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RISK ASSESSMENT FORM
	Department:


	Museum (Commercial and Development)

	Activity being Assessed:


	Visit to Museum (General Public)

	Location:


	St Albans Museum + Gallery

	Persons at Risk:


	Staff (S), Visitors (General Public) (V), Volunteers (Vol) and Contractors (C)


	Assessor’s Name:


	Matthew Plumridge
	Assessor’s Job Title:
	Museum Assistant 

	Assessor’s Signature:


	[image: image1.emf]
	Date of Assessment:
	30/05/2018


	Review by Date (see note below):


	Reviewed on 1 April 2019 as part of the annual risk assessment review- Matthew Plumridge Acting Senior Museum Assistant – review in April 2020


	Legislation Applicable:


	Health and Safety at Work Act 1974, work place regulations


Risk assessments should be reviewed at least annually or more often if:

· there is a change to working practices, equipment, IT systems, location or staff 

· the residual risk remains high once all existing and/or additional control measures have been put in place

· there is an accident or near miss (reportable) or long term sickness relating to the activity

· unsatisfactory issues are identified by safety checks and/or monitoring or through complaint 
	No.
	Hazard

Who might be harmed?
How?
	L
	S
	R
	Control Measures (Existing)
	L
	S
	R
	Control Measures (Additional)
	L
	S
	RR
	Date Additional Control Measures Completed

	1
	Members of a working group becoming detached from the others.
Including lost child and lost parents

Stress
	1
	1
	1
	All Museum Staff are trained to handle all aspects of a group visits and there are specific roles for all of our operational staff.
Staff work as a team to direct visitor groups to chaperone groups to different areas of the museum, often dealing with multiple groups and will take into account any volunteers working in the galleries. 

Members of the Museum Operations team are positioned throughout the museum every day so a member of staff will never be far away in the event of an emergency. All our staff have been through a basic disclosure check.

Staff use radios for quick communication within the team and also have access to the CCTV network radio to call for police and other emergency service assistance.
	1
	1
	1
	
	
	
	
	

	2
	Sharp or dangerous objects in the museum.
Could result in cuts to visitors or damage to the artefacts.


	2
	1
	2
	Most of the artefacts, particularly any dangerous artefacts are kept within cases. Any on display that can be touched by the public are not hazardous and are regularly inspected to ensure that no damage has occurred or equally, no sharp edges have developed as a result of any damage. Regular inspections of the galleries take place and external audits also occur twice a year to ensure our risk management processes are adequate. Any potential hazardous items in the galleries are removed until a suitable risk management process can be implemented.
	1
	1
	1
	
	
	
	
	

	3
	Doors closing on fingers etc.
Minor injury
	2
	2
	4
	Majority of doors within the museum area are connected to door guards, which ensure the doors remain open unless there is a fire alarm. Doors not connected to door guards are secured with cabin hooks (courtroom doors) or have self-closing mechanisms built in. This ensures that doors do not need to be constantly opened and closed by visitors, minimising the risk of fingers becoming trapped in door hinge mechanisms.
Any doors that have hinges have finger guards on them. Or are not intended for public use and a locked when not in use. 
	1
	2
	1
	
	
	
	
	

	4
	Fire/evacuation
Minor injury

Moderate

Major 


Catastrophic
	1
	5
	5
	Staff are trained in fire evacuation procedures and there is a briefing on what to do in the event of a fire provided to all groups visiting the museum. Evacuation drills take place on a regular basis so that our staff can practice evacuating the building and sweeping any public areas.
Our emergency lighting systems, fire extinguishers and alarm systems are all tested regularly in line with statutory requirements.
	1
	5
	5
	
	
	
	
	

	5
	Slips, trips and falls
	1
	2
	1
	The museum lighting is within an acceptable range for museums generally and the lighting is inspected on a regular basis.

The public areas of the museum are inspected and checked for trip hazards at the beginning of each day. Staff are instructed to be mindful of any trip hazards or wet, slippery floors which may occur during the day and have all been trained to deal with such eventualities. Our cleaning contractor cleans our floors out of hours so they are at less risk of being slippery when the building is open to the public. Contractor is on site during the day to clean any spillages that may occur. Wet floor signage is readily available for areas most prone to spillages (timeline gallery, café, shop, front entrance, staircase, learning studio & courtroom) Members of the Museum Operations team are positioned and patrol throughout the museum every day so a member of staff will never be far away in the event of an emergency.
	1
	2
	1
	
	
	
	
	

	6
	First Aid
	1
	2
	1
	There is designated first aider on duty during public opening hours. Training records are kept up to date and refresher training in first aid is provided. The first aid equipment is inspected and checked regularly and accurate accident reports and near miss forms are completed following incidents in the museum. Reviews will always happen after such eventuality. Using this, we can spot any trends with the types of near misses and/or accidents we are experiencing and make changes hopefully before a serious incident occurs.

We monitor the levels of first aid equipment and the expiry dates of the items to ensure that our first aid treatment and procedures work efficiently.
	1
	2
	1
	
	
	
	
	

	7
	
Physical and verbal abuse from Visitors

Injury

Stress

Emotional distress


	
3
	
2
	
8
	
CCTV Radio with Panic Button to be used and on during opening hours. Company policy to hand over money if threatened. In house policy to call police via CCTV radio if Threatening behaviour takes place. 

No Lone working to occur during public opening hours. Staff trained in conflict management and safeguarding.

Staff offered time and support after incidents. 

Persistent offenders to be banned for museum- (Senior Management decision)     
	
2
	2
	
4
	


	
	
	
	


	Risk Assessment Reviewed as Acceptable by Accountable Manager:


	
	Signed:
	

	Date:

	
	Job Title:
	


RISK ASSESSMENT GUIDANCE
1. Methodology

The Risk Assessment should be conducted by a competent person and completed through information obtained by observation of the activity, interviewing key staff and a review of documentation.
2. Hazard and Risk

A hazard is something which has the potential to cause harm; a risk is the likelihood that the harm from a hazard will occur given the adequacy of the existing arrangements. Therefore to assess risk, the controls, procedures and working practices are examined.
3. Assessing Risk

Risk = Likelihood x Severity. To estimate likelihood and severity the following ranking classification should be used:

a) Likelihood

· Very Unlikely 
– 
There is a 1 in a million chance of the hazardous event happening

· Unlikely 


– 
There is a 1 in a 100,000 chance of the hazardous event happening

· Fairly Likely 
– 
There is a 1 in a 10,000 chance of the hazardous event happening

· Likely 


– 
There is a 1 in a 1,000 chance of the hazardous event happening

· Very Likely 
– 
There is a 1 in a 100 chance of the hazardous event happening

b) Severity

· Insignificant 
– 
No injury
· Minor 


– 
Minor injuries needing first aid

· Moderate
– 
Up to three days absence

· Major 


– 
More than three days absence

· Catastrophic
– 
Life changing injuries or death

The following hazard matrix should then be used to calculate the risk rating for the activity. 
Scores should be given 1) prior to any control measures being in place, 2) following the introduction of existing control measures and 3) following the introduction of any additional control measures identified to reduce risk. If you do not have any additional controls transfer the total calculated at 2) to the RR column.
The final column (RR) is the residual risk for the activity and action where required should be taken in accordance with the table below.
	Likelihood
	Severity

	
	Very Likely


	5
	5
	10
	15
	20
	25

	
	Likely


	4
	4
	8
	12
	16
	20

	
	Fairly Likely


	3
	3
	6
	9
	12
	15

	
	Unlikely


	2
	2
	4
	6
	8
	10

	
	Very Unlikely


	1
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5

	
	Insignificant


	Minor
	Moderate
	Major
	Catastrophic


The following table should then be used to rate the residual risk level and plan corrective action:
	Residual Risk Level


	Tolerance Level
	Comments

	1 – 4


	Acceptable
	No further action required, but ensure controls are maintained


	5 – 9


	Adequate
	Look to improve at the next review

	10 – 16

	Tolerable
	Look to improve within a specified timescale


	17 – 25

	Unacceptable
	Stop activity and make immediate improvements



‘I confirm I have read and understood this Risk Assessment’

	Name 
	Position
	Signed 
	Date

	
Matthew Plumridge
	Acting Senior Museum Assistant 
	
	01/04/18
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