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Risk Assessment – Lone Working

Hazard
What could
cause an
accident, injury
to problem for
learners or
others?

Risk
What is the
likely injury,
harm or ill-
health e.g.
death, serious
injury, fume/dust
inhalation etc.

Individuals
at risk
Who is likely to
be harmed e.g.
Tutor, all
learners Include
those
particularly at
risk

Level of
Risk –

Low/
Medium/
High

Control Measures
(Current)
How can the risk be reduced? What do tutor and learners need to do to
reduce the risk?

Control Measures
( Additional -
Proposed)

Lack of
knowledge

Injury/death Staff and those
managing lone
workers

High · Possession/ Access to Corporate health and Safety Procedure and
Safety Advice Note for Lone working (available via Learning Pool
Moodle)

· Lone workers considered when risk assessments are being
undertaken

Continue to
promote at
induction and
regularly refreshed.

Lack of support
from others in
event of incident

Injury/death Lone Worker Medium · Ensure that staff are signing in and alerting people to their
whereabouts

· Staff aware of safety rules and what the restrictions are on lone
workers

· Buddy system in operation. Staff to inform Centre Manager or
Colleague of lone working situation.

Generic Assessor (Centre Manager): Date: 21st August 2017 Review date: August 2018

CLAS Centre: Tel:

Course name and code:

Description of Activity: Working alone

Signed: Date:
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Violence from
intruders,
accident after
leaving premises

Injury/death Lone worker Medium · Be vigilant at all times and trust instincts
· Always carry charged mobile phone
· Avoid distractions which could reduce your awareness and hearing

e.g. headphones
· Plan your route ,avoid unlit concealed areas
· Never attempt to tackle intruders
· If challenged to, give up your possessions and notify the police as

soon as possible.
· Wherever possible park as near to the exit door as possible and have

keys ready and accessible

All external
security lighting to
be maintained.

Attempted theft Fear, anxiety
and or Injury

Individual
carrying cash

Medium · Vary the times when cash is carried off the premises
· Vary route taken to destination
· Duty to be shared so no one person becomes associated with

carrying cash
· Disguise cash in a carrier bag or other holdall

Two people to take
cash to bank if
possible

When large
amounts of cash is
to be moved off
site, use a
reputable security
company

Vehicle
Breakdown

Fear, anxiety
and or Injury

Lone worker Medium
· Vehicles in good state of repair and breakdown cover is in place
· Buddy system in operation. Staff to inform Centre Manager or

Colleague of leave time and safe arrival.
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Risk Assessment – Transport

Hazard
What could cause an
accident, injury to
problem for learners
or others?

Risk
What is the
likely injury,
harm or ill-
health e.g.
death,
serious
injury,
fume/dust
inhalation
etc.

Individuals
at risk
Who is likely
to be harmed
e.g. Tutor, all
learners
Include those
particularly at
risk

Level of
Risk –

Low/
Medium/
High

Control Measures (Current)
How can the risk be reduced? What do tutor and
learners need to do to reduce the risk?

Control Measures ( Additional -
Proposed)

Inadequate
briefing/supervision

Accident, risk
to health or
discomfort

All Low
General
· Supervisors have reserved seats that allow them to

supervise properly
· Learners are supervised when boarding and leaving

the vehicle
· Smoking/alcohol bans are observed
· Evacuation procedures are clearly understood by

everyone, Luggage is securely stored and
emergency exits are kept clear

· Head counts are carried out when the group is
getting off or onto the transport

Generic Assessor (Centre Manager): Date: 21st August 2017 Review date: August
2018

Specific Assessor (tutor): Transport Company: Tel:

CLAS Centre: Tel:

Course name and code:

Transport destination:

Signed: Date:
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Unroadworthy/unsuit
able vehicles for
centre off-site visits.

Serious
injury

Learners
accompanyin
g staff
members and
other
supervisors.
Other road
users

High
Hired coaches/minibuses – contracted driver
· Coaches will be hired from a reputable company,

CCC approved and payable via E-Procurement
· Vehicles hired will be fitted with seatbelts for all

passengers.  As a minimum, lap-belts will be fitted
· All learners to have a forward facing seat – one

seatbelt per student
· Learners with physical disabilities to be transported

appropriately with the correct fixing straps and
harnesses

· Bags must not block aisles or cause obstruction to
any emergency exit

· As a minimum, 2 adults in addition to the driver will
accompany each group (recommended 1 adult to be
a tutor)

· If in doubt about competency of operator or driver,
contact Health and Safety Team

· Students who cannot walk/step unaided will require
a vehicle with a tail-lift.  Under no circumstances will
staff lift such students up or down coach/minibus
steps

Boarding/departing a
coach/minibus.

Serious
injury or
death

All High
· Learners to be made fully aware that personal safety

on visits is their own responsibility
· All passengers to board and depart coach from

pavement or safe area of car park away from traffic.
· Member of staff to board and depart first to asssist

learners with mobility/balance issues.
· Collection/drop off points to be assessed for risk.

Mechanical
breakdown –
Motorway

Learners/staf
f becoming
cold/hungry,
injury due to
other
vehicles
hitting

All Medium · Remove party to safe place as soon as possible i.e.
behind the side crash barrier

· Keep learners in a safe position until either the
problem is fixed or replacement transport arrives

· Disabled students to remain on vehicle unless
unsafe to do so.  Disabled learners to be supervised
at all times
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Mechanical
breakdown – Normal
roads

stationary
vehicle or
party
members

As above

All Low

· Spare blankets to be carried
· Torch to be carried
· Check with transport company that procedures are

in place to cover such emergencies
· Warning triangles used

· On normal road keep learners safe by remaining on
the transport if it is safe to do so.

· If not, move the learners to a safe location protected
from oncoming traffic

· When moving, follow highway code and use staff to
supervise learners to avoid danger

· Keep learners and others in a safe position until
either the problem is fixed or replacement transport
arrives

· Disabled learners to remain on vehicle unless
unsafe to do so. Disabled learners to be supervised
at all times

· Check with transport company that procedures are
in place to cover such emergencies

Unrestrained
learners or staff

Serious
injury/death

All High · Accompanying staff to regularly remind learners of
the need to keep seatbelts fastened at all times
whilst the vehicle is in motion

· Learners must not be allowed to move around the
vehicle whilst it is in motion

· Learners must not distract the driver when the
vehicle is in motion

Accident or other
emergency requiring
assistance from base

Serious
injury/death

All High General
· Nominated person not on the journey should know

the destination of the vehicle(s), its planned route,
expected time of arrival and return.

· Next of kin details of all adults on the visit to be
logged and retained by Centre Manager

· Staff to carry details of all learners being transported
on the particular vehicle

· Details to include any learners with known medical
conditions which would, in the event of an accident
be required by the medical profession
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· If a number of vehicles are used, learners should
not at any time change vehicle without details on
learner lists being altered

· Staff to carry mobile phone (change or phone card
in case mobile is out of range) with pre-programmed
numbers, including international dialling code if
required:

- CLAS centre number
- Visit venue number

§ Staff should have access to a travelling first aid kit
· At least one member of staff should hold a

qualification in First Aid appropriate to the journey
and destination

Minor Accident:
· On normal road, keep learners safe by remaining on

the transport if it is safe to do so
· If not, move the learners to a safe location protected

from oncoming traffic
§ When moving follow the highway code and use staff

to supervise the learners to avoid danger

Serious Accident
· Move those able to walk away from the scene of the

accident keeping them safe throughout.  This will
have to be assessed at the time

· Deal with casualties as best you can until
emergency help arrives

· Co-operate with the emergency services and at
least one member of staff to accompany any injured
person to hospital.   Staff remain at the hospital until
parent/guardian arrives

· Make note of names of those removed to hospital
and those remaining at the scene.

· Contact CLAS Centre  as soon as possible

Learners going
missing or being left
at venue

Learners Low · Regular headcounts to take place.
· Learners counted on and off the vehicle at all stops

where leaving the vehicle is required.
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Community Learning and Skills - Risk Assessment - Venue

Hazard
What could cause an
accident, injury to
problem for learners
or others?

Risk
What is the likely
injury, harm or ill-
health e.g. death,
serious injury,
fume/dust
inhalation etc.

Individuals
at risk
Who is likely to
be harmed e.g.
Tutor, all learners
Include those
particularly at risk

Level of Risk –

Low/
Medium/
High

Control Measures
(Current)
How can the risk be reduced?
What do tutor and learners need
to do to reduce the risk?

Control Measures
( Additional - Proposed)

Slips, trips and falls Minor injury All Low

Check setting for possible slip,
trip, fall hazards
Arrange furniture etc. to minimise
risk
Ensure bags and cables etc
stored to minimise risk.

Use of tools and
materials

Minor injury,
allergic reaction All Low

Advise learners on correct and
safe use of tools and equipment.
Ask if anyone has known allergies
Ensure tools and materials are
stored and located safely

Generic Assessor (Centre Manager): Date: 21st August 2017 Review date: August 2018

Specific Venue Assessor (tutor): CLAS Centre: Tel:

Outreach Venue (if appropriate): Tel:

Course name and code:

Signed: Date:
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Setting procedures,
fire alarm routines and
exit routes

Death All Low Learner induction process

Community Learning
activities involving
food.

Allergic reaction
Stomach upset All Medium

Tutor to check first for allergies
prior to starting activity.  Pay
attention to basic hygiene
procedures.

August 2017
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Community Learning and Skills – Risk Assessment - Visit

Hazard
What could cause an
accident, injury to
problem for learners
or others?

Risk
What is the
likely injury,
harm or ill-
health e.g.
death,
serious
injury,
fume/dust
inhalation
etc.

Individuals
at risk
Who is likely to
be harmed
e.g. Tutor, all
learners
Include those
particularly at
risk

Level of
Risk –

Low/
Medium/
High

Control Measures
(Current)
How can the risk be reduced? What do tutor and
learners need to do to reduce the risk?

Control Measures
( Additional - Proposed)

Unforeseen hazard
due to inadequate
preparation or
unfamiliar with the
venue.

Injury All High · Venue must have been assessed prior to visit and
Risk Assessment obtained from venue and carefully
checked.

· If no venue risk assessment is available, the tutor
and/or support staff must complete a risk
assessment.

· Tutor to have made prior visit or at least spoken to
venue staff  if not already familiar with the venue

· First Aid must be taken, provided by the school
.

Generic Assessor (Centre Manager): Date: 21st August 2017 Review date:
August 2018

Specific Visit Assessor (tutor): Location address and postcode: Tel:

CLAS Centre: Tel:

Course name and code:

Description of Activity:

Signed: Date:
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Transport.  Use of
bus/coach/train

Death,
Serious Injury

All High · See Transport risk assessment

Weather conditions Cold injury,
heat injury,
over
exposure to
sun

All Medium · Consider possible weather conditions and plan
appropriate programme, clothing and equipment

· Weather forecast obtained and plans adjusted
accordingly

Walking in and
around towns/cities.
Traffic dangers

Death,
serious injury

All High · Staff to accompany groups and be situated to the
front and rear of the group

· Designated crossing points to be used wherever
possible

· Groups to be equipped with appropriate clothing and
footwear

· Regular headcounts to be undertaken
· Learners briefed on behaviour and traffic dangers

Learner lost or
separated from the
group, inadequate
supervision

Death,
serious injury

Adult and child
learners

Medium · Ensure supervising staff competent and understand
their roles

· Discuss itinerary and arrangements with learners.
· Briefing to all on what to do if separated from group
· Head counts by tutor and support workers

particularly at arrival/departure points and when
separating and reforming groups

· Rendezvous points and times to be identified on
entry.

· Learners to have contact phone number of tutor.

Illness or injury
General

Illness,
serious injury

All Medium · Supervision ratios to take into account reduction in
staff in case of illness

· Learners and staff to know how to access First Aid
support

· Staff to know when to call medical services
· All learners with known medical conditions to be

known by group tutor and other support staff
· Learners are reminded to bring individual medication
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if appropriate.  Reminded that this is their
responsibility.

· First aid equipment to be carried
· Mobile phones to be carried and contact number for

tutor made available.
· Emergency contact with appropriate body available

to all leaders
· Next of kin details to be collected for all learners and

retained by the CLAS Centre
· Tutors to check arrangements for First Aid support

with venue

Learner becomes ill
or is injured

Illness/injury All Low · Seek first aid support from the venue
· First aid kit to be made available
· Contact made with CLAS Centre and Next of Kin
· Another member of staff or learner to accompany

injured learner to hospital if necessary
· Alternative plan prepared and full assessment made

of risks involved

Tutor becomes ill or
is injured.

Illness/Injury All Low · Seek first aid support from the venue
· First aid kit to be made available
· CLAS Centre and Next of Kin to be informed
· Depending on severity of injury or illness, another

member of staff to take over
· Where supervision levels are compromised, group to

return to base.
· Alternative plan prepared and full assessment made

of risks involved
August 2017
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