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Peter Hepplewhite 

Learning and Outreach Manager. 
Revised Hazard ID form for general visits, August 2009 
Tyne & Wear Archives and Museums (Archives)

Hazard Identification Sheet
· Please note: columns 1 to 3 identify the hazards, risks, and controls put in place by the Museum, column 4 highlights areas where schools should implement their own measures outside the control of the Museums.

· Teachers should follow DCSF guidelines and write their own Risk Assessments.

· Please remember that the competence and behaviour and any special needs of your pupils should be taken into consideration when planning supervision and activities within the Museum.
	Hazard Identification
	Risk and to whom
	Existing Control Measures
	Further Action by School

(add own comments)

	Entry to museum -
Cobbled street at entrance
On site - inside buildings and galleries

Lifts
All stairways and doorways
Bag storage bins

Museum Shop
Café/Packed Lunch Areas
Toilets
Archives Education Room

	Trips and falls due to uneven cobbled surface at museum entrance.
All visitors and staff
Children separated from group
Slips and falls

Interactive displays – contact with push buttons/electrical parts. Trapped fingers.
Risk of dehydration/over heating during hotter times of the year.

Fire in the museum.

All visitors and staff
Traps in doors, moving parts

lifts overloaded

All staff and visitors

Slips, trips and falls

Trapped fingers/hands

All staff and visitors

Bins portable so may knock into someone

Reaching into the bin to remove items may overstretch or fall in

Trapping fingers when lifting and closing lids

All staff and visitors
Slips/collisions

Queues
Food on sale - food allergies 
All staff and visitors
Slips and falls

Food poisoning
Food allergies

All staff and visitors
Toilets dirty/unhygienic

Slips and falls

Need for assistance

All staff and visitors

Slips and falls

Use of archive and craft materials, educational resources and/or

sharp objects (scissors) – risk of cuts and sprains.
Rocking on chairs – risk of falling

Moving around area – risk of bumping into furniture and columns in areas.
All staff and visitors using those areas
	Trained first aid museum staff

available
Trained first aid museum staff

Set procedures for dealing with spillages

Equipment maintained - daily checks carried out by museum staff. Air vents around building
CCTV cameras around building. Drinking water vending machine in main entrance for visitors.
Fire evacuation procedures.
Lift occupancy is stated inside lifts

(1,350kg, 18 persons)

Lifts regularly maintained

First aid museum staff

Handrails on stairways

Automatic safety controls on doors/finger guards
First aid museum staff
Trained first aid museum staff
Storage bin area away from main walkways
One school in shop at any time

Trained first aid museum staff.
Set procedures for spillages and accidents

Food hygiene procedures followed
Notices about food allergies in café.

Trained first aid museum staff
Toilets cleaned and inspected regularly by museum staff

Set procedures for spillages/wet floors

Trained first aid museum staff

Toilet alarms in access toilets
Trained first aid  museum staff

Museum staff and/or trained activity deliverers on hand at all times when objects and craft materials in use.
Activity risk assessments completed by museum staff.

	Children to be supervised at all times by school staff

School staff responsible for head counts and crossing roads and public car park entrance.
School staff responsible for head counts.
Contact nearest member of museum staff in case of accident/ emergency.
School staff to advise pupils to bring additional drinks in Summer term.
Children to be supervised at all times by school staff.
Check lift carrying capacity before using.

Supervision and control of groups at all times by school staff.
Children to be supervised at all times by school staff. Orderly groups, no running

Adults only to add and remove items.
Contact nearest member of staff in case of accident/emergency

Children to be supervised at all times by school staff
Teachers to be aware of children’s food allergies
Children to be supervised at all times by school staff
Teachers to be aware of children’s food allergies
Children to be supervised at all times by school staff.

Contact nearest member of museum staff in case of emergency/accident

Children to be supervised at all times by school staff. Groups to listen to instructions from activity leaders before using archives and equipment.
Contact nearest member of museum staff in case of accident/emergency.
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