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	RISK PRIORITY 

HIGH

MED 

LOW 


	HIGH:       Accident likely - with possibility of causing serious injury or loss  

MEDIUM: Possibility of accident  - causing minor injury or loss 

LOW:       Accident unlikely - with control measures in place




5 steps to Risk Assessment
1. Identify the Hazards

2. Decide who may be harmed

3. Identiy the controla measure already in place

4. Evaluate the remaining risk (High, Medium, Low)

5. Identify any further action needed to reduce the risk to the lowest reasonably practicable level
	No.
	 Hazard Identified
	People at Risk
	Existing Control Measures in place
	Risk Priority
	Additional Controls Required

to Minimise Risk

	1
	Reduce the possibility of transmission of infection
	Office staff, staff and children
	Main entrance to school will be the only entry point for the office.

Keep clear zone is in place outside of the main entrance.

2m taped markings are placed along all corridors.

The school office door will remain closed at all times. Windows will be open for ventilation.
The office will be closed to all staff except for office staff and SLT.

2m distancing will be observed if more than one person is in the office. 
School office staff will regularly clean surfaces, door handles, telephones, desks equipment, etc with provided wipes. 
Equipment will not be shared where possible and will be cleaned after use.
	Low
	Staff will sign in daily

Sign in system will be monitored weekly to ensure all staff are signed in as part of the need to apply the NHS track and trace system.
Anyone entering the school will use the hand sanitizer outside of the office window. 

School office will be cleaned at the end of every day and bins emptied.

Communication with parents will be via email, text and telephone only.

Staff will send emails to the office if they require assistance from the Head of School or Administration Officer.



	2
	Reduce the possibility of transmission of infection due to form swapping
	Office staff and other staff
	All forms as far as possible are to be submitted electronically eg first aid, lunches via email.
	Low
	All forms need to be made available to staff so they can be completed daily and returned.
Please place forms in staff share.

	3

	Fire evacuation procedures

	Staff working in offices
	Office staff are familiar with emergency procedure. They will be aware of the exit through the main entrance and onto the school field.
All staff will be expected to count their children as no registers will be taken outside or passed from staff member to staff member. Office staff to know numbers of each class,
	Low
	Fire evacuation process is made known  to all staff

	4
	Visitor protocol in place
	All visitors and office staff
	Visitors will only be permitted with prior approval by the Head of School. The intercom will be used to prevent access to the school. If no booking is known of, the visitor will not be permitted access. 
If the visitor has been granted access they will be taken to their meeting in the Head of School’s Office observing 2m distancing. However, if there is more than one visitor, the meeting will take place in mobile. All visitors will observe the 2m markings and follow staff personnel to the meeting room. 

All visitors will be handed a laminated  information for visitors sheet which will be wiped after use.
	Low
	Head of School will place all meetings on the calendar so all staff will be aware of other users in the building.

	5
	Deliveries
	Office staff
	The office staff will arrange a zoned area where all deliveries will be placed. No signing will be expected. Gloves will be used to open the deliveries after 72 hours, unless urgent. 
	Low
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