Risk Assessment Form:  Norfolk Music Service, Educator Solutions
This form must accompany all forms required for LEA approval

Establishment:  Saint Francis of Assisi School, Norwich, NR2 3QB, 01603 441484
Risk Assessment Visit Date: 10/09/18
Proposed activity/environment: Weekly Rehearsals
Educational Objectives: To attend weekly ensemble rehearsals.

Group Leader’s Name: Gillian Shaw

Risk Assessment written by: Gillian Shaw
Reviewed and approved by: Alison Corfield
If the visit involves proximity to water, All adults must be issued with ‘Group Safety at Water Margins’ (DfES/CCPR)
Date: 10/9/2018
	Hazards:

List significant hazards that may result in serious harm or affect people in the party.
	Who might be harmed?

List groups of people who are especially at risk from the hazards identified.
	Is the risk adequately controlled?

List existing controls or note where information may be found, e.g., information, instruction training, systems or procedures.
	What further actions are needed to control the risk?

List the risks that are not adequately controlled and propose actions that are needed to reduce or eliminate the risks.

	
	H/M/L risk
	
	
	
	Outcomes H/M/L risk     

	Pupil Drop Off
	M
	Pupils
	Before 6pm staff and pupils should use the door to the side of the Main Hall on Jessop road to enter the premise.

After 6pm, parents and students should enter SFA using the back entrance, via the school playground.
	Staff should monitor the outside collection area during changeover between bands.
	M

	Staff Arrival & Parking
	M
	Staff
	Staff should make sure that their cars are parked safely on the school playground or in the staff car park.
	Staff should drive slowly onto the playground and be vigilant for pupils being picked up / dropped off if they arrive during the evening.
	M

	After School Club
	M
	Staff, pupils, parents
	The school run after school care for pupils in the dining room.  No pupils or parents should walk through this area without first getting permission from the staff leading the club.  If pupils need to walk through this area for any reason, they should be accompanied by an NMS staff member.
	Ongoing dialogue should always be kept between centre leaders and After School Club Staff, especially when there are different timings or events such as concerts.
	M

	Registration
	L
	Pupils, staff & parents
	All pupils, staff and any parents attending should sign in on arrival, using the iPad or the paper sign-in sheet as appropriate.
	A named member of staff should be responsible for this, overall responsibility lies with the centre manager who should always know the number of students / staff / parents present during each session.
	L

	Emergency Contact Details

Illness and medical conditions
	L
	
	All ICE details will be kept secure and are available directly through Gillian Shaw / Alison Corfield / Hannah Cott.  The administration assistant (in post by November 2018) will be present on a Monday evening and will hold the information securely on site.
	Several pupils have been identified confidentially for additional support / specific requirement.  

Band leaders are made aware of medical conditions when appropriate.


	L

	Special Needs /

Additional Needs
	L
	Pupils / Staff
	Several pupils have been identified with anxiety related issues.  They will be given extra reassurance / support and all staff will be made aware to monitor the situation.  Many children feel anxious in performance situations; staff are accomplished at supporting and encouraging pupils in this area. 


	Staff will be particularly vigilant with new band members and pupils suffering from anxiety will be identified in any risk assessments for special visits.
	L

	First Aid
	L
	Pupils and Staff
	There will be a minimum of two staff members present at all times with in date First Aid Training.  Most of the staff directing the ensembles have up to date first aid training.
David Stowell (Monday) & Helen Stowell (Wednesday) are the first point of contact for first Aid as centre managers. 

Any incidents or first aid administered will be recorded and GS / Ac will be notified immediately if they are not present.
	Norfolk and Norwich: closest A & E Dept.  
	L

	Emergency Evacuation
	L
	Staff, pupils, parents
	In the event of an emergency, all parties should leave the building via the nearest fire exit.  

Everyone should make their way out and assemble on the school playing fields. 


	The Centre Leader is responsible for completing a fire role call and liaising with emergency services as appropriate.
	L

	Waiting Area – Staff Room
	M
	Parents
	Parents are not permitted to watch the rehearsals.  They can wait during the rehearsals in a designated space (the staff room).  

All adults should be identified by a lanyard.

NMS staff may use the kitchen area but need to ensure it is left tidy when leaving the building.
	There is a tea and coffee machine available for hot drinks.
	M

	Toilet Facilities
	L
	Pupils & Staff 
	Pupils should use the pupil’s facilities adjacent to the Main Hall.
Staff and any parents waiting in the secure area should use the Disabled loo adjacent to the Hall.
	Students identified with specific needs should use the single cubicle Disabled Toilet.
	L


	Child Protection
	M
	Pupils
	All Music Service staff are DBS checked and have followed all the necessary checks and regulations to work with children.
All staff are required to complete annual safeguarding training and bi-annual prevent training.

Any safeguarding concerns should be raised immediately with Alison Corfield (DSL) or Gillian Shaw (Deputy DSL), following the Norfolk Music Hub guidelines and procedures.
	
	M

	Lifting Equipment
	M
	Staff

Percussion Pupils
	All equipment will be positioned by members of NMS staff and the percussion section of SWB. Some of the equipment is heavy.  Care must be given to maintain that staff lift items correctly.

Pupils to be fully supervised when lifting / moving equipment.
	
	M

	Main Hall
	L
	Staff, pupils, parents
	No pupils should ever be in the main hall without adult supervision.  NMS staff should be present 15 minutes before and after each ensemble and this is the responsibility of the conductor of the ensemble to ensure provision.

The Main Hall is a large space, with equipment for rehearsals stored in the cupboard.  NMS chairs are collapsible and stacked and care should be taken when putting the chairs up / away.
There is a small flight of stairs to access the hall which in a well-lit corridor.
	
	

	ICT Rooms
	L
	Staff, pupils
	The ICT room is occasionally used as a rehearsal space.  There is a suite  of computers positioned around the edge of the room which should not be touched by any individuals as they are property of the school.

The photocopier is in this room.  All photocopying should be carried out by NMS staff only.


	Pupils should be supervised if desks / stools need moving
	L

	Corridor 
	L
	Staff, pupils, parents
	There is a disabled access lift to the hall situated in the well-lit corridor.  No pupils should use the lift at any times unless supervised by a staff member or authorised parent.
	
	L

	DT Room
	L
	Staff, pupils, parents
	The DT room is a classroom space used by some ensembles for rehearsals.  

It usually has desks pushed back to create ample room for performance.
	Pupils should be supervised if desks / chairs need moving.
	

	Break Times / between sessions
	M
	Staff & Pupils
	Pupils should remain within the rehearsal space during break times unless they are using the toilet facilities.  
	Pupils should be supervised at all times by NMS staff – all present should take active responsibility for ensuring this is covered.
	M

	Leaving the Building
	M
	Pupils
	Pupils will be required to sign out of the building when they leave.  
Pupils leaving before 6pm should use the side exit to the Hall.  
Pupils leaving after 6pm should use the playground exit.


	Designated staff should ensure that all pupils have been signed out correctly and contact parents with any concerns over pupils who have not signed out.
	M

	Pupils Not collected
	L
	Pupils, staff
	If a pupil is not collected for whatever reason, two staff members should remain with the pupil until they are collected.

After 15 minutes GS / AC should be informed and a member of the SMT will come and wait with the pupil / make alternative arrangements for the pupil’s safe return.
	
	L

	Locking the building
	L
	Staff
	After ensuring all pupils have been collected, the lead staff member should ensure that they inform the caretaker that they are vacating the premises.
	Staff are not responsible for locking the building but should ensure full communication with the school.
	L


