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TO BE VALID THIS RISK ASSESSMENT MUST BE MADE SITE / PERSON / TASK / EQUIPMENT SPECIFIC AS APPROPRIATE
	Establishment:
Gallery Oldham
	Assessment by:
Schools Development Officer
	Date:
15th September 2021 by Kirsty Mairs
Last reviewed:

29th April 2024 by Lauren Massey



	Task / Process / Environment / Equipment

Being Assessed:
Schools Visits to Gallery Oldham including - object based, art & craft workshops incorporating visits to exhibitions

	Approved by:
Children’s Team Leader and Principal Arts & Heritage Officer
	Date: 
15th September 2021
Last reviewed:

10th May by Suzanne Hudson
25th October 2024 by Sean Baggaley




	What are the hazards to health, safety and the environment?

(eg heavy box, fuel delivery)
	Who or what might be harmed and how?

(eg staff, visitors, etc)
	Likelihood (1 – 5)


	Severity (1 – 5)


	Risk Rating (L x S)
	What is already in place?
	Is there any further action required?
	Action by whom?
	Action by when?
	Date 

completed

	1. Traffic in gallery parking area and in front of gallery doors - child or adult getting knocked over when entering or leaving the building.
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	2
	5
	10
	Groups must always be supervised by school staff.  
Access gate should be kept locked shut unless access is required to drop off visitors with disabilities or deliveries. 
Area and gate monitored by Visitor Experience Officer. There are currently restrictions at the front of the building due to The Old Library building works.
	Safety measures need to be regularly reiterated to Gallery and Library staff and to contractors.
When building contractors start using the area a permanent ‘Banksman’ needs to be in place.
	Visitor Experience Officer
	Weekly meetings
	Starting March 2019

	2. Floor surfaces throughout Gallery – slips or trips, bruises, grazes, bumps, and broken bones.
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	2
	2
	4
	Hazard signs are put out when the floors are being mopped or any obstruction is in the way.
Projector cables shielded by trip cable.

Gallery checked for obstacles on regular basis and Visitor Services staff to inform Education colleagues and facilitators on the day.

Group must always be supervised by school staff. 
Clear guidance to groups will be given. 
	Safety measures need to be reiterated to Gallery staff, cleaning staff and to contractors.
	Visitor Experience Officer
	Weekly meetings 
	Starting March 2019

	3. Displays & Exhibitions - slips or trips, bruises, grazes, bumps, and broken bones.
Damage to artwork
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	3
	3
	9
	Children are asked not to touch any of the exhibits unless specifically directed by Gallery staff or signage.

Visitor Services staff are to radio for assistance when they require support on the galleries.
	Any hazards should be risk assessed after exhibition installation and communicated to Education staff by email.

	Technician and Exhibitions Team


	Weekly meetings
	Starting March 2019

	4. Lifts breaking down - claustrophobia, panic attacks, fainting.
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	3
	1
	3
	Instructions and alarms in lifts.  Gallery staff briefed in breakdown procedure (call out engineer/fire brigade from Gallery reception desk). 
Maximum capacity of each lift is 10 adults or 12 children and 3 adults.
Lifts only to be used by children or adults who cannot use the stairs. Children who need to use the lifts must be accompanied by school staff.
	Visitor Experience team to report breakdowns to Education Team asap so they can inform schools who are booked to visit and who require lifts.


	Visitor Experience Officer
	N/A
	N/A

	5. Accidents on Stairs - slips or trips, bruises, grazes, bumps, and broken bones.
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	3
	3
	9
	Group must always be supervised by school staff.  
Regular maintenance checks take place. 
Children are asked not to run and to walk sensibly and watch where they are going.
	Accident form to be completed
	First Aider on duty
	N/A
	N/A

	6. Fire – burns, inhalation of smoke, death.
	School Parties:  pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	1
	5
	5
	Teacher must sign in group at front desk on arrival. Teacher to bring complete and up to date register of all people on trip, including children, teaching staff, parents and volunteers. 
Teacher must inform Gallery Oldham staff in advance of their visit if any individuals in the group have a physical disability or condition that means they require assistance in the event of an emergency evacuation. This should be done in advance of the visit and on the day.

We have trained Fire Marshalls and Fire Wardens who assist with evacuations. The assembly point is in the gallery gardens (if safe to meet there on the day).
	Call the Fire Brigade & evacuate
	Gallery staff
	N/A
	N/A

	7. Balconies - broken bones and death
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	2
	5
	10
	Groups must always be supervised by school staff. Special care should be taken on the balconies. The balconies meet all required legislation on safe barrier heights.

	Accident form completed, and ambulance called if required.


	Gallery staff
	N/A
	N/A

	8. Other visitors in the Gallery - slips or trips, bruises, grazes, bumps, and broken bones caused by those visitors or injuries to visitors caused by school pupils. Abduction.
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits; other visitors
	1
	3
	3
	Children must always be accompanied and supervised by school staff during visit. 
Schools should bring enough staff to allow groups to be split into three groups across the building when doing carousel activities.
Teachers should not leave pupils unaccompanied at any time.
	Accident form completed, and ambulance called if required.
Police called in case of attempted or actual abduction. Library doors locked and tannoy announcement made for missing child.
	Gallery staff
	N/A
	N/A

	9. Unfamiliar environment – child getting lost, distress/injury.
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	2
	1
	2
	Children must always be accompanied and supervised by school staff during visit. 
Schools should bring enough staff to allow groups to be split into three groups across the building when doing carousel activities.

School staff should do regular head counts after moving groups around the building.

Front of house staff wear uniforms to identify them.

Education staff are DBS checked.
	N/A
	Gallery & school staff
	N/A
	N/A

	10. Bee Hive on external landing – stings, allergies, skin reactions, anaphylactic shock, death.
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	1
	5
	5
	External landings are locked and are not used in school sessions. The registered bee keeper visits monthly to ensure all safety measures are up to date.
	Accident form completed, and ambulance called if required.
	Gallery & school staff
	N/A
	N/A

	11. Equipment used in workshops - bruises, grazes, bumps, broken bones, allergies, skin reactions, poisoning and vomiting
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	3
	3
	9
	Activities are tailored to specific age groups and abilities based on the information provided by teachers at the time of booking. 
Child friendly materials and equipment are used, and safety equipment provided when necessary.
Clear guidance to groups is given to groups handling objects by the facilitator. 
Natural History specimens must not be touched as some historic specimens contain arsenic.
Group must always be supervised and supported in activities by teachers and accompanying adults.
Sharp tools must be logged in and out by the facilitator (i.e. wire cutters).

Handwash facilities provided.

First Aid kit available.
	Accident form completed, and ambulance called if required.
	Gallery & school staff
	N/A
	N/A

	12. Toilets – needles, drugs, blood
	School Parties:  Pupils, parents, volunteers, teachers and other school staff and adults supervising Educational Visits
	3
	3
	9
	Toilets are checked and cleaned before school groups arrive by cleaning staff.

In addition, toilets should be checked by school staff, before allowing children to enter them. If the toilets are dirty or contaminated by blood or drugs etc. they should tell the workshop facilitator who should let a member of Visitor Services Staff know ASAP

Children should not be allowed to go to the toilet by themselves during a workshop. A member of school staff should let the workshop facilitator (or other member of teaching staff) know that they are leaving the group and should wait outside the toilet block and escort the pupil back to the group.
	Toilets checked regularly during the day
	Visitor Services Team
	N/A
	N/A

	13. Violence from library or gallery visitors  
	Staff or freelancers
	1
	3
	3
	Procedure to be followed see below *
	
	
	
	

	DATE OF REVIEW: September 2021
	REVIEWED BY: KJM
	COMMENTS: Damage to artworks (14) added and overall content checked. 

	DATE OF REVIEW: January 2022

	REVIEWED BY: KJM
	COMMENTS:

	DATE OF REVIEW: April 2024

	REVIEWED BY: LEM
	COMMENTS: Overall content checked. Covid requirements removed as per HSE guidance. Parking arrangement confirmation requirements removed from Traffic section (1). Closure of shutters removed from balconies section (7) as balconies meet all required legislation on safe barrier heights. Accident section removed (part of the broader framework of accident reporting). Damage to artwork section removed as it is not a health and safety issue. Natural History specimen guidance added (11).


*Facilitators should have a mobile phone in the education suite if they need to call for assistance. 

In an emergency situation the protocol is;

· The member of staff at gallery reception will come and let you know what is happening.

· The member of staff at gallery reception will close the gallery doors which lead to the foyer

· You should then lock the education suite doors – leaving the keys in the door in case of fire. 

· You should take the teacher in charge of the group aside and discreetly let them know what is happening without raising alarm. Inform the teacher that security have been called and that the class need to stay in the room until we are given the all clear.

· The member of staff at gallery reception will let you know once the all clear has been given by security/Visitor Services Officer or the Gallery Manager – depending on who is on duty.

· Remember that in an emergency there are fire exits which could be used at the rear of the Ed Suite.
	RISK MATRIX

The matrix below is used to calculate risk based on likelihood x severity (higher scores indicating higher levels of risk). The resulting score is used to calculate risk ratings and to determine whether additional safety management measures are required to further reduce remaining risk to an acceptable level.
Any risk rating in the red area indicates significant risk which would need to be further controlled before proceeding.


	 
	  SEVERITY

	   LIKELIHOOD
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic

	   Very unlikely
	1
	2
	3
	4
	5

	   Unlikely
	2
	4
	6
	8
	10

	   Possible
	3
	6
	9
	12
	15

	   Likely
	4
	8
	12
	16
	20

	   Very likely
	5
	10
	15
	20
	25


	   KEY: SEVERITY OF HARM

	
	  Severity
	  Description
	  Persons at risk

	  1
	  Insignificant
	  Non or insignificant injury / illness / loss
	  1

	  2
	  Minor
	  Minor injury / illness / loss minor first aid required
	  up to 5

	  3
	  Moderate
	  Injury / illness / loss – reportable to the HSE
	  up to 10

	  4
	  Major
	  Major injuries / severe incapacity – reportable to the HSE
	  up to 25

	  5
	  Catastrophic
	  Fatality / severe incapacity

	  25 or more


	 IMPORTANT

	When calculating the risk, the number of persons exposed and the frequency of exposure to risk must be considered

	Risks that calculate as high MUST have further control measures put into place that reduce the risk BEFORE the activity is carried out

	Medium risk factors should have more control measures introduced where possible to reduce the risk to the lowest possible risk

	Staff MUST be prohibited from undertaking medium to high risk activities for which they have not received appropriate training 

	The risk assessment must be signed by the risk assessor or the person in authority managing the activity concerned
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