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1. Introduction 
The risk assessment process is the cornerstone of health and safety management. It 
helps you focus on the risks that really matter; the ones with the potential to cause real 
harm. A risk assessment is simply a careful examination of what could cause harm to 
people - your employees and others such as pupils, visitors or contractors - so that you 
can weigh up whether you have taken enough precautions or should do more to 
prevent harm. The significant findings of the risk assessment must be recorded. 
 
The aim of this Compliance Code is to describe the processes involved in carrying out a 
risk assessment in a school environment. 
 
2. Definitions 

Hazard Something with the potential to cause harm, e.g. finger trapping, a 
hazardous substance, working at height or the behaviour of a 
person. 

Risk The chances or likelihood of the harm occurring, together with an 
indication of how serious the harm may be, e.g. the chance that 
someone could trap a finger in a door, or fall from a ladder and the 
possible consequences. 

Control measure 
 

Actions taken to prevent someone being harmed, e.g. labelling 
and storing a hazardous substance securely, or training and 
supporting staff on dealing with challenging behaviour. 

 
3. Types of Risk Assessment 
3.1 Specific Risk Assessment 
There are several regulations that require risk assessment of particular kinds of hazard. 
Examples include fire, lifting and handling, work equipment, personal computers, 
personal protective equipment, hazardous substances and noise. 
 
When you undertake a general risk assessment and identify a risk from a hazard that is 
legislated for by a specific regulation, e.g. lifting and handling, then an assessment 
should be carried out in accordance with those specific requirements. Further guidance 
on these and other specific risk assessment areas (including curriculum activities) is 
available. 
 
3.2 Model Risk Assessment 
Where similar activities or processes are undertaken it is appropriate to produce Model 
Risk Assessments. These assessments describe the hazards involved and a "standard" 
or minimum set of control measures that should be employed in normal circumstances 
to reduce the associated risks. 
 
The Risk Assessment Checklist (Schools) describes the significant general hazards 
present in schools and identifies control measures likely to be required. Headteachers, 
or other assessors to whom the task of general risk assessment has been delegated, 
must: 
 

• Consider how effectively they are controlling the risk from the identified common 
hazards and any other hazards peculiar to their premises 
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• Evaluate whether “standard” risk controls are in place using the Likelihood (L) x 
Consequence (C) model to establish an initial risk rating (RR) 

• Decide if further risk controls are needed and score the resulting residual risks to 
give a revised risk rating 

• Create an action plan based on the risk rating scores to address the issues 
identified 

 

Model Risk Assessments have also been created where similar activities and 
processes are undertaken in curriculum subjects (and in school caretaking) in the 
Health and Safety Codes of Practice listed below.  
 

• Primary Curriculum  

• Design and Technology 

• Science 

• Secondary Physical Education 

• Art and Design 

• School Caretaking and Site Management 

• Swimming Pools - Use (part 1) and Maintenance (part 2) 

• Drama 
 
4. Who should carry out assessments? 
Managers are responsible for ensuring that risk assessments are carried out for the 
areas and activities under their control. Risk assessments are best carried out by more 
than one person, preferably involving some of the team for the work area you are 
assessing. This will make the assessment reflect real work practices.  
 
5. Hazards not covered by the Risk Assessment Checklist (Schools) 
Risk assessments should be also undertaken to cover significant hazards associated 
with any activities under the control of the headteacher that are not covered by the Risk 
Assessment Checklist (Schools) or the Health and Safety Codes of Practice mentioned 
above . An example is school open evenings, or other one-off events, that might result 
in risks to the public. In these circumstances, follow the steps below to carry out a 
separate risk assessment using the template Risk Assessment Form F625a. 
 
6. Five steps to carrying out a risk assessment 
The Health and Safety Executive identifies five steps to carrying out a risk assessment: 
 

1. Identify the hazards 

2. Decide who may be harmed and how 

3. Evaluate the risks (likelihood of injury, severity of injury) and decide on 
control measures 

4. Record your findings and implement them 

5. Review your assessment and update as necessary 

Key points to bear in mind are: 
 
A risk assessment is not about creating lots of paperwork, but rather about identifying 
sensible measures to control the risks in your workplace. You are probably already 

http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/Primary-Schools-curricular-activities/index.htm
http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/Design-and-technology/index.htm
http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/Science/index.htm
http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/Secondary-PE-and-school-sport/index.htm
http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/Art_and_Design/index.htm
http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/School-caretaking/index.htm
http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/Swimming-pools-use-and-maintanence/index.htm
http://www.schoolspeoplenet.norfolk.gov.uk/Manager/Managing-health-safety-and-wellbeing/Health-and-safety/Curriculum-codes-of-practice/Drama/index.htm
http://www.hse.gov.uk/risk/controlling-risks.htm
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taking steps to protect your employees and pupils, but your risk assessment will help 
you decide whether you have covered all you need to. 
 
Your risk assessment should only include what you could reasonably be expected to 
know - you are not expected to anticipate unforeseeable risks. 

A risk assessment must be 'suitable and sufficient’ - it should show that: 

• a proper check was made 

• you asked you might be affected 

• you dealt with all the obvious significant hazards, taking into account the number 
of people who could be involved 

• the precautions are reasonable and the remaining risk is low 

• you involved your employees or their representatives in the process 
 
Once you have recorded the current controls you can then evaluate the current risk 
using the tables below: 
 

Likelihood Criteria Rating Value 

Almost certain 
The event is expected to occur in 
most circumstances. 

5 

Likely 
The event will probably occur in most 
circumstances. 

4 

Possible 
 

The event might occur at some time. 3 

Unlikely 
The event may occur only in 
exceptional circumstances. 

2 

Rare  The event is not expected to occur. 1 

TABLE 1:  LIKELIHOOD OF INJURY WITH EXISTING CONTROLS IN PLACE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Consequence Criteria Rating Value 

Extreme Fatality or multiple major injuries 5 
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Major 

Significant work/service related injury 
or ill health to employees, pupils, 
visitors or contractors. Examples 
include: 
 

• fractures (other than to fingers, 
thumbs and toes) 

• amputations 

• permanent loss of or reduction 
in sight 

• crush injury to head/torso 
causing damage to internal 
organs 

• serious burns (including 
scalding) 

• any scalping requiring hospital 
treatment 

• any loss of consciousness 
caused by head injury or 
asphyxia 

• exposure to a hazardous 
substance due to an 
uncontrolled release of that 
substance likely to lead to ill 
health 

• any other injury arising from 
enclosed space working 
leading to hypothermia or heat-
induced illness   

 

4 

Moderate 

Service related injury to a non- 
employee requiring medical attention 
not in the ‘major’ class above  

Employee work related lost time as a 
result of an injury, violence or stress 
not in the ‘major’ class above 

3 

Minor 

Minor work/service related injury to 
employees, pupils, visitors, 
contractors, e.g. needing on site first 
aid 

2 

Insignificant No injury 1 

TABLE 2: CONSEQUENCE OF INJURY WITH EXISTING CONTROLS IN PLACE 

To establish a Risk Rating multiply the Likelihood (L) rating value by the Consequence 
(C) rating value. 
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The tables below identify if further action is required depending on the risk rating 
allocated for each hazard: 

 
TABLE 3: RISK LIKELIHOOD AND CONSEQUENCES 

 

Action levels How the risk should be managed 

16-25 Unacceptable Stop activity and make immediate improvements. 

10-15 Significant Identify controls needed and set timescale for 
improvement. 

05-09 Adequate Review current controls according to school policies 
and procedures. 

01-04 Acceptable No further action, but ensure controls are 
maintained and reviewed at next review date. 

 

TABLE 4: RISK RATING AND ACTION REQUIRED 

 
For any hazard identified as significant or unacceptable further controls need to be 
identified. If the risk is unacceptable you may need to implement short term measures 
to reduce or eliminate the risk for the time being while longer term measures are 
considered, e.g. you may need to stop the activity for a short time. Tables 1 to 4 should 
then be used to reassess the residual risk after further control measures are taken. 
 
7. Implementing risk assessment findings and review 
If you find that there are several improvements that you could make, big and small, 
don’t try to do everything at once. Make a plan of action to deal with the most important 
things first, based on the risk scores allocated.  
 

Consequence 

L
ik

e
li

h
o

o
d

 

 Extreme  
(5) 

Major        
(4) 

Moderate 
(3) 

Minor     
(2) 

Insignificant 
(1) 

Almost 
Certain 
(5) 

25 20 15 10 5 

Likely 
(4) 
 

20 16 12 8 4 

Possible 
(3) 
 

15 12 9 6 3 

Unlikely 
(2) 
 

10 8 6 4 2 

Rare  
(1) 
 

5 4 3 2 1 
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Health and safety inspectors acknowledge the efforts of organisations that are clearly 
trying to make improvements. A good action plan is likely to include: 
 

• Some cheap or easy improvements that can be done quickly, perhaps as a 
temporary solution until more reliable controls are in place 

• Long-term solutions to those risks most likely to cause accidents or ill health 

• Short and longer-term solutions to those risks with the worst potential 
consequences 

• Arrangements for informing employees about the main risks that remain and how 
they are to be controlled 

• Regular checks so that the control measures stay in place 

• Clear responsibilities – who will lead on what action and by when 
 
No school stays the same. At some point you will introduce new equipment or 
procedures that could lead to new hazards. Therefore, keep your risk assessment 
under review and up to date by asking: 
 

• Have there been any significant changes? 

• Are there improvements you still need to make? 

• Have your employees spotted and highlighted a problem? 

• Have you learnt anything from accidents or near misses? 
 
8. Keeping records 
Records of risk assessments should be retained in a retrievable form (paper or 
electronically) and made available for inspection and audit.  
 
The retention period for Health and Safety risk assessment documentation for LA 
schools is four years. Risk assessments that are more than four years old should be 
subject to secure destruction, unless otherwise indicated in the County Council’s 
Retention Periods document. 


