
 

RA 1 - RISK ASSESSMENT  
 

Service  Museum School visits  Section  Museum, Community  

Assessor:  Madalyn Baskerville  Date:  
September 2020 
Reviewed July 2022 by Rebekah Prentice 

Work Activity Assessed: 

Independent teacher led visits and museum led schools service (on-site and off-site) 

Persons Affected: Persons Especially at Risk: 

 
School pupils, teachers, school staff and Museum staff  School children 

Review Date: July 2023  

 
RISK MATRIX: 
 
  MOST LIKELY SEVERITY OF HARM 

  MINOR(1) MODERATE(2) MAJOR(3) 

LIKELIHOOD 
OF HARM 

OCCURRING 

UNLIKELY LOW LOW MEDIUM 

POSSIBLE LOW MEDIUM HIGH 

PROBABLE MEDIUM HIGH HIGH 

 
(1) MINOR – Injury requiring first aid or minor medical treatment not resulting in more than 3 days absent from work 
(2) MODERATE – More serious injury eg fracture of major bone, injury resulting in more than 3 days absence from work etc. 

(3) MAJOR – Loss of eye/limb, permanent disability, fatality etc or moderate severity to a large number of persons in single incident 
 

 NB. Risks should be rated with existing controls in place



 

RISK ANALYSIS 
To help you plan your visit to the Museum, we have put together this risk assessment for schools. Please use this form for guidance in 
planning your visit and add your own details of the journey to and from the Museum and include any special needs of your group.   
 
Further control measures 

1. No other staff/ volunteers will be left unaccompanied with children.  
 

2. At least 2 members of museum staff are first aid trained.  In instances where there is no first aider there will be an appointed person 
at the Museum who will take charge when someone is ill or injured.   

 

Area of Hazard Hazard Present  

Details of Risk Rating  Additional Control Measures Needed 

Description of risk & existing control 
measures (include details of persons at 

risk) 

L M H  

(Delete 
shading 

as 
appropri

ate) 

 

Mounting/ 
dismounting of 
coaches  

1. Slip, trip or 
fall  

Risk of injury to school staff and pupils.  
 
Group always under adult supervision by 
school personnel.  
 

X   
Pupils must be supervised by school 
staff at the recommended ratios 

2. Traffic on 
public 
highway and 
driveway of 
Museum  

Risk of pupil being knocked over by a 
moving vehicle whilst crossing the road. 
 
School staff to recommend that the coach 
to pick up and drop-off on the Museum side 
of the road. 
School staff to be responsible for the 
children safely crossing the road and 
entering and exiting the Learning Room via 
the designated footpath.  School staff 
advised to avoid the Museum car park if 
possible. 

X   
Pupils must be supervised by school 
staff at the recommended ratios 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Museum Grounds 

 

 

 

 

 

 

 

 

3. Slip, trip or 
fall  

Risk of injury to school staff, pupils and 
museum staff due to slippery paths and 
grounds in wet weather. Risk of tripping 
due to uneven and steep surfaces and 
injury caused by falling from a height.    
 
Grounds inspected daily by staff 
Group always under supervision of school 
staff.  
Museum Motte has clearly designated path 
with hand rails on both sides, which pupils 
must stay on if walking on the Motte path.  
Museum staff remind pupils to walk 
sensibly on outdoor paths.   
 

X   
Pupils must be supervised by school 
staff at the recommended ratios 

4. Lost pupils 

Risk of pupils getting lost on site or leaving 
the Museum grounds through the open gate 
on the driveway.   
Potential abuse by teenage/ adult visitor or 
exposure to criminal activity in the 
museum grounds/ town trail.  
 
Group always under supervision of school 
staff.  
Museum grounds only have one exit to 
roadway.  
Child Protection Policy in place and 
children will be removed to a safe area if 
necessary – all staff and volunteers to read 
and sign it.   
Grounds monitored regularly throughout 
the day by museum duty officer.  

X   
Pupils must be supervised by school 
staff at the recommended ratios 



 

 

 

 

 

 

 

 

 

 

 

 

Museum Grounds 

 

 

 

5. Moving 
vehicles  

Risk of injury to museum staff, school staff 
and pupils due to a collision with a moving 
vehicle on the driveway or Museum car 
park.  
 
Group always under supervision of school 
staff.  
School group to avoid congregating on the 
driveway or in the Museum car park and 
use front footpath to enter, exit the 
Learning Room. Museum staff and school 
staff to instruct pupils to line up away from 
moving traffic.   
Driveway speed limit set at 5mph. 
When using the grounds pupils are 
instructed by school staff that they are not 
allowed near the exit or on the driveway 
without adult supervision.  
 

X   
Pupils must be supervised by school 
staff at the recommended ratios 

6. Pond 

Risk of pupils drowning.  
 
Pond area is fenced off and gate is locked.  
Any activities in this area will be 
conducted with appropriate adult:child 
ratios, by qualified staff. 

X   
Pupils must be supervised by school 
staff at the recommended ratios 

7. Biological 

(Wildlife sessions) Risk from handling 
animals and biological matter and pupils 
being stung or bitten or contracting a 
bacterial or viral infection. 
 
Ranger will instruct pupils on which insects 
to avoid. 
Museum to provide antibacterial hand gel 
and wet wipes and staff to direct children 

X   
Teachers are responsible for making 
sure pupils wash their hands after the 
workshop 



 

to nearest hand wash facilities.  

8. Biological 
and waste 
material  

Risk of contact with animal excrement and 
other forms of waste materials such as 
syringes resulting in potential unknown 
illness or diseases as well as cuts.  
 
Grounds are inspected daily by Museum 
staff.  

X   
Pupils must be supervised by school 
staff at the recommended ratios 

Museum Grounds 

 

9. Overheating 
or becoming 
cold when 
working 
outside 

Risk of pupils getting sun burn/ cold/ wet 
when working outside.   
 
Museum provides shelter in the form of a 
marquee for outdoor activities and has 
spare sets of clothes if necessary. 

X   
Teachers and parents are responsible 
for pupils and should ensure they wear 
suitable clothing and footwear. 

 

 

 

 

 

 

 

 

 

Museum 
Galleries and 
Shop 

10. Slip, trip or 
fall  

Risk of injury due to trips and falls as a 
result of steps and uneven floor surface 
throughout the Museum. 
 
Also due to crowding in small spaces in 
galleries. 
 
Group always under the supervision of 
school personnel and pupil conduct agreed 
with school.  
 
Learning staff remind pupils and school 
staff to walk sensibly and to take extra 
care on the staircases in the Museum, and 
to not crowd too closely into small spaces.    
 

X   

Museum volunteers to remind pupils to 
walk sensibly and to take extra care on 
the staircases in the Museum.    
 



 

 

 

 

 

 

 

 

 

Museum 
Galleries and 
Shop 

11. Damage to 
display 

Financial risk to the Museum if displays get 
damaged and need to be replaced.   
 
Group always under the supervision of 
school personnel and instructed by Museum 
staff about code of conduct in the Museum. 

X    

12. Heavy 
objects 
falling  

Risk of heavy objects (i.e. chairs in gallery) 
falling from a height and causing injury to 
pupils and school staff.  
 
Group always under adult supervision and 
instructed of code of conduct whilst in the 
chair store. 
Rooms cleaned and inspected by staff 
regularly.  
 

X    

13. Interaction 
with the 
general 
public in 
galleries 
and garden 

Aggressive/ dangerous behaviour from 
members of the public.  
 
Group always under supervision of school 
personnel.  
Pupil code of conduct agreed with school  
Aggressive customer procedures upheld by 
duty officer  
Child protection policy in place and 
children removed to a safe area if 
necessary. 

X   
Pupils must be supervised by school 
staff at the recommended ratios 

14. Fire or 
security 
alert 

Risk of pupil or school personnel being 
trapped or lost in the Museum buildings. 
 
At the beginning of a taught session, school 
staff and pupils are instructed in the 
procedure for fire or security alerts.  
Museum staff and volunteers direct school 

X   
Pupils must be supervised by school 
staff at the recommended ratios 



 

party to the nearest exit and inform them 
of the location of the fire marshalling point 
at the bottom of the garden.   

 

 

 

School session in 
learning room  

 

 

 

 

School session in 
learning room/ 
classroom 
session in school 

15. Slip, trip or 
fall 

Risk of pupils bumping into each other or 
tripping over obstacles in the room 
resulting in cuts or bruises.  
 
Maximum number of pupils agreed with the 
school in advance. 
Clearly designated areas for storage of 
coats and lunch bags and artefacts. 
Teachers advised to bring lunches in plastic 
bags to save on space.  
Group always under adult supervision.  
Room inspected and cleaned by staff daily.  
 

X   
School staff responsible for pupils 
during lunch and break times 

16. Handling 
artefacts 

Use of artefacts made from a variety of 
materials that may break easily (such as 
glass and china) 
 
Risk of injury from objects that may be 
heavy or have sharp /pointed edges. 
 
Workshop leader to give verbal warning 
about the nature of the handling 
collection. The condition of objects is 
monitored closely by members of staff.  
Use of sharp and breakable objects 
minimised.  Pupils are instructed to handle 
artefacts with two hands and avoid walking 
around holding objects. 
 
Risk of damage to the artefacts: 

X   
School staff responsible for pupils 
during lunch and break times  



 

Museum staff to instruct groups on correct 
handling techniques, reinforced through 
the workshop leader modelling correct 
handling throughout the session. 

17. Use of sharp 
implements 
for craft 
activities 

Risk of cuts or eye damage from sharp 
implements such as scissors. 
 
Pupils shown how to use the tools correctly  

X   Pupils supervised where possible 

18. Use of 
Learning 
Room for 
school 
lunches 

Risk of injury to school staff and pupils due 
to trips and falls.  
Museum staff to remove handling objects 
and lock away if possible.  
Group always under the supervision of 
school personnel.  
School informed of fire evacuation 
procedures and fire marshalling point.  
Museum staff check room as part of 
evacuation procedure.  
 
Risk to the security of the site. 
Member of school personnel informs the 
Museum Front Desk of their departure so 
the room can be locked. 

X   
Pupils must be supervised at lunch and 
break times by school staff at the 
recommended ratios 

Museum Public 
Toilets 

19. Pupils share 
facilities 
with the 
general 
public  

Potential abuse of children by adults 
 
School staff are responsible for pupils being 
escorted to the toilet and supervised as 
necessary.  
If the back door is open whilst the school 
uses the outside toilet and the two inside 
toilets then this open door must be 
managed at all times and supervised by 
school personnel. Museum staff double 

X   
Pupils must be supervised by school 
staff at the recommended ratios 



 

check that this door is locked afterwards.   
Child protection policy is in place.  Staff 
and volunteers are never alone with 
children.   

20. Need to 
lock the 
door  

Unable to unlock the door. 
 
School staff are responsible for escorting 
pupils to the toilet and supervision as 
necessary. 
Museum staff are able to unlock the toilet 
door if necessary.  

X   
Pupils must be supervised by school 
staff whilst using the toilet facilities.  



 

 

Session specific risks: 

Victorian 
Christmas 
session  

21. Biological  

Possible allergic reactions to handling 
carbolic soap and ingredients of Christmas 
pudding (flour). 
 
School inform the Museum in advance of 
any children with relevant allergies. 
Children instructed not to consume any of 
the ingredients. 
All efforts are made to avoid ingredients 
with nut content.  
Museum to provide antibacterial hand gel 
and wet wipes and staff to direct children 
to nearest hand wash facilities.   

X    

Victorian 
washday session/ 
Home Sweet 
Home session   

22.  Biological 

Possible allergic skin reactions to handling 
of carbolic soap.  
 
School inform the Museum in advance of 
any children with relevant allergies. 
Museum to provide antibacterial hand gel 
and wet wipes and staff to direct children 
to nearest hand wash facilities.   

X    

Town Discovery 
Trail  

23. Crossing of 
roads 

Risk of pupil being knocked over by a 
moving vehicle whilst crossing the road. 
 
School staff to be responsible for the 
children safely crossing the road 
Route selected to minimise the number of 
roads to cross.  If route needs changing  

X    



 

then this is communicated to school staff 
at the earliest opportunity.  All possible 
routes are assessed for their safety as well 
as their convenience.   

24. Lost pupils 

Risk of pupils getting lost.  Potential abuse 
by adults.  
 
Group always under supervision of school 
staff. Pupil conduct agreed with school in 
advance.  
Child Protection Policy in place. 

X    

25. Slip, trip or 
fall  

Risk of injury due to trips and falls as a 
result of steps, uneven floor surface and 
steep slopes.  
 
Group always under the supervision of 
school personnel and pupil conduct agreed 
with school.  
Learning staff remind pupils and school 
staff to walk sensibly and to take extra 
care on uneven ground and to hold the 
handrail on steps. 
 

X    

 
 
Please sign here to say that you have read this risk assessment 
 
Name       Signature         Date 


