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	RISK ASSESSMENT FORM




	Location / Organisation / School 
	Where is the assessment for? 

	EGGAR’S SCHOOL, ALTON

	What is the Activity / Task / Procedure 
	Insert details of activity/ task being assessed.

	Community Users on Site such as those hiring Eggar’s premises for Out of Hours clubs and activities in the Sports Hall, Fitness Suite, Gym, Main or Small Hall.



	Who is at Risk
	Insert those at risk (e.g., staff, students, public, visitors, contractors)

	All community users (the public), school staff, school students, disabled users



	Hazard and Corresponding Risk
	Insert a hazard and corresponding risk associated with activity/task
	Control Measures Required
	Identify control measure to manage specified hazard

	Risk of injury due to: 
· Inadequate supervision /instruction in area that is being used.
· Inaccurate ratio of adults to children for under 18 aged groups.
· Hazardous activities (e.g. sports).
· Inappropriate or unauthorised use of school equipment.
· Defects to the school building and facilities.
· Hazards including slip/trip/fall including uneven pathways / potholes and slip / trip hazards.
· Poor/defect lighting (including adjacent to Treloar’s pathway).


	As per the letting agreement:
· Hirers must provide their own bespoke Risk Assessment for all activities carried out on site during their letting. 
· No hazardous activity to take place, without prior permission and all risk assessments have been submitted and approved by the school. Eggar’s Lettings Assistant (currently DMJ) is to use a check list which includes receiving the Risk Assessments. The H&S need to review the Risk Assessment.
· The hirer shall, at all times, provide an adequate number of supervisors for each activity and those supervisors shall be present throughout the hiring period. It is the Hirer’s responsibility to ensure that all those attending are made aware of their responsibilities and Hirer’s insurance arrangements.  
· No use may be made of school equipment / apparatus such as stage fittings, pianos etc., without specific permission from the Site Manager.
· All defects/damage should be reported to the Site Team by e-mail (SiteTeam@eggars.hants.sch.uk) so these can be rectified.
· External lighting to school paths and school car park areas is checked regularly, by the Site Team, and any defects rectified.

	Increased risk of burglary resulting in theft or damage of cash/property due to reduced site security after hours and users entering unauthorised areas. 
Lack of CCTV provision.
Risk of injury to staff, students and visitors and/or damage/theft to property due to:
· Trespassers on site.
· Unauthorised vehicles on site
· Incorrect usage of the site by hirers.
	Site Team lock down restricted areas of the site as soon as the cleaners have finished, reducing risk of any unauthorised entry. 
Site team open up and lock all the facilities for the hirers.
ATP and Sports Hall users must use their designated toilet and changing facilities areas only: ATP facilities are in the ATP Changing Rooms and Sports Hall facilities are located within the Sports Hall footprint.  
The school has a comprehensive CCTV system in place which is being continually developed. Cameras are movement activated. A high specification camera which picks up number plates is in operation at the front gate and the CCTV closely monitors movement of vehicles on site at all times.
Suspicious or unauthorised vehicles are reported to the Police (number plates are recorded on entry to the site). 
The site has clear signage to all areas that are let out to the public. Site layout and location of facilities are covered at initial induction when new hirers are shown around.  A member of the Site Team will be on duty and available to open and lockup but may not be on site for the duration of the hire. The hirers have a laminated copy of the Site Teams’ mobile phone numbers for emergency contact.   
The Hirer must report any behavioural issues with invited or uninvited guests to the Site Team immediately.  The Site Team will alert the Police as appropriate, depending on the circumstances.

	Risk of fire due to:
· Smoking on site.
· Hirers’ electrical equipment not PAT tested/ in good working order.
· Unapproved Hot Works.
	Eggar’s site is a No Smoking site.  Hirers must leave the site if they wish to smoke.
All electrical equipment brought on site must be in-date PAT tested and in good working order and is used exactly as the manufacturer’s users’ guidance. 
Any concerns, including shorting of the school’s electricity supply must immediately be reported to the Site Team, using the numbers provided and followed up with an e-mail to SiteTeam@eggars.hants.sch.uk.
NO Hot Works to be undertaken at any time.  Hot Works, without the express permission of the Site Team and prior contact with our insurers, will invalidate the school’s insurance.

	Risk of injury or death due to unclear directions in a fire safety, medical or any emergency situation. 

	All hirers, when given induction at the beginning of the let arrangement, are advised (and shown on the hand-out map), of what to do in the event of fire or emergency. Hirers should familiarise themselves with the nearest break glass, which they should use in the event of a fire breaking out.  The muster point for out of hours usage is located at the front of the school.  Fire exits must be kept clear at all times.

	Risk of injury and unable to exit quickly in an emergency due to overcrowding and not adhering to room capacity guidelines.

	Hirers as per their letting’s agreement must adhere to the current room capacity guidelines as per the Eggar’s School 2022 Fire Risk Assessment:
Eggar’s Main Sports Hall:  594m2
· 118 for sporting venue
· 740 for a seated event or standing event.
Eggar’s Gym:  265m²
· 53 for sporting venue
· 330 for seated event or standing event
Main Hall: 325m²
· 433 for seated event 
· 722 for standing event

	Risk of personal discomfort, embarrassment or injury due to lack of access to services because of insufficient disabled access. 

	The Sports Hall has male, female and disabled toilet access, also disabled showers within the same area. In addition, there is a disabled toilet in the main school. Disabled toilets are All Gender.  The school car park has designated disabled parking spaces.
The ATP is all on one level so is accessible but does not have a disabled toilet.
Regular visual inspections are carried out by the Site Team on all accessible routes and walkways around the school. 
There is a well-lit path on site, which runs from Treloar’s to Eggar’s Sports Hall.  This is dedicated to Treloar’s’ students, who are a vulnerable user group.   

	Risk of injury and damage to property related to vehicles on site due to:
· Additional traffic on site
· Hirers not following designated footpaths.
· Accidental damage to hirers’ vehicles in car park.
· Contractor on site


	Users of the school car park must observe the 5mph speed limit, park considerately and in the bays provided and be aware of pedestrians on site.
The Site Team manage vehicles on site for school events (where staffing resources permit). Lettees are advised when events are taking place which may result in a higher than normal volume of vehicles on site, at the time of the let. Lettees are asked to inform their clientele to take extra care on site and to park off-site where there is the potential for restricted parking. Also, to leave additional time for the drop off and collection of children. 
Hirers must provide adequate marshalling for their own major events.
The area of hard standing, directly outside the Sports Hall is utilised for parking during school events and is available to Lettees. On occasion, in good weather, the school field may be opened for over-flow parking.  Users should ensure suitable footwear is worn and proceed with caution when parking on the grass. 
Hirers and their clients park their vehicles at their own risk.
Hirers must keep to designated footpaths.
The Site Team oversee the contractors and advise when it is appropriate to come into the school and where to park.
Clear signage is in situ, on exiting the car park, advising drivers to exercise caution / look out for pedestrians or cyclists who may be using the footpath / cycle-path, just outside the school exit gate.
Signage on site is adequate, clear, kept clean and well maintained.

	Risk to short- and long-term health due to:
· Let area not let clean and tidy after use.
· Toilet hygiene poor
· Improper or unauthorised use of the school kitchen.
· Coronavirus.

	No person with coronavirus symptoms should attend the site. In line with current Government guidelines it is advised that hirers should:
· ensure good ventilation of all indoor areas by opening doors and windows.
· users wash hands / apply hand-sanitising gel on arrival at / departure from site and regularly in between.
· Should face masks be reintroduced, they are not required for those taking part in sporting or physical activity.
The school’s guidelines for dealing with Coronavirus are set out in the COVID-19 Risk Assessment, which is regularly updated:
https://www.eggars.net/covid-19riskassessments

Site Team provide hirers with antibacterial cleaning materials, as the premises should be left clean and tidy after the letting. The cleaning materials provided do not require COSHH handling.
Dogs are not permitted on site, unless assistance dogs.
All litter must be removed from the facility at the end of the hire session. Bins are provided. 
A contracted cleaning company cleans the Sports Hall (following the previous evening’s lettings), before school starts each day
Contract cleaners clean toilets daily, after the school day (when the school is in situ). 
Site Team check premises between each letting and at the end of the day, to ensure hygiene standards are maintained.
External water fountains are available for use but must only be used to refill personal bottles or containers.  Face-to-tap drinking is prohibited.  Hirers must ensure regular cleaning of the water fountains, where they are used.

	Risk of injury, fire and to short- and long-term health due to improper or unauthorised use of the school kitchen.

	Use of the school kitchen is subject to prior negotiation and users must hold a hygiene certificate of level 2 or above.  
Instruction’s given on how to use the kitchen facilities, including the dishwasher, must be followed.

	Risk of aggravated injuries due to inadequate provision of first aid / no first aid trained person on site.
	Hirers must ensure they provide appropriate first aid provision.  The Site Team are also first aid trained.  It is the hirers responsibility to contact the emergency services, where they are required.  
Hirers receive a copy of the Site Team’s contact numbers who should be contacted immediately in the event of an accident / medical emergency.

	Risk of death in the event of a heart attack due to lack of access to defibrillator, due to nearest defib being in the main school building.
	Defibrillators are located at Reception and on the side of main sports hall. Users must ring 999 and follow instructions as detailed on the defibrillator box or spoken from the defibrillator when it is turned on.

	Risk of slips, trips and falls causing cuts, bruises, grazes, sprains, collisions or other injuries to ATP users due to:
· Tripping/ slipping over sections of the pitch that may have lifted, causing.
· Poor weather conditions making the ATP surface slippery through wet/ice/snow.
· Poor lighting from floodlights.
· Litter from food and drink deposited on pitch.

	Users to carry out visual inspections before and after use of the ATP. 
Users to observe correct footwear for use on the pitch (as per ATP signage and Lettings Terms & Conditions document). 
All defects/damage should be reported to the Site Team by e-mail (SiteTeam@eggars.hants.sch.uk) so these can be rectified.
Site Team carry out daily pitch inspections.  ATP is regularly inspected, brushed and maintained, by Eggar’s Site Staff, using the machinery provided.

It is the hirers responsibly to dynamically monitor and review of the pitch conditions in poor weather in accordance with their own risk assessments. The pitch MUST be closed /No play during ice and snow conditions, to safeguard against losing pitch playability and for player traction reasons.

ATP to be closed if floodlighting is faulty, poor or out of use during times when natural daylight is inadequate or during evening use. Floodlighting to be regularly monitored and any defects reported to the school immediately.

No eating or drinking permitted on AT (pitch signage reflects this).

	Risk of harm to children due to safeguarding policies and procedures not being in place or policies and procedures not being followed.
	All hirers that are sports clubs, business or un-constituted clubs working with children must submit prior evidence to the school that clear DBS checks have been received for all adults participating in the hire. 
Hirers are asked to inform the school of any changes in adult personnel during the period of the hire and are required to submit evidence to the school that clear DBS certificates have been received. 
Hirers are given copies of the school’s Child Protection and Safeguarding policies and are asked to sign to say they have read and understood the policies. 
Hires are required to provide the school with their Child Protection and Safeguarding policies, where appropriate.
Eggar’s Lettings Assistant (currently DMJ) is to use a check list which includes receiving this evidence. 

	Risk of harm due to hirer not being aware of location of asbestos in the school buildings. Hirer not being aware of procedures to follow to prevent asbestos from being disturbed or procedures to follow in the event of an asbestos leak.
	Hirers are advised of the location of the school’s asbestos register and asked not to affix any nails or screws into the walls, floors, ceilings, furniture or fittings.  Also, not to affix placards to any part of the premises.
In the event of a suspected inadvertent asbestos disturbance the hirer is to call the schools emergency contact number immediately.
Eggar’s Lettings Assistant (currently DMJ) is to use a check list which includes confirming this information has been provided to the hirer.

	Risk of hirer injuring themselves or others, due to incorrect moving and handling of equipment.
	Hirers who move heavy and cumbersome equipment as part of the let are required to demonstrate they are trained or have received instruction on how to Move and Handle the equipment. 
Hirers must provide their own bespoke Risk Assessments for all activities carried out on site during their letting including Moving and Handling. 
Site Team may be able to support with Moving and Handling on request especially for ad-hoc private lettings.
Eggar’s Lettings Assistant (currently DMJ) is to use a check list which includes receiving this evidence.

	Risk of harm due to hirers not being aware of Health and Safety procedures at the school.
	Hirers have to agree and sign a comprehensive booking form which includes all relevant items from this risk assessment and the school’s H&S policy.


	[bookmark: _Hlk98849084]Risk or harm or injuries due to hazardous (COSHH) substances being bought onto site.
	[bookmark: _Hlk98849115]Any COSHH substances bought onto the site by hirers or their visitors must be under the control of a risk assessment the school has seen.

	Risk of harm due to Accidents, Unsafe Premises or Near Miss incidents.
	Hirers must also report all serious accidents related to the school with immediate effect, and follow up by using the accident reporting form as soon as possible after the accident, using this electronic form: 
	https://forms.office.com/r/2ptvbvZFHt

Hirers must report all incidents related to unsafe premises or equipment and Near Misses with immediate effect to the school and as soon as possible after the incident has occurred, using this electronic form: 
https://forms.office.com/r/uYte9BuCef 


	To insert a new row. Click in this box. Right click and select Insert/ Insert Rows Below.
	




	With these control measures the risk is:
	Tick which of following is most applicable

	UNACCEPTABLE   ☐
	FURTHER CONTROLS REQUIRED  ☐
	ADEQUATELY CONTROLLED   

	Further Control Measures Required
	List further actions needed to control risks

	Clubs must provide their own risk assessment for their activities and strictly adhere to the controls within.  Risk assessment must follow controls as directed by each sport’s National Governing Body.
Hirers of the ATP must turn floodlights on and off at the prior-agreed times (where unscheduled use of lighting has been necessary, the hirer must follow up the usage by advising the school accordingly).
Emergencies should be reported to the Site Team using the telephone numbers provided. 
Any facility concerns (such as damage / defects) should be reported to the Site Team directly and via e-mail to SiteTeam@eggars.hants.sch.uk or via email to enquiries@eggars.hants.sch.uk  Telephone messages can be left on the school’s out of hours answering service 01420 541194.
During school hours, assistance in the management of lettings is available from Reception.  






	Assessor’s comments
	Insert additional information as required

	With the exception of security arrangements any changes to this risk assessment are also applicable to ESITE-RA040b.

	Name of Assessor
	STUART CAMPBELL / Abbie Carter

	Signature of Assessor
	[image: ]   

	Date of Assessment
	JULY 2014 / 22 March 2022



	Manager’s comments
	Insert additional information as required

	The Site Team maintain an oversight of all hire activities taking place.  They are there to support if needed (e.g. locked door, blocked toilet, help to set up and with moving and handling).  Instruction from the Site Team must always be adhered to.



	Name of Manager/Approver
	JANICE FINNIMORE 

	Signature of Manager/Approver
	[image: ]

	Date
	JULY 2014



	Review date**
	Reviewed by
	Reviewer signature
	Remarks

	March 2015
	Julie Hodkinson
	Julie Hodkinson
	Reviewed 4 months ahead of schedule

	March 2016
	Julie Hodkinson
	Julie Hodkinson
	CL Officer replacement currently being recruited.

	March 2017
	Colin Leach
	Colin Leach
	Removed wording, grassed overflow car park by sports hall. New CL officer in position.

	November 2017
	D Webb
	D Webb
	

	June 2019
	J Finnimore
	J Finnimore
	

	9th September 2020
	Julie Hodkinson
	Julie Hodkinson
	Covid Controls added.

	20 April 21
	Janice Finnimore
	J Finnimore
	As per Government’s step 2 of roadmap.

	22 March 2022
	Abbie Carter
	Abbie Carter
	Updated to landscape format and new numbering. Consolidated the hazards in line with the control measures required. All risks and hazards are adequately covered. COVID controls reduced in line with current government guidelines.

	September 2023
	D Webb
	D. webb
	

	January 2025
	D.Webb
	D.Webb
	No changes

	
	
	
	


**Transfer review dates to an appropriate diary system to ensure timely review**
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