artefacts onto feet 
	Pupils, teachers and staff members are at risk from cuts and abrasions to the hands or other injury to the body if the handling objects guidance is not followed. If hands are allowed go unwashed after the activity there may be the chance that pupils will put their fingers into their mouths or especially whilst eating their lunch.
	1
	5
	5
	Teachers are made aware of what is specifically involved in each session, handling is strictly controlled with supervision for each group of children to ensure that all involved are kept safe from injury and any accidental breakages are reduced to a minimum. Children and teachers who are watching any activity which involves the museum staff using replica weaponry are kept at a safe distance and are made aware of the dangers involved 
	1
	5
	5

	Unguided visit


	Groups arriving without having received or returned relevant Booking forms, Risk assessment, and Health and Safety forms
	Teachers and pupils may be affected by not being able to access the museum due to visitor numbers in the museum or being unsure or their responsibilities on arrival.
	2
	2
	4
	An unguided visit is entirely self-led by teachers. Schools must return the booking form to the museum administrator prior to the visit, museum staff will welcome class and supervise the visit for the security of the museum and safety of visitors only. The children will be asked to leave coats and bags in the storage bins provided.


	2
	2
	4

	Toilets


	Slippery floor surface
	Teachers, pupils and staff members slipping on water from sinks or urinals.
	2
	3
	6
	There are toilets in the Portal Centre (ground floor 1 x adapted and universal plus 1 x universal) 1st floor 1 x universal), in the main museum on the reception floor (1 x (adapted/universal) , 2nd (ladies) and 3rd floors (gents and adapted), and so children will need to use them in an organised way. The floors may become wet and become slip hazards .A staff member will mop up any spills and place a warning sign until floor is dry. The urinals are at an adult height in the 3rd floor gents toilets. 

The hot water can be very hot. 

It is the responsibility of the teachers and accompanying adults to escort children to the toilets.


	1
	3
	3

	Lunch/refreshments


	Food allergies, allergic reactions
	Any pupil in the class coming into contact with food that may cause an allergic reaction
	1
	5
	5
	No snacks or food is supplied by the Beacon museum although there is a café on the ground floor, schools are responsible for the pupil’s lunches. The Portal Centre may be booked for schools and groups to eat lunch when available (a charge may apply).

Food and drink may not be consumed elsewhere in The Beacon Museum.

Drinking water is only available from the staff room – please ask.


	1
	5
	5

	Shop


	Shop items, display cabinets,
over crowding
	Pupils not paying attention to what they are looking at and hurting themselves on display cabinets, mishandling shop items and dropping them onto their feet. To many pupils in shop area at one time resulting in trips and shoves  
	2
	2
	4
	The visit to the shop is usually at the end of the visit, when time is getting short, and children are tired and hungry, and teachers are aware of needing to catch the bus. This is when accidents can happen. Only one museum staff member works the shop so teachers are asked to organise the children into small groups to use the shop efficiently. 

It is useful if a teacher can be on hand to help with additional support. The museum shop is stocked with goods for all ages. Items unsuitable for young children or which are not toys are clearly marked. A goody bag system can be pre-arranged.


	1
	2
	2

	First Aid
	First aid kit resources out of date. No qualified first aider available
	Pupils, teachers and staff members in need of assistance lacking the proper first aid resources, no qualified first aider to respond
	1
	5
	5
	A first aid box is kept in the Shop Store next to Reception and is periodically checked and updated. In the event of an accident or illness please notify a member of the museum staff. They will alert a first aider, administer first aid if required and/or call an ambulance if appropriate. The working rota of the museum staff will always have a qualified first aider on site at the museum. The museum requires the injured person or supervisory adult to provide details for the accident book and any other reporting systems. All visiting schools should bring a qualified first aider and first aid kit with them for the visit
	1
	5
	5

	Fire and emergency evacuation


	False alarm, fire in the building, bomb threat
	Panic situation for teachers, pupils and staff members resulting in crushing and restricted movement from building
	2
	5
	10
	The fire alarm is a loud constant bell. Museum staff will evacuate the building in the event of the fire alarm being sounded. No-one should try and collect belongings. The class will gather at the evacuation point under museum staff supervision opposite the Beacon Museum carpark on the harbourside. During the welcome by museum staff all school teachers and pupils are informed that there is no fire test during opening hours and that if the alarm if sounded please act accordingly so. There is an emergency safe location point on the 4th floor landing for anyone with mobility needs. The lift is not to be used during an evacuation in either the museum or Portal Centre
	2
	5
	10

	In an emergency
	Terrorist activity
	All visitors and staff members
	1
	5
	5
	There are guidelines in place from the Local Police Authority in regards to terrorism threats, in the event of an incident outside the museum there may be the need to close all access into the building. Any internal threat would alert a member of the museum team to activate the panic alarm, which goes directly to the police control room followed by a 999 call.
	1
	5
	5

	Additional preventative and protective measures:
Code of conduct agreed between all staff/contractors and visitors.

Emergency evacuation procedures should be discussed and understood on induction.

This risk assessment has been shared and agreed by all participants. 

Staff member on call of an evening.
All alcohol/drugs prohibited while on Council property unless prior agreed arrangements, medical requirements are discussed.



	STAFF INVOLVED IN THIS ACTIVITY
I have read and understood all the above information (sign & date) _____________________________________________________________________________
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17-25 Unacceptable:  Stop activity, make immediate improvements.





10-16 Tolerable:  Look to improve within specified timescale.





5-9 Adequate:  Look to improve at next review.





1-4 Acceptable:  No further action, but ensure controls are maintained.











LIKELIHOOD








March 2017


