Risk Assessment

To help you plan you visit to the museums, we have put together a school party risk assessment. Please use this form for guidance, if you need to fill in your own school version. Please note that some areas of the assessment will not apply to your group depending on the nature of your visit. Included is a definition of terms. 

Hazard: 

A hazard is an article, substance, machine, installation or situation with a potential to cause harm or loss or both. 

Risk: 

A risk is a measure of probability that the potential for harm or loss posed by a hazard will materialise. 

For each hazard the risk factor has been identified by multiplying the probability of the hazard occurring by its severity. 

Risk Factors of 0-30 are considered low risk subject to control measures. 

Risk Factors of 31-60 are considered medium risks and should be reduced where reasonably practical e.g. by staff supervision. 

Risk Factors of 61-100 are considered high risk and must be considered for immediate action and controls to reduce the risk. 
The following show the hazards in and around Maidstone Museum and the Carriage Museum and the controls that are in place to reduce the risk. 

Further Controls 

1) All artefacts and specimens are under the control of the Audience Development Officer. All handling sessions are supervised and Learning Team members are on hand to assist. 

2) All Learning Team members have current criminal record bureaux disclosures. No other staff/volunteers will be left unaccompanied with children. 

For further information about risk assessments for Maidstone Museum  please contact Samantha Edwards, Learning & Access Officer on 01622 602859 or samedwards@maidstone.gov.uk 
Visiting the Museum
	Area
	Potential Hazard
	Probability
	Severity
	Risk Factor
	Controls
	Additional Measures Required
	New Risk Factor

	St. Faith's Street: Disembarking
	Traffic
	4
	10
	40
	Coaches to use bus stop opposite entrance. Pupils supervised by teachers and instructed to walk slowly in pairs and to use the pedestrian crossing with adult supervision.
	Pupils must be supervised by school teachers at the recommended ratios.
	20

	Carriage Museum: disembarking
	Traffic
	4
	10
	40
	Coaches to pull up by museum or use car park if there is manoeuvrability. Pupils supervised by teachers and instructed to walk slowly in pairs to the museum.
	Pupils must be supervised by school teachers at the recommended ratios.
	20

	Walking between Museums
	Traffic
	4
	10
	40
	Pupils supervised by teachers and instructed to walk slowly in pairs. Children supervised across the roads at pedestrian crossings.
	Pupils must be supervised by school teachers at the recommended ratios.
	20

	Walking between Museums
	Falling into river
	3
	10
	30
	Pupils supervised by teachers and instructed to walk slowly in pairs and to keep away from the edge of the river.
	Pupils must be supervised by school teachers at the recommended ratios.
	6

	Walking between Museums
	Trip, bruise, scratch
	5
	4
	20
	Pupils supervised by teachers and instructed to walk slowly in pairs.
	Pupils must be supervised by school teachers at the recommended ratios.
	3


	Toilets
	Pupils share facilities with the general public
	3
	2
	6
	Pupils should be supervised and it is recommended that both sexes are represented in the supervisory teacher/parent group if the pupils are mixed sex.
	
	1

	Steps between floors & between some galleries
	Trip, slip or fall
	4
	4
	16
	Pupils should be supervised and told not to run in the museum. Museum stewards will also be on site to stop pupils from running.
	Pupils must be supervised by school teachers at the recommended ratios.
	6

	Wheelchair stair-lift and elevator
	Trapped fingers
	2
	2
	4
	Verbal warning.
	Pupils must be supervised by school teachers at the recommended ratios.
	2

	Museum buildings
	Fire or security alert
	2
	10
	20
	In the event of a fire or safety alert, teachers and pupils should follow instruction from the museum stewards. Make your way to the nearest exit and assemble in the staff car park at the rear of the building. All school parties must register at reception on arrival.
	Pupils must be supervised by school teachers at the recommended ratios.
	8

	Museum buildings
	Lost pupils
	4
	1
	4
	The Museum has two entrance/exits, but these are both at reception and are surveyed by museum stewards. Teachers or pupils should report to reception if they loose a member of their group within the Museum who can then be tracked down on the internal camera system.
	Pupils must be supervised by school teachers at the recommended ratios.
	1


Interactive Workshops 

	 Area
	Potential Hazard 
	Probability 
	Severity 
	Risk Factor 
	Controls 
	Additional Measures Required 
	New Risk Factor 

	 Object handling
	 Contamination
	1
	4
	4
	Objects are clean and kept in boxes. Specimens have been scientifically cleaned. Pupils instructed not to put their hands in their mouths.
	Teachers are responsible for making sure pupils wash their hands after the workshop.
	1

	 Object handling
	 Cuts or bruised toes
	2
	2
	4
	Pupils are told to respect the artefacts and specimens and be careful when handling. They must not stand up holding any fragile or heavy objects.
	 
	2

	Craft activities
	Cuts or eye damage from sharp tools such as scissors and clay shaping implements
	2
	2
	4
	Pupils shown how to use the tools correctly.
	Pupils supervised throughout activity by learning team and teachers.
	2

	Brenchley Gardens and courtyard
	Insect bites, stings or falling over
	3
	3
	9
	Pupils are supervised and must not run; they should avoid direct contact with insects.
	In outdoor workshops the learning team member will brief students on how to behave and which insects to keep away from.
	4


Lunch and Clothing
	Area
	Potential Hazard
	Probability
	Severity
	Risk Factor
	Controls
	Additional Measures Required
	New Risk Factor

	Education room/ Museum
	Pupils overheating or becoming cold
	4
	2
	8
	Coats and garments can be left in the education room.  The Museum is heated, but has no air conditioning.  The Carriage Museum has no heating, so extra layers must be worn in winter.
	Teachers and parents are responsible for pupils and should ensure they wear suitable clothing.
	6

	Chapel/ Cafe
	Hunger, dehydration and needing rest
	1
	1
	1
	The chapel should be booked in advance for lunches.  The cafe or Brenchley Gardens can also be used.  Biscuits and drinks are available in the cafe.
	Teachers should ensure that a lunch break is scheduled in to the day and pupils have brought their own food and liquids.
	1


