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Southampton City Council – Health and Safety Risk Assessment Form
	Division:  Cultural Services
	Section: Museums/ Gallery Learning Team

	Location of Task:  Southampton, including Old Town and Vaults

	Assessment Date:  20/07/2020
	Assessment No:  

	Role/Task/Activity/Process description:  Learning Activities in and around Cultural Services venues, including outside in the surrounding area and walking tours of the city. Activity will include workshops, tours, talks, use of lunch rooms and events. Group leaders, teachers, parents and guardians have overall responsibility for their own and participants’ health and safety. Visiting education groups to be provided with guidelines for safe practice when visiting Cultural Services’ venues. Facilitators leading the sessions are facilitators only unless supervising a public workshop where the attendees are over 8yrs. When attendees are over 8yrs, workshop facilitators may then have loco-parentis responsibilities. Facilitators and volunteers will have an up-to-date DBS in line with current government guidance. Workshop facilitators to be trained regarding fire evacuation procedures, location of first aid box and procedures re: reporting accident or incident such as injury or abuse. All accidents to be immediately reported to a First Aider. All accidents and incidents to be recorded in line with current SCC Health and Safety recording procedures using the Health and Safety Management System.

The council provides First Aiders for their own staff only and not the general public; however an Appointed First Aider may decide to provide support based on their own judgement and volition.


	List those who may be at risk / harmed: Participants including but not limited to; teachers, group leaders, parents, vulnerable adults, children, other museum visitors, SCC staff, volunteers and freelance practitioners.

	Assessor’s Name
	Assessor’s Signature

	Liza Morgan
	

	No
	Hazard (H) Description
Briefly describe how the hazard could be realised, i.e. describe the potential accident. Include a description of the reasonably foreseeable injury

	H
1-5
	Control Measures - Likelihood (L) Factors
Detail the following - Existing controls (Do they work?); Consider Safe Working Procedures (SWP), frequency; environmental factors; previous hazardous events; accident statistics etc.

	L
1-6
	Risk
=
HxL
	Further action / control req’d? Y/N

	1
	Use of Workshop and Public Space: Accidents caused by slipping, tripping, falling, knocking objects causing them to fall or entrapment by overcrowding.
Foreseeable injury: cuts, concussion, bruises, strain, sprain, fracture, broken bones.












	2
	· No touching of works / objects permitted except for designated activity and authorised by relevant staff from Cultural Services team. 

· When booking visitors to be advised by the Learning Team to provide an adequate ratio of supervision for the children or vulnerable adults visiting with them. In line with SCC terms and conditions.

· Maintenance of building kept to a safe statutory standard. 

· Hand rails to be used on stairs. 

· No running in venues

· Where floors are polished stone and there is a risk of slipping, signs advising of a wet floor will be highly visible.

· Work areas and room floors (which may become wet) to be kept clear and dry as far as possible during sessions and tidied up afterwards. 

· Activity facilitator to ensure there is enough space for furniture to be positioned and allow people to work and move about comfortably. 

· Learner numbers to comply with room capacity.

· Students to be supervised at all times when walking between venues or to the Solent Suite. This is due to traffic and the cobbled ground.

Tudor House Only

Visitors should be made aware that: 
· the steps leading down to St John’s Palace have high risers (essential during guided tours). 

· there are low beams and uneven floors.

· the steps to the attic and cellar may be a slip hazard. Verbal warning should be given where appropriate and signage used where necessary.

· the walkway that overlooks St John’s Palace has a low wall, learners should be advised not to walk too close or lean over. 

· Risk of small falls around drains in the main outside courtyard. Drains to be covered with safety covers.

· For walking tours, tour guides to check forecasts that day. No running and group leaders to ensure all students/members have appropriate clothing and footwear.

· For walking tours, group leaders to make sure all students/members have been advised to bring torches.

· For walking tours, tour guides and group leaders to ensure that at Arundel Tower and on the Walk Wall students/members do not lean on rails or climb up openings.   

SeaCity Only

· The gangway within the Southampton’s Titanic Story exhibition travels over a tall light well. Visitors are advised to not lean over the walls. 

· Visitors using the men’s toilets upstairs in the Grand Hall are to be advised about the step up to the urinals

City Art Gallery Only

· Exhibits / exhibit barriers which may be tripped over carefully lit, positioned and reviewed by exhibitions team.  

· Sculptures to be cordoned off by barriers, covered in glass and made visible / access restricted by low plinths where appropriate. 

· Falling on stairs risk limited as children asked to walk up one side holding rail.

	2
	4
	N

	2
	Injuries due to evacuation because of fire or other emergency.  
Foreseeable injury: Trips, falls and crush injuries as well as shock and mental distress.  

	2
	· Fire evacuation procedures to be explained upon arrival. 

· Workshop facilitators instructed on how to raise alarm and how to supervise safe evacuation of venues. In addition CSAs to provide guidance in emergency situation.

· Workshop facilitators to be trained regarding fire evacuation and a First Aider to be on site.

· Visitors warned not to sit on or stand around stairs, which are main entrance and exit points

· Access to fire exits kept clear. Annual fire evacuation practices carried out.

	1
	2
	N

	3
	Injuries caused from objects in Education Rooms and Exhibitions including the use of furniture, falling objects, incorrect lifting of heavy and bulky objects and other equipment-material.  
Foreseeable injury: back injury, tripping, bruising, scratching or crushing injuries

.   

	2
	· All staff and volunteers to be familiar with lifting and handling policy. 

· Staff are encouraged to ask for assistance if needed. 

· Use of lifting equipment to carry out tasks. 

· Workshop storage to be correctly arranged to negate the need for stretching above head height to move boxes, trays and equipment. Separate Risk Assessment for unusual loads and one-off requirements.

· Waste clay to be removed regularly to avoid injury caused by carrying excessive load.

· Adequate time allocated to lifting tasks. 

· Staff to seek assistance with large / bulky / heavy stock deliveries.

· Heavier materials and equipment to be stored low down in the education cupboard and room.

· Ladders should not be used by lone workers and then for no more than 0.5 hr to complete the task.

· Kick stool or step ladder (less than 5 treads) to be used for mid-height lifting. 

· Visitors advised that they will need to bring boxes to transport art work (when applicable) and will need to do it themselves. They should be advised to avoid overloading these boxes.  

· Trolley to be used for transporting large amounts of materials, equipment and Loans Boxes to the educational space. 

· Education Rooms in all SCC venues to be kept clean and cleared after workshops.

· Furniture should be adequate for storage requirements, and this should not be exceeded.

· Chairs to be stacked no higher than in sets of six. 

· Spillages to be reported and cleaned up immediately. 

· Faulty furniture to be removed. 

· Protective guards to be placed on door hinges where possible to minimise risk of trapped fingers.

SeaCity and City Art Gallery Only

· Heritage equipment (e.g. fire hoses) which cannot be removed for heritage purposes are clearly labelled/visible.

Tudor House:

· Risk of collision with ‘guida rotates’ in the Work Room and Rich Room. Children to be supervised by responsible adults in using this equipment.
	3
	6
	

	4


	Participants including children and vulnerable adults getting lost.

















	3
	· Participants to be adequately supervised by guardians / group leaders who have overall responsibility for them.

· Parents or guardians of children over 8yrs may leave them under the supervision of workshop facilitators during workshops. Children leaving workshops for lunch may only be collected by the adult who brought them unless other arrangements have already been made by this adult with the knowledge of the workshop facilitator. 

· Participants under 16yrs should not leave the venues unsupervised during activities.

· Facilitators, SCC staff and group leaders to make sure doors to private areas are always closed. 

· Adequate supervision of participants when using public toilets and toilets that are also used by SCC staff.

City Art Gallery and SeaCity Only

· Risk of losing participants if group is required to move between venues or Solent Suite for educational sessions or lunch. Groups to be escorted by SCC staff. When applicable children and vulnerable adults should be with a ‘buddy’ to ensure staying together.

City Art Gallery Only 

· Town Sergeants to respond immediately to incidents. Police to be contacted as appropriate.

SeaCity and Tudor House Only

· Operations Team to respond immediately to incidents. Police to be contacted as appropriate.

Tudor House Only

· On walking tours, close supervision of group and regular head count. 

	1
	3
	N

	5
	Injuries caused from materials, tools and equipment within the activity environment.
Foreseeable injury: scissor cuts, paper cuts, mild burns due to glue guns/hair dryers, allergic reactions to art, craft and history materials.
	2
	· Clear instructions for safe practise to be provided by workshop facilitator at the beginning of workshop activities, e.g. using scissors, needles, plaster; knives or wire. 

· Ensure adequate supervision of children and vulnerable adults.

· Health and safety warnings to be given as appropriate when using potentially hazardous equipment.

· Written safety notices should be prominently placed where necessary.

· Latex-free gloves will be offered in case of risk of allergic reactions.

· Sharp equipment to be stored in a locked cupboard. 

· Knives to be counted in and out of workshops, and safe cutting methods to be demonstrated by workshop facilitator. 

· Appropriate equipment to be provided for example:
· goggles for using wire or the enamelling kiln. 
· heat proof gloves and tongs for enamelling, dyeing and using the hot plates. 

	2
	4
	N

	6
	Injuries from poor quality
or broken equipment
Foreseeable injury: Electric shock, cutting on damaged equipment, trapped by over-crowded room.
	3
	· All electrical equipment to be PAT tested as appropriate. Faulty electrical equipment should not be used and must be reported/replaced as appropriate.

· Enough space allowed for furniture to be positioned and people to work and move about comfortably.

SeaCity and Tudor House Only
· All switches, sockets and plugs in the Education Rooms to be reviewed regularly. Any which are not should be reported immediately in writing to the Cultural Services Operations Team.

City Art Gallery
· All switches, sockets and plugs in education spaces to be reviewed regularly. Any which are not reviewed / are faulty should be reported immediately in writing to Civic Centre Building Services
	1
	3
	N

	7
	Burns caused by equipment 
Foreseeable injury: Burns to skin/ damage to eyes.
	3
	· Workshop facilitator to give clear instruction on the use of glue guns and have an adult supervise use. 

City Art Gallery Only:

· Workshop facilitator to supervise use of enamelling kiln. 

· Goggles, heat proof gloves and tongs to be used with kiln.

· Learners to be advised that hot tap in the Art Gallery education room can be extremely hot. In addition warning signs by taps.

· Fire blanket provided in education room on right hand wall if entering room from corridor.
	1
	3
	N

	
8
	Exposure to harmful substances or materials during workshops.  
Foreseeable injury: Irritation to skin, mucous membranes, lungs, eyes. Risk of poisoning and serious burns, both mechanical and chemical.

	3
	· COSHH assessments to be carried for all relevant substances, and prescribed precautions adhered to. Datasheet folders to be kept in Learning Rooms and items listed on SYPOL.

· [bookmark: _gjdgxs]Where necessary substances such as fixative or epoxy resin are to be used by workshop facilitators only. Alternative water based materials to be preferred. 

· Low hazard materials to be used in the first instance, when possible.

· Learning Team to be informed of any relevant health needs of workshop facilitators and attendees. 

· Correct Personal Protective Equipment (PPE) to be worn at all times including: goggles, gloves (latex free) gloves (nitrile), gloves (vinyl), goggles and P2 or P3 dust masks.

· Harmful substances to be stored in a locked cupboard.  

· Risks of clay dust to be minimized by safe use of media and damp dusting at the end of workshop sessions.

· No unauthorised use of COSHH materials by participants without supervision by appointed competent person. 

· Solvents and spirits to be avoided when working with participants under 16 yrs as far as possible. 

· Enamelling powders and fabric dyes to be used with (nitrile) gloves only. This should be avoided during pregnancy.

· P2 or P3 Dust masks to be used when working with plaster of Paris, particularly when sanding plaster, and adequate ventilation to be maintained.  Plus a full understanding of the chemical reaction when mixed with water.

Tudor House Only

· On walking tour, tour guide to draw groups attention to biohazards such as pigeon droppings and to advise group to wash hands after tour. 

· On walking tour, tour guide to brief group before start about discarded objects i.e. litter, metal, glass, hypodermic needles. 

· For walking tours, tour guide to monitor weather and group leaders to ensure appropriate clothing is worn and sun lotion applied  
	2
	6
	N

	9
	Handling sharp or abrasive materials and equipment.  Use of tools (such as wire cutters, scissors knives) and power tools (such as sewing machines).  
Foreseeable injury: Cuts/ lesions to skin, eyes. Use of damaged or inappropriate tools.  Major cuts / bruises, etc.




	3
	· All staff including volunteers to be instructed by competent appointed persons in the use of tools, power tools and materials and then only trained persons to use the equipment.  

· Adequate supervision by the workshop facilitator and support staff / responsible adult should be maintained throughout the activity.

· The correct tool for the job is used, tools are maintained regularly, damaged tools are not to be used and tools are stored correctly. 

· Sharps to be disposed of in the correct marked container.

· Correct Personal Protective Equipment to be used.

· Scissors, needles and knives to be counted in and out of workshops, and safe cutting/sewing methods to be demonstrated by workshop facilitator

· Sharp equipment should have protective sheaths on and be stored in a locked cupboard when not in use.

	2
	6
	N

	10
	Risks of fire caused by accident or arson
Foreseeable injuries (burns, concussion, broken bones, respiratory difficulties) caused by fire or explosion
	3
	· Access to flammable materials to be restricted. 

· Solvents and spirits to be stored in a locked cupboard. 

· Flammable materials to be stored in cupboards or lidded boxes where possible. 

· Paper and card stores to be kept tidy and covered where possible.
 
· Regular removal of combustible waste. 6 monthly room inspections.

· Electrical equipment switched off when not in use.

· Appropriate protective equipment and procedures to be applied.

· Staff and freelancers to be trained in fire evacuation procedure to evacuate venues

· For glue guns: electric cable to extend down back of table to floor socket away from curtains (and be located on heat proof mat). Heat to be monitored and switched off as appropriate. 

City Art Gallery Only:

· For both kiln and hot plate: electric cable to extend down back of table to wall socket away from curtains (and be located on heat proof mat: kiln only). Heat to be monitored and switched off as appropriate. Appropriate protective equipment and procedures to be applied.

	1
	3
	N

	11
	Risks of injury during emergency evacuation, including visitors with disabilities or impairment 
Foreseeable injuries: (burns, concussion, broken bones, respiratory difficulties) caused by fire, explosion, suffocation, trips and falls.

	3
	· Fire and emergency evacuation procedures to be explained to visitors upon arrival. 

· Workshop facilitators instructed on how to raise alarm and how to supervise safe evacuation of venues. In addition Front of House colleagues to provide guidance in emergency situation. Evac chairs are also provided in refuge areas and FOH staff trained to use if necessary. 

· Personal Emergency Evacuation Plans (PEEP) should be completed for staff and volunteers at induction and relevant staff / Fire Marshals notified.

· Access to fire exits must be kept clear. 

· Annual fire evacuation practice carried out.

City Art Gallery and SeaCity Only

· Member of staff to remain with education group throughout their lunch in the Solent Suite and to lead group out in case of evacuation. 
	1
	3
	

	12
	Verbal or physical abuse to adults and/or children (staff and visitors) in public space in particular public toilets.
Foreseeable injury: Mental distress 
	

	2
	· Ensure children and vulnerable adults are accompanied by their group leader, guardian, carer, particularly when using public toilets or ensure toilets are empty before children enter.

· SCC staff to report any concerns pre-emptively. 

· Any incidents to be reported and recorded and passed on to staff responsible for Safeguarding  if appropriate, in line with SCC policy.

· Police to be contacted as appropriate. Panic alarms are provided at reception which directly call the police. 

City Art Gallery only:

· Learning Officer to always have a mobile phone with direct line to Town Sergeants on their person.

· Town Sergeants to respond quickly to incidents. 

SeaCity and Tudor House Only:

· Learning Officer to always have a mobile phone with a direct line to Duty Managers on their person.

· Police to be contacted as appropriate 
	2
	 4
	N

	13
	Additional hazards
Foreseeable injuries: electrocution;  inhalation of solvents; ingesting poisons; cuts from broken glass, overcrowding.
	3
	· All electrical equipment to be PAT tested as appropriate and all switches, sockets and plugs to be reviewed regularly. 

· Workshop facilitators can use telephones located at main reception or in Education Rooms for emergency contact with the Learning and Operations team. 

· Adequate ventilation to be maintained as far as possible. 

· Workshop facilitator to be shown location of First Aid equipment

· Lighting and temperature to be kept to safe levels and in good order. 

· Hand washing facilities to be available in the public toilets and participants advised to wash their hands after handling art or artefact materials. 

· Best practice for managing and disposing of materials should be adhered to. 

· Glass containers should be avoided where possible and should be stored low down.

· All adult staff, freelancers and volunteers should be familiar with current SCC health and safety policies and procedures.

· Lunches should not be eaten in areas where toxic substances have been out on tables. 

	1
	3
	N



Further actions / controls identified above: record below the deficiency; the required action/s; who is responsible: target dates.
	Further action required
	By whom
	Target date
	Date completed

	
	
	
	

	
	
	
	

	
	
	
	



	Consultation has been carried out with:

	Name
	Position

	Liza Morgan
	Lifelong Learning Manager

	Hannah James
	Senior Duty Manager

	Caroline James
	Quality, Safety, Health and Environment Officer

	Claire Ransom
	Unite Health and Safety Representative

	
	



	Management Confirmation

	I have noted the above assessment and will take appropriate steps to ensure all the actions raised are completed satisfactory

	Name (Block capitals):
(Manager responsible for activity)
	Liza Morgan

	Signed:
	Date:  9/12/2020

	Risk Assessment Review

	I confirm that the assessment remains valid, controls remain effective and there has been no increase in the risk.

	1st Review date: 1/9/2021
	Name:
	Signed:

	2nd Review date:
	Name:
	Signed:

	3rd Review date:
	Name:
	Signed:

	NB If the above statement cannot be verified then a re-assessment will be required to confirm that there has been no significant change to the activity/process.
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