
RISK ASSESSMENT FORM - Guidance on completing the risk assessment is on the reverse of the form
	Activity/Event/Trip: 
School Athletics
(RA Updated Sep 24)


	Location: 
Sports Hall
	Date of Activity/Event/Trip:

Fridays 15:30m – 17:15
Other dates as agreed with school sports partnerships


The risk assessment process must be seen as ‘ongoing’ and ‘dynamic’.  In other words, professional judgement and decisions regarding safety will need to be made during the activity/event/trip.  If the control measures aren’t sufficient or become insufficient, the activity/event/trip must not proceed.

This risk assessment may not be suitable for young persons (U18), expectant mothers or persons with a disability.  In such cases a specific personal risk assessment needs to be completed.  Contact the HSW Office for further advice on ext. 417/307.
PLEASE SEE THE GUIDANCE NOTES ON COMPLETING A RISK ASSESSMENT ON THE NEXT PAGE.
	What are the hazards?
	Who might be harmed and how?
	What are you already doing?

(current control measures)
	Risk
Rating
	What else will you do to manage this risk or reduce the risk further?
	Risk
Rating
	Action by whom?
	Action by when?
	Done & Initials

	Children not being registered.
	Not knowing which children are competing in the event.

	Maintain registers as evidence of children’s participation in the event. 
Children’s registers kept electronically. 
All teachers bringing children have a class list.


	L
	Monitored on arrival
	L
	Tutor in charge
	Ongoing
	

	Lack of adherence to rules.
	Injury through not following rules of activities.

	Staff undertaking sports activities need to know the rules relevant to the specific sports activity and apply these stringently in order to avoid injury.  
Staff and students to follow the Sportshall Primary rules and guidance. 

Rules are provided to all schools prior to the start of the competition. 

	L
	Continual monitor
	L

	Tutor in charge
	Ongoing
	

	Lack of understanding of instructions
	Injury through not following instructions.
EAL / SEND children may not fully understand the requirements of an activity.


	Ensure EAL students understand the word ‘stop’ and know this is an immediate response to cease activity. 
Use focused demonstrations where and when appropriate. 

Use a buddy system where necessary. 
	L
	Liaise with school staff prior to event regarding additional needs of children.
	L
	All staff taking the activities.
	Ongoing & reviewed annually.
	

	Injuries during athletics
	Students

Slips / trips 
	Ensure items are carried correctly.

Equipment should be stored correctly to reduce slips / trips hazards. Equipment should be placed back into the correct cupboard.

Staff should supervise the carrying of throwing equipment in transit to the lesson as well as during the lesson.

Prior to students / children moving equipment, staff to ensure students have been taught to carry, move, place and retrieve equipment safely. 

Staff to supervise the students / children undertaking manual handling to ensure it is done correctly. 

Spectators should sit well away from the activity.

Rules should be clear for the safe movement around event areas for participants and spectators.

Indoor sports hall equipment should be checked before use and safe for indoor use.

Teachers, parents and children not participating should remain behind the nets at all times.
Specific storeroom now in place for athletics equipment. 


	M
	Staff and students via Smartlog to be undertaken prior to the event.
	L
	Tutor in charge
	Ongoing and reviewed prior to event
	

	Injuries during throwing events


	Children – slips, trips; being hit by thrown objects.
	All staff and students need to be familiar with the required procedures for carrying and retrieving shot and foam javelin.

Basic standing throws should be taught before adding turns or run-ups.

Safe handling practice used by students / staff.

All schools practice events at their own school to create understanding and safe practice. 

Children should be allowed to take trials in succession and not in rounds

All throwing equipment should be carried singly, with two hands, at walking pace.

They should always be carried back to the throwing line (never thrown) and placed on the ground (never dropped).

Surfaces for throwing events should be checked to see that they are stable, level and smooth, and non-slip.

Staff should ensure that throwing lines and zones are clearly marked, and that procedures for entering the throwing zones are known and reinforced.

Wide margins of error should be allowed for the release and direction of throws. Staff and students need to check that all possible lines of flight are clear before throws are allowed.

Staff should use auditory and visual signals to indicate when students are to throw and retrieve. Staff should check whether these signals are clearly understood by all students.

Students waiting to perform need to stand well behind the throwing line. 

Throwers need to remain behind the throwing line until told by staff to retrieve their implement.

Staff should be appropriately positioned before and during throwing activities.

Clear demarcation between activities and spectators. 

Equipment supplied by accredited manufacturers. 

Shot (2kg ball) not accessible to children until the event is occurring. Shot circle is checked before use and provides a non-slip surface.


	M
	Continual training and discussion prior to each session / event
	L
	Tutor in charge 
	Ongoing and reviewed prior to event
	

	Injuries during track events
	Children; injuries through slips / trips / collisions / through equipment.
	Foam hurdles are positioned correctly.
Areas for running activities should be checked to see they are level, clear and non-slip, with sufficient space between participants to avoid collisions.

Indoor tracks should be clearly designated and free from obstructions.

Adequate run-off areas should be allowed.

Student’s footwear should always be clean and dry.

During some relay races children competing sit on the team base mat. The children not running at that time must sit on the base mat. Mats should be set back from the start line and offset to the left. 

Reversaboards for turning should be set at a safe angle against a firm wall. Children should be taught the correct technique for using the boards.


	M
	Continual training and discussion prior to each session / event
	L
	Tutor in charge 
	Ongoing and reviewed prior to event
	

	Injuries during jumping events


	Children; injuries through slips / trips / collisions / through equipment.
	Landing areas for jumps should be well away from walls.

Team members must sit on the base mat.

A foam baton or bean bag should be used for safety where obstacles are involved.

Distances between obstacles should follow the Sportshall Primary rules and guidance. 

Care must be taken during vertical jumps to ensure the floor is not slippery.

During the vertical jump, judges should not have cause to handle the athlete, with the exception that it may assist both the judge and the athlete to guide the athlete’s fingers under the base of the slide. 

Participants should wear suitable footwear. An athlete must not be permitted to compete in bare feet.  


	M
	Continual training and discussion prior to each session / event
	L
	Tutor in charge
	Ongoing and reviewed prior to event
	

	Injuries from benches
	Students / staff

Falls 

Splinters
	Check the construction is not warped and free from splinters

Check rubber buffers on the supporting feet are secure and the bench is stable. Check the surface is clean and smooth.

Prior to students moving equipment, staff to ensure students have been taught to carry, move, place and retrieve equipment safely. 

Staff to supervise the students undertaking manual handling to ensure it is done correctly. 

Benches to be checked prior to use.


	L
	Ensure Staff are up to date with  manual handling training on Smartlog
	L
	Tutor in charge
	Ongoing 
	

	Injuries from apparatus fixed to a wall
	Students / staff

Fail of the equipment.
	Wooden reversaboards are free from cracks and splinters.

Painted components are well maintained, with no evidence of flaking.


	L
	Regular checks 
	L 
	Tutor in charge
	Ongoing 
	

	Injuries from mats.
	Students/ staff

Slips / trips
	Correct landing technique should be taught and re-emphasised regularly.

New mats should comply with fire regulations.

Check before use to ensure they are free from holes and tears.

Ensure they are stable and flat to the floor when used.

Store in a horizontal position.

Remove damaged mats immediately out of service.

Each mat should be placed with a specific purpose in mind.

Store away from heat sources / electrical circuits. 

Prior to students moving equipment, staff to ensure students have been taught to carry, move, place and retrieve equipment safely. 

Staff to supervise the students undertaking manual handling to ensure it is done correctly. 

Standing jumps reduce injuries from impact.


	L
	Ensure Staff are up to date with  manual handling training on Smartlog
	L
	Tutor in charge 
	Ongoing
	

	Storage areas
	Staff, students and visitors
	Only staff to open storage doors and roller shutters.

Staff to ensure storage areas are tidy and clean and all equipment is returned to its designated storage space. 

Staff to supervise any equipment that requires manual handling.

Staff to ensure any out of use equipment has signage to indicate.

Staff to ensure all doors & shutters are securely closed on exit from facility.

Staff to ensure all exit doors and bolts are locked on exit to prevent unauthorised access.   

Staff should supervise all students and visitors inside storage areas.

Equipment to be stored away tidily at the end of each session in the appropriate storage area.

Storage areas to be kept tidy to reduce the risks of trips and falls and allow safe accessibility.

Where equipment is stored at height appropriate steps and ladders should be used, according to policy and procedure. 

Ensure that heavy equipment is stored at floor level to reduce the risk of injury when moving equipment in and out of storage cupboard.


	L
	Managers have reinforced the requirement to comply with H & S protocols and LMC standards for operational safety.

H & S discussed on agenda at team meetings to check staff compliance 

All staff have read & signed-

LMC H & S Policy/update/staff guidance for 2021-22.
	L
	All staff using the area.

MFC Staff


	Ongoing & reviewed regularly
	

	Unsafe use of equipment
	Staff, students and visitors injured by unsafe equipment
	Staff to only use equipment for which it was designed for.

All equipment used to be checked for good condition and used safely at the start of the session.

Equipment to be visually checked to ensure it is safe to use, assembled correctly and not damaged or faulty. 

Equipment to be checked it is suitable for build and strength of students.

Prior to students moving equipment, staff to ensure students have been taught to carry, move, place and retrieve equipment safely. 

Staff to supervise the students undertaking manual handling to ensure it is done correctly. 

Staff to ensure equipment is stored safely after use in the appropriate place.

Accidents / near misses to be reported as per the Health and Safety policy. 

Staff to report any unsafe equipment immediately to Gill Simm, who will report to PAM / DPAM, and estates team following the set procedure. 

Staff to remove unsafe equipment safely or remain with it, until it can be removed safely.

Staff have had updated risk assessment training.

All electrical equipment PAT tested.
	L
	Equipment to be placed on a shared database and annual checks monitored and updated. 

Database to be put in place where annual checks on equipment is carried out by a specialist company and recorded, and equipment faults to be recorded.

Staff to report any unsafe equipment immediately to Gill Simm, who will report to PAM / DPAM, and estates team following the set procedure. 

Staff to remove unsafe equipment safely or remain with it, until it can be removed safely.

Staff to have updating on manual handling training. 


	L
	All staff using the area.

Les Palmer

Occupational health to arrange manual handling training.


	Ongoing & reviewed regularly 
	

	Children’s welfare not promoted.
	Children may be at risk of harm.
	Staff to be alert to, and pass on concerns about possible abuse to teachers responsible for the children

College policy and procedure to be followed.

All staff to be trained in the indicators of intentional harm, and how to deal with the disclosure of information, as well as signs and symptoms of intentional abuse. 


	L
	Regular monitoring
	L
	Tutor in charge 
	Ongoing
	

	Needs of children not met.
	Children may be at risk of harm.
	Ensure relevant medical information is known about the visiting children, and communicated by the teacher responsible for the learner to the sports team.

Ensure any first aid requirements are communicated by the visiting teacher to the parents. 

School teachers to have emergency contact details of 2 emergency contacts for each child. 


	L
	Regular communication 
	L
	Tutor in charge 
	Ongoing
	

	Unclear responsibilities
	Children participating.
	School staff need to take into account the information received from the event organiser about the venue and organisation of the event, and carry out their own risk assessment for their group. 

This risk assessment needs to consider preparing for the event, outward and return journeys, managing and supervising the group at the event, and returning them to their parents care safely. 

The school authority is responsible in situations where a duty is provided through a third party, whether on or off site.

Warm ups in the sports hall prior to the event, must be supervised by a school staff member. 
	L
	Regular communication
	L
	Tutor in charge
	Ongoing
	

	Student volunteers and lack of experience
	Children may get injured.
	College students oversee events and support the college staff in running the event.

Students properly briefed for health and safety prior to them taking part.

Students to not be alone with children at any time.

Students to be supervised at all times.

Students to not escort children out of the sports hall.

Students to seek advice from college sports staff in unsure regarding concerns.

Students to be aware of what to do if they have any safeguarding concerns or what to do if a child discloses.


	M
	Regular monitoring
	L
	Tutor in charge
	Ongoing
	

	Unclear responsibilities
	Children getting injured.
	Teachers must escort and remain with the children from their school at all times.

Teachers to be aware they are responsible for children at all times.

College staff take responsibility for health and safety during activities in the sports arena.

If first aid is required, activities to be stopped and the teacher for the school to enter the play area to administer first aid.


	M
	Regular communication
	L
	Tutor in charge


	Ongoing
	

	Children not being safeguarded.

	Children; unconsented photographs / filming.


	Clear guidance provided to schools and visitors that no photography or filming to take place.

Judges are permitted to take photographs for the purpose of recording results. These are deleted at the end of the event, and a device that stays in the sports department is used. 

Where LMC staff take photographs of children, they liaise with the teachers prior to this to ensure parental consent is gained. 
	M
	Regular monitoring
	L
	Tutor in charge
	Ongoing
	

	Inappropriate footwear / clothing.

	Students, academic staff &

players – personal injury
	Staff to warn students of the dangers of wearing inappropriate footwear / clothing.
To brief students on appropriate footwear / clothing at the beginning of the semester and to issue regular reminders.
To check students undertaking practical activities have suitable footwear / clothing prior to playing.

To not allow students who don’t have appropriate footwear / clothing to undertake practical activities.

Staff to ensure that safety equipment / PPE required for each activity is available and used when needed. 

Staff to ensure personal effects such as jewellery (including body piercings), religious artefacts, watches, hair slides and sensory aids including glasses, should ideally be removed to establish a safe working environment. 

Staff to verbally remind the group prior to the session.

Staff to visually monitor the group and individuals.

If these items cannot be removed, staff to take action to adapt the item / activity. 

Where removal of personal effects and making safe is not possible, strategies to enable the safe participation need to be introduced. The student can contribute to other aspects during the practical. Staff should try to avoid complete exclusion from a class.

Long hair should be tied back.

Nails should be sufficiently short.


	M
	Ensure good group control and include in briefing at start of session.

If these items cannot be removed, staff to take action to try to make the situation safe. This may mean adjusting the activity in some way, or asking the student to take part in a different way. 

Wristband activity trackers should be covered up with a fabric sports wristband if available.

Earrings should be taped front and back, ensuring the stud post is covered, with the staff member responsible for ensuring taping is effective.

Expander earrings should also be taped effectively.

Body jewellery should be removed or taped to a safe standard.

The decision to wear glasses or hearing aids is determined by the nature of the activity. Activities may need amending to make the activity safe.

Managers have reinforced the requirement to comply with H & S protocols and LMC standards for operational safety.

H & S discussed on agenda at team meetings to check staff compliance 

All staff have read & signed-

LMC H & S Policy/update/staff guidance for 2021-22.

Ensure students behaving inappropriately are asked to leave and appropriate disciplinary actions followed up.

	L
	All staff using the room.

Learning walk teams.


	Ongoing & reviewed regularly
	

	Emergency evacuation
	Staff, students and visitors
	Staff must follow fire evacuation procedures as per LMC policy and procedure. Staff should know the quickest routes to safety. 

Visual checks to be made to ensure exits are operative, and not blocked.

Staff to apply industry & LMC Health & Safety standards/protocols at all times to ensure safety of learners an Staff who use the area to be aware of group profile and know details of learner’s medical/fitness needs.

Staff to be aware of those learners with med alerts and guidance for those with medical needs.

Staff to be aware on individual learners with EHCP and carry out any further risk assessments needed for the learners to take part, if needed.

Where teaching staff are not the usual adult responsible for the student, ensure the key information is provided from the usual tutor prior to the session being held.
	L
	Fire Marshall Policy & Staff Responsibilities implemented.2021-22.
All staff have read & signed-

LMC H & S Policy/update/staff guidance for 2021-22.

Staff to have appropriate first aid qualifications.

	L
	All staff using the area.

Technicians,

	Ongoing & reviewed regularly 
	

	Staff CPD & Training-

Non-compliance with Training & LMC protocols & policy

(applicable facilities)
	Staff, students and visitors
	Staff must have completed/updated annually the following training:

•LMC Risk Assessment training update for all staff using the area.

•LMC Health and Safety policy training updated for all staff using the area

•Smartlog Manual handling training online completed by staff and logged by HSW
Fire Marshall Policy & Staff Responsibilities implemented.2021-22.

•Smartlog Fire Safety training online completed by staff and logged by HSW
Fitness Suite Induction training from LMC qualified staff.

Goalpost safety training from LMC qualified staff 
	L
	Staff to have appropriate first aid qualifications.
Managers have reinforced the requirement to comply with H & S protocols and LMC standards for operational safety.

H & S discussed on agenda at team meetings to check staff compliance 
All staff have read & signed-

LMC H & S Policy/update/staff guidance for 2021-22
	L
	All staff using the facility


	Ongoing & reviewed regularly
	


COVID UPDATE
Events will not take place if the Covid Status of the College is AMBER or RED
	What are the hazards?
	Who might be harmed and how?
	What are you already doing?

(current control measures)
	Risk

Rating
	What else will you do to manage this risk or reduce the risk further?
	Risk

Rating
	Action by whom?
	Action by when?
	Done & Initials


	Assessment carried out by: (PRINT NAME) Kane Tack                                  Sign: K.Tack
	Date: 22/09/2023

	· Review your assessment to make sure you are still improving, or at least not sliding back.

· If there is a significant change in your activity/event/trip, or external factors impact on the activity/event/trip you must review the control measures and where necessary amend them.

· Take account of the possibility of the presence of young and vulnerable persons and anyone with any particular individual needs and requirements e.g. due to pregnancy, health issues or competence levels
· It is recommended that all staff attending external visits should sign to say they are familiar with the visit activities and procedures
	For office use only

Date received in HSW Office:     
Additional Action Required?



RISK ASSESSMENT GUIDANCE NOTES:

All staff completing risk assessments should be competent to make the assessment and should take advice where necessary.
The HSE Guidance INDG163 should be used as a simple reference document as required.

	Activity/Event/Trip:
	This could be anything from a classroom lecture to a visit to a city, or the movement of some equipment.



	Date and Length of Activity/Event:
	This could be a single date for a single event such as an Open Day or it could cover the academic year for a classroom activity.

	Location:
	Where the activity or event is taking place.


	Hazard:
	Something that could cause harm – ignores the trivial and concentrates on significant hazards which could result in serious harm or affect several people.

	Those at risk:
	This would include anyone who may be affected by the hazard identified e.g. students, staff and the public.  Particular note should be taken of young students, expectant mothers, disabled persons and those with known medical conditions etc.

	Risk Rating:
Risk rating =

Severity X Likelihood

[image: image1.jpg][ Risk Rating




	This is the level of risk you give to the activity before you consider control measures.  It should be rated as High, Medium or Low.  The second risk rating column is the reduced level of risk you have achieved by the introduction of additional control measures. 
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	Control Measures:
	These are the measures you put in place to control or reduce the risk.  In controlling risks the following principles should be applied and followed wherever possible:

· Try a less risky option
· Prevent access to the hazard e.g. use a guard

· Minimise exposure to the hazard

· Issue personal protective equipment e.g. goggles

· Provide welfare/first aid facilities

	Action: 
	This section should name the individual responsible for putting the control measures in place, by when it will be done (prioritising the most serious or dangerous first) and your record of when it has been done, either by a tick or initials to show that the work has been completed.

	Next review date:
	The risk assessment should be reviewed if there are any significant changes to the activity or event.  Where there are no recognised significant changes an annual review would be appropriate.
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