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Risk assessment

School events: risk assessment


How to use this
Use and adapt our template risk assessment ahead of a school event. It’s based on a template from the Health and Safety Executive (HSE)
Go through our example hazards and pick the ones relevant to your particular school event. Delete any hazards that are not applicable
Add any potential hazards relevant to your school’s context and the event in question – think carefully about the potential hazards of the type of event you’re holding, to make sure you cover all of them and take appropriate actions to control or mitigate them 
Use our blank risk assessment template on the last page if you wish to start your risk assessment from scratch


Sources
· Trevor Bailey has extensive experience in school leadership and management. He was a secondary school headteacher for 14 years
· Jonathan Davis is a finance director in a multi-academy trust of 4 primary schools






Risk assessment for [insert event name]

	HAZARD
	WHO MIGHT BE HARMED AND HOW?
	WHAT ACTIONS ARE YOU TAKING TO CONTROL THE RISK?
	ACTION: WHO?
	ACTION: WHEN?
	DONE

	Spillages
	Pupils, visitors, staff or volunteers may slip, trip or fall
	Place warning sign over spillage immediately and clear spillage as soon as possible 
Stock areas with a high risk of spillage with mop, bucket, spill signs and absorbent paper
Control distribution points to avoid crushes
Add any other actions or amend as necessary
	Person who discovers the spillage / site staff / head of catering


	Spillage kit prepared plenty of time before event 
Control of distribution points to be done before event opens (but with sufficient time for last-minute adjustments)
	

	Displays falling down
	Pupils, visitors, staff or volunteers may be hit by falling debris
	Ensure all displays are fixed securely before event starts
Provide step ladders to re-secure fallen displays as soon as possible
Separate people from vulnerable display items (e.g. by roping off) as soon as possible
Final inspection to review preparations and display security
Add any other actions or amend as necessary

	Site staff / school business manager / headteacher


	Sufficient time before the event to secure displays
Final inspection before event opens (but with sufficient time for last-minute adjustments) 
	

	Slips and trips
	Staff, pupils, visitors and volunteers may fall over 
	Clear away any chairs and tables before activities involving people moving or running around the room 
Ensure coats and bags are placed on hooks, not left on the floor
Stack chairs and tables safely, and brief chair users and staff on how to stack chairs and furniture safely 
Keep gangways clear of objects
Tape down, cover up or tuck away trailing wires for equipment (e.g. computers or projector)
Final inspection to review preparations and gain assurance that the site is ready for the event
Add any other actions or amend as necessary
	Teaching staff / site staff / headteacher




	Clear away chairs and tables, and secure trailing wires well before the event starts
Ensure floor and gangway are clear of objects at all times
Final inspection before event opens (but with sufficient time for last-minute adjustments) 

	

	Hot drinks
	Pupils, visitors, staff and volunteers may be burnt
	Brief catering staff on proper method for carrying hot liquids
Always carry hot liquids from kitchen in tea or coffee pots with lids on
All hot drinks to be served with lids on
Ensure a complete first aid kit is available

	School business manager / 
head of catering



	Brief catering staff before event starts (but with sufficient time for any last-minute adjustments)
Lids on drinks at all times
Check first aid kit well before event starts so there’s time to replace missing items
	

	Equipment malfunction

	Pupils, visitors, staff and volunteers may be electrocuted or have a body part trapped, resulting in serious injury or death



	Ensure portable appliance testing (PAT) is up to date, especially for all electrical appliances used during the event
Ensure staff receive proper training in using the equipment, including what to do in case of malfunction
Technician on duty 
Add any other actions or amend as necessary
	School business manager


	PAT testing checks throughout the year and before event
Ensure staff have been trained before using equipment
Technician present when relevant equipment is used
	

	IT equipment failure
	Teachers or visiting presenters may be unable to deliver presentations, which could result in the loss of professional credibility

	Ensure equipment is in good working order 
Have spare equipment available as backup
IT technician on duty
Final inspection to confirm IT equipment is appropriate and fit for purpose
Add any other actions or amend as necessary
	School business manager / 
head of IT / headteacher




	Check equipment well before opening of event, allowing sufficient time for last-minute adjustments and corrections
	

	Fire
	Pupils, visitors, staff and volunteers may suffer smoke inhalation, burns or death
	Prepare a specific risk assessment and emergency plan for the event 
(Seek advice from local fire officer if 
the event is big enough to warrant it)
Ensure fire extinguishers are serviced and in place
Consider increasing the number of fire extinguishers in high-risk areas
Notify local fire services of event if the event is big enough to warrant it
Ensure fire notices are up to date, in place and visible
Ensure emergency exits are clear, well-lit and obvious
Ensure all staff fully understand the fire evacuation plan. (Consider a practice fire drill before the event)
If practicable, maintain attendance register of all those present 
Make all attendees aware of evacuation procedures in the event of a fire (e.g. give verbal brief at the beginning of the event)
Final inspection to confirm fire precautions are appropriate and fit for purpose
Add any other actions or amend as necessary
	Headteacher / CEO / site manager / fire warden / designated event or project lead / site staff



	Prepare risk assessment well before the event, but with sufficient time for last-minute adjustments 
Check fire extinguishers and emergency exits throughout the year and before the event
Brief staff before the event
Practice fire drill before the event
Prepare attendance register before the event
Final inspection before event starts, but with sufficient time for last-minute adjustments 
	

	Intruders/ unauthorised persons entering school site
	Pupils, visitors, staff and volunteers may be threatened by an intruder
	Secure site with clearly identified entrances / tour routes
Ensure site security policy is followed
Ask attendees to sign in / register
Consider badges for attendees
Ensure entrances are secure and inaccessible to intruders during the event
Have clearly laid out lockdown / evacuation procedures in case of emergency. Ensure all staff are briefed and aware of procedures
Final inspection to confirm intruder precautions are appropriate and fit for purpose
Add any other actions or amend as necessary
	Designated event or project lead / site manager / fire warden / school staff / site staff / headteacher




	Secure site before event opens, but allowing sufficient time for last-minute adjustments
Finalise lockdown and evacuation procedures well ahead of event 
Brief staff on procedures during pre-event briefing
Ask attendees to sign in and wear badges during the event 
Final inspection before event starts, but with sufficient time for last-minute adjustments 
	

	Excessive noise
	Pupils, visitors, staff and volunteers may damage their hearing
People may not be able to communicate in an emergency due to music
	Ensure music does not exceed tolerable levels
Use app or kit for measuring decibel levels and monitor the levels during the event
Test speakers 
Add any other actions or amend as necessary
	Designated event / project lead


	Test speakers before event opens, but with sufficient time for last-minute adjustments
Prepare app or kit for measuring decibel levels well before event

	

	Sports injuries on sports day
	Pupils could suffer injuries while participating in activities
	First aiders on duty
First aid kits available
Assess risk involved in specific activities e.g. javelin, shot put, hurdles
Staff to be clearly briefed on their duties
Sufficient shade provided as far as possible (consider putting up tents to provide shade)
Provide adequate amount of drinking water
Ensure participants are correctly briefed and prepared for their events
Add any other actions or amend as necessary
	Headteacher / head of PE / designated event or project lead 


	Assess risks well before event, with sufficient time for last-minute adjustments
Check first aid kits well before event 
Brief staff and participants before event starts 

	












Blank risk assessment template
	HAZARD
	WHO MIGHT BE HARMED AND HOW?
	WHO MIGHT BE HARMED AND HOW?
	WHAT ACTIONS ARE YOU TAKING TO CONTROL THE RISK?
	ACTION: WHEN?
	DONE
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