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Risk assessment blank form - 5 steps





	
	
Potential consequence / severity of outcome


	
	
1

	
2

	
3
	
4
	
5

	

Likelihood of harm occurring / frequency of occurrence
	
None
no injury or adverse effects
	
Minor
first aid injury
	
Moderate
lost time injury
	
Major
hospital treatment
	
Catastrophic
disabling injury or death

	Could happen, but probably never will.

	1 - Rare
	
1
	
2
	
3
	
4
	
5

	Not likely to occur in normal circumstances.
	2 - Unlikely
	
2
	
4
	
6
	
8
	
10

	May occur at some time.

	3 - Possible
	
3
	
6
	
9
	
12
	
15

	Expected to occur at some time.

	4 - Likely
	
4
	
8
	
12
	
16
	
20

	Likely to occur on many occasions.

	5 – Almost certain
	
5
	
10
	
15
	
20
	
25
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Total

	
Level of risk
	
Timescale / action

	
1 to 5

	
Low
	
No additional physical control measures are required however monitoring is necessary to ensure controls are maintained.

	
6 to 10

	
Medium
	
3-6 months - efforts should be made to reduce the risk to an acceptable level. 

	
12 to 25
	
High, or stop
	
Immediate - work should not be started until the risk has been reduced to an acceptable level.  Where the risk involves work in progress, urgent action should be taken.  If it is not possible to reduce risk even with unlimited resources, work will have to be stopped.








	Step 1
What are the hazards?
	Step 2
Who might be harmed and how?


	Raw risk rating
	Step 3
What do you have in place?
	Step 4
Is anything further needed?
Yes / No
	Step 5
Action and review

	Residual risk rating

	Spot hazards by:

· Walking around your workplace.
· Asking those doing the task what they think.
· Checking manufacturers’ instructions.
· Considering health hazards.
	Identify groups of people: 
· employees
· lone workers
· children
· service users
· temporary / agency staff
· contractors
· volunteers
· members of the public
· children (including work experience).

	When there are no control measures are in place.

State total score.

 

	List what is already in place to reduce the likelihood of harm or make any harm less serious, examples include: 
· guarding
· training
· procedures, safe systems of work
· personal protective equipment (PPE).
	You need to make sure that you have reduced risks ‘so far as is reasonably practicable’. 

An easy way of doing this is to compare what you are already doing with good practice. If there is a difference, indicate ‘yes’ and list what needs to be undertaken in the action column.
	Remember to prioritise hazards that are high-risk and have serious consequences first:

· List the actions required and who needs to complete and by when.
· Check actions are correctly completed.
· Check controls remain in place.
· Review the risk assessment annually, or earlier if there is an incident or if the work activity changes.

	Level of risk when all control measures are in place.

State total score.




	

Activity / operation/ event: 


	
Establishment: 

	
Assessment date: 

	
Assessor name / position: 

	
Review date: 







	
Step 1
Identify the hazards
	
Step 2
Who might 
be harmed and how?
	
Raw risk rating
state total score
	
Step 3
What do you have in place?
	
Step 4
Anything further
needed?
Yes / No
	Step 5
Action and review


	
	
	
	
	
	Action required
	Residual risk rating
state total score
	Responsible
person
	Date completed

	
Medical issues / behaviours / emergencies


	Mouthing objects that are inedible / PICA risk.

(Children are developing their emotional, social and sensory regulation skills and may place objects in their mouths for a variety of reasons, including an obsessive compulsion to consume (diagnosed PICA), developmental exploration (mouthing), or sensory self-regulation).


	Children and staff.

Children putting inedible objects into their mouths is a known risk of choking or swallowing which is particularly acute for children diagnosed with PICA.

Staff may be affected if a child choking incident is witnessed - anxiety and stress may be caused.
	
	

	Yes
	Children must only use approved sensory (mouthing) chewy item(s) when participating in an off-site activity.  Staff must be vigilant and follow the guidance and control measures from:

· Risk assessment for sensory (mouthing) chewing items dated 26 June 2025.

Staff must be extra vigilant with all children (particularly those diagnosed with PICA) to reduce the risk of them putting inedible objects into their mouths when out and about (unless it is an approved mouthing sensory chewy item).

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	Challenging behaviour

(There may be a risk of children displaying behaviours which could be described as challenging and/or aggressive to each other for social communication or socially immature reasons). 

	Children and staff

	
	
	Yes
	Staff must refer to a child’s individual Behaviour or Well-being Support Plan for supervision and positive reinforcement guidelines.

A register must be checked regularly to ensure no child is missing.

Always provide and maintain appropriate staff/child ratios.
Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	Insufficient or no medical supplies or first aid cover.

(Children may need medical intervention or medication due to their condition or diagnosis).

	Children and staff

Children may be injured or harmed by an accident/incident, or from insufficient or lack of medical intervention.

Staff may be injured or harmed due to an accident/incident and require first aid treatment. 


	
	

	Yes
	Staff to ensure all children who may need medical intervention or medication due to their condition or diagnosis have correct items and information with them on each visit.  Medication should be stored appropriately.  

Identify location of hospitals in the area and identification of routes to them if needed for an emergency.

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	Slips, trips, falls 

(During the journey, in and outside of the venue/destination).


	Children and staff may be injured or harmed by uneven ground, obstructions and wet surfaces in access and egress routes and pedestrian areas:

· Back or head injury.
· Sprains, strains.
· Fractures.
· Dislocated joints.
· Cuts and bruises.


	
	
	Yes
	Trained first aiders and supplies to be provided by service or school for each trip.

Parents/carers and children are informed that correct footwear must be worn e.g. trainers with sufficient grip tread.

Staff to remind children to always stay on designated paths. 

Children are encouraged to be vigilant and watch where they are walking; staff can highlight uneven, wet,  slippery surfaces or locations where they can fall.  

Staff to communicate to children what is expected of them and what to do in slippery environments.

Check first aider location and procedures at venue.

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	

Travelling to the destination 


	Vehicle breakdown, collision or other incident.


	Children and staff – an incident, accident or near miss may occur causing injury, harm, stress and anxiety.

	
	
	Yes
	Staff should follow the health and safety guidance on KELSI:

· Minibus Code of Practice.
· Travelling for work guidance and templates.

Vehicles must be roadworthy, have a current MOT certificate and be taxed and confirmation must be received before use. 

Children and staff travelling in vehicles must be able to do safely through the provision of fixed seating and safety belts.

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

Postpone trip in adverse weather e.g. snow, fog.

	
	
	

	Lack of supervision.
	Children may be put at a risk of harm or injury due to insufficient supervision.
	
	
	Yes
	To ensure safety staff must supervise children during all parts of the activity (the journey to and from the visit, access and egress and time spent at the destination or venue).


Complete KCC’s online accident form if an accident, incident or near miss occurs. 

Ratio of number of staff to children must be appropriate.

	
	
	

	Using public transport.

(Poor weather and heavy traffic conditions may raise the risk level significantly).

	Children may be put at a risk of harm or injury by a traffic collision caused by poor weather.  This may cause harm, injury, stress and anxiety. 
	
	
	Yes
	Staff to check times of public transport to ensure there is not a lengthy wait.

Staff to remind children to be vigilant and aware at all times. Staff to supervise children and ensure all stay together.  

In the case of an emergency, staff must take the relevant precautionary advice from the service as required, contact the Service’s authorised person/manager, school Headteacher and parents. 

Staff, and bus/coach driver to ensure all seat belts are correctly used at the start of the trip and throughout the journey.

Complete KCC’s online accident form if an accident, incident or near miss occurs. 


	
	
	

	Vulnerable SEN children walking to destination.
	Children and staff – an incident, accident or near miss may occur causing injury, harm, stress and anxiety.
	
	
	Yes
	Always provide and maintain appropriate staff/child ratios.
Staff to remind children to be vigilant and aware at all times. Staff to supervise children and ensure all stay together.

Try and plan the event to take place out of peak traffic hours (7am to 9.30am and 4pm to 6pm) ensuring the safest and easiest way is researched and planned. 

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	
Venue/destination


	Venue or destination of visit/activity is unsuitable.
	Children and staff – an incident, accident or near miss may occur causing injury, harm, stress and anxiety e.g. facilities or equipment are faulty.



	
	

	Yes
	For all bookings in a public building a venue risk assessment must be obtained and attached to the ‘Off-site event plan –one off or recurring activities’ and be approved by an authorised person before the activity is allowed.

The venue RA must be checked to ensure it is suitable and sufficient by detailing the health and safety arrangements in place for their facilities and activities e.g. fire safety (trained fire wardens, clearly marked escape routes and fire exits, first aid provision, safety checks/inspections, staff training, supervision, and the provision of arrangements in place for children.

Where possible the event organiser should carry out a pre-event site visit to ensure that the destination or venue is safe and suitable for vulnerable SEN children.

For venues indoors – the activity leader or teacher must make a full sweep and visual inspection of the area to be used (e.g. check there are no unknown fire exits in darkened areas) before any activities commence.

For outdoor venues – the activity leader or teacher must ensure a site plan of the site has been obtained.

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	Insufficient or no lighting due to type of activity e.g. laser quest, cinema.

	Children and staff.

Children may be injured or harmed by:

· Risk of choking or swallowing inedible objects (particularly acute for children diagnosed with PICA).
· Slip, trip, fall.
· Absconding due to insufficient lighting.

Staff may be injured or harmed by: 

· Being affected by a child choking is witnessed - anxiety and stress may be caused.
· Slip, trip, fall.

	
	
	
	For indoor venues – the activity lead or teacher must make a full sweep and thorough check of the area to be used (e.g. there are no unknown fire exits in darkened areas) before any activities commence.  

Staff must be extra vigilant with all children (particularly those diagnosed with PICA) to reduce the risk of putting inedible objects into their mouths (unless it is an approved mouthing sensory chewy item).

Always provide and maintain appropriate staff/child ratios.
Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	Missing or absconding child.

(Unknown whereabouts of child).
	Children and staff.

Due to lack of knowledge,  experience, and risk awareness children may be harmed, injured or killed by the risks being undertaken:

· Slip, trip, fall.
· Road traffic incident.
· Violent encounter.
· Abduction by 3rd party.

Staff may be affected if a child goes missing - anxiety and stress may be caused.

	
	 



	Yes
	Staff are to be vigilant and supervise children e.g. going to the toilet.

Children with specific absconding risks to be given close 1-1 support all the time whilst out in the community and Behaviour Support Plans should be in place and reviewed before the visit.

Service or school mobile phones to be taken on every visit and contact numbers left with the service manager or school office.

Service or school missing or absconding child procedure to be in place and followed by staff.  This procedure should include who is the designated person in charge to notify the venue, service manager, school Headteacher, the Police, parents and the process to follow in the search for the child.

A register must be checked regularly to ensure no child is missing.

Children will be made aware what is expected from them:

· They are to stay within the group at all times. 
· If they need the toilet, they must tell a member of staff, who will supervise them. 
· Children will be advised at the start of the trip to seek advice from a member of staff.
· Children are informed of the rendezvous point in the event they are separated from the group.

Always provide and maintain appropriate staff/child ratios.
Complete KCC’s online accident form if an accident, incident or near miss occurs. 


	
	
	

	Fire safety including unknown emergency evacuation procedures.


	Children and staff may be harmed by not being able to evacuate safely in an emergency:

· Minor/major burns.
· Smoke inhalation.
· Loss of life.


	
	
	Yes
	If the activity is to be held in a public building the venue risk assessment must be reviewed to ensure comprehensive fire safety arrangements are in place e.g. trained fire wardens, accessible escape routes which are checked regularly and are not obstructed.  The venue risk assessment is included in the off-site event plan and must be approved before the activity commences.

Staff must ensure the fire and emergency evacuation procedures are known and understood before the activity commences e.g. escape routes, muster point(s).

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	Adverse weather e.g. very warm or cold days.

	Children and staff may be affected by risk of heat exhaustion, heat stroke, or hypothermia causing dizziness, nausea, confusion or lack of consciousness.

	
	

	Yes
	Parents/carers and children are informed of the appropriate clothes, footwear and other protection required for the day e.g. coats, jumpers, waterproof, boots, suncream, hats, and water bottle.

Staff to ensure children apply sun cream when necessary, remind them to drink regularly and keep their hats on.

Consider postponing event in hazardous weather e.g. fog, snow.

	
	
	

	Animal/insect bites and stings, plant irritation or stings.

	Children and staff may be affected by touching specific plants and insects causing an allergic reaction, irritation or anaphylactic shock.
	
	
	Yes
	Staff must ensure children allergies are known before any off-site trip and appropriate medication is taken and stored for use in an emergency.

Staff provide children with instructions about touching plants, animals or insects (awareness of any allergies) and advise that they call for help if required.

Complete KCC’s online accident form if an accident, incident or near miss occurs. 

	
	
	

	Faecal matter e.g. birds, foxes, dogs or other animals.

(The risk of coming in to contact with animal faeces or urine may be higher when visiting a community farm, animal sanctuary or zoo).


	Children may be affected by a risk of illness e.g. sickness, contracting Veil’s Disease (leptospirosis) or cryptosporidium. 
	
	

	Yes
	Staff to ensure close supervision of all children’s hands and mouths to ensure faecal matter has not been handled or ingested (this is particularly important for students with Pica).   

Staff to ensure children wash their hands appropriately and regularly.
	
	
	

	Animals (including petting).

(Some children are scared of the unpredictable behaviour of dogs and those in the community may bark at or move towards the child - even if on the lead or with an owner). 

	Children and staff may be harmed or injured:

· Sickness.
· Bite or abrasion.
· Kicked.
· Anxiety and stress.

	
	
	Yes
	Staff and children to follow handwashing guidance following the petting of animals.

Behaviour Support Plans must reflect the child’s individual animal concerns and this must be taken into consideration before visits.

Staff to ensure children wash their hands appropriately observing hand hygiene rules after petting any animal.
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