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	Item No.
	Main Hazards
(Something with the potential to cause harm)
	Who is affected?
	Risk
[H,M,L]
	Reason
(Explain the reasons why you have decided on either a H,M,L risk rating in the previous column. Include the person(s) at risk and the seriousness of the injuries they may sustain)
	Current Control Measures
(What are you doing already to control the hazard and risk? These controls must be in place and working effectively)
	Risk
[H,M.L]
	Further Action Required

	
	
	
	
	
	
	
	Yes
	No

	1
	Security of school
Buildings

	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils 

	
	Security risk when learners arrive at site when being dropped off by parents/carers – risk of absconding and leaving the site, left unaccompanied, etc. 

Risk of members of the public accessing the site.


	Where appropriate, breakfast club access/registration, should be from the school’s main entrance, as a security access control system is provided at this location. Where this is not appropriate (i.e. breakfast clubs operating in areas far from the main entrance or within buildings separate to the main school building) a suitable access point should be established, which is fitted with a suitable security access system or any other security measures, i.e. thumb turn, keypad, etc. 

	M
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	Entrance to the breakfast club will be determined by the electronic registers accessed via the tablets. Please see RCT Operational Guidance 3.3, and Appendix B - FAQs for Breakfast Club Teams No.1, 4.

Where pupils are left unaccompanied the necessary actions are taken to safeguard them. Please see RCT Operational Guidance FAQs for Breakfast Club Teams No. 5, 6, 7.

	





Children will not be left unaccompanied
	
	

	2
	Violence at work
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils 

	
	Risk of staff, pupils and parents/carers facing challenging/unacceptable behaviour when allowing learners into the breakfast club. 


	All school-based staff (including breakfast club staff) are encouraged to communicate any concerns to the Headteacher. Please see RCT Operational Guidance 4.13, 5.7.

A communication link/phone line is provided and available within the breakfast club area, so staff can phone for assistance if required.
	L
	
	

	3
	Fire safety management
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils

	
	There is a risk of fire where pupils, staff or parents/carers could face potential harm.

Risk that breakfast club staff have not received appropriate induction in relation to the school’s fire safety management procedures. 

Maintaining accurate registers of attendance.


	Staff use tablets to monitor attendance but as a basic tool regular ‘headcounts’ will be taken to ensure all pupils are always accounted for. The register of attendees is used at evacuation for the purposes of ensuring all pupils are accounted for. Please see RCT Operational Guidance 3.3, and Appendix B - FAQs for School Administrators No.1.
Fire awareness training to be undertaken by school staff, including breakfast club staff. Please see RCT Operational Guidance 4.13.

Breakfast club staff are familiar with and have been given information and instruction on the school’s evacuation procedures. Emergency evacuation drill exercises are carried out each term, ideally at the start of each term to take account of new staff/pupils. All evacuation drills are recorded in the school fire safety logbook. Please see RCT Operational Guidance 4.13.

The school will ensure the tablets are stored securely and charged. Please see RCT Operational Guidance 4.14, and Appendix B – FAQs for Breakfast Club Teams No.4.
LA/ Catering should provide fire safety training for breakfast club staff.
	M
	
	

	4
	First Aid
Provision
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils

	
	There is a risk of pupils, staff or parents/carers needing medical attention where staff may not be trained or have up-to-date knowledge of the processes. 

	The school ensures a first aid kit is available in the breakfast club area for all first aiders to quickly access.

The school make appropriate arrangements for checking and replenishment of the contents. 

All first aiders have access to a first aid kit. 

The school should have in place any training requirements, i.e. use of EpiPens.
Please see RCT Operational Guidance 4.5, 4.8, 4.13.

Appropriate signage is in place indicating location of first aid kit. 

Suitable and sufficient numbers of staff are trained in appropriate first aid at work qualification. Please see RCT Operational Guidance 4.8 and Appendix B – FAQs for Breakfast Club Teams No.9.

An external communication link/phone line is provided within or near the breakfast session area which is available for contacting the emergency services if needed, i.e. ambulance. 
	L
	
	

	5
	Safeguarding arrangements
	· Pupils (including ALN)
· Breakfast club staff
· All school based staff
	
	There is risk of pupils and staff not accessing the correct advice and guidance for keeping learners safe in the event of a safeguarding issue. 
	Headteacher ensures that there is a Designated Safeguarding Professional (DSP) available, either on site or contactable via telephone, during the delivery of the breakfast club provision. Please refer to 4.16 in the Operational Guidance. The member of staff selected for Level 3 training should be of a sufficiently high grade to delivery their safeguarding responsibilities effectively and an informed manner. Please see RCT Operational Guidance 6.2.

Catering Services staff to ensure that all breakfast club staff have the necessary Level 1 training. Please see RCT Operational Guidance 6.3. 
	L
	
	

	6
	Leadership responsibilities for the provision
	· Pupils (including ALN)
· Breakfast club staff
· All school based staff
	
	Without effective leadership arrangements in place, the provision may not run effectively.
	The Headteacher and the governing body to ensure that there is a responsible member of school staff with the required skills, experience and knowledge to be in charge throughout the operational delivery of the breakfast club provision. 

Overall responsibility for the safe operational delivery of the breakfast club provision will rest with the Headteacher. When the Headteacher is not physically on site, responsibility for the management of the breakfast club provision should be delegated to a responsible member of school staff with the necessary skills, experience and knowledge to safely oversee this provision. However, overall responsibility for day-to-day operations would still rest with the Headteacher. 
	L
	
	

	7
	Identification of room/s for breakfast club provision
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils
	
	The room/s where the breakfast club is held may not be suitable for the proposed activities. 
	All rooms used for activities have been considered in terms of size and layout, i.e. to be reasonable for the maximum possible number of learner attendees. Please see RCT Operational Guidance 2.1, 4.7.
	L
	
	

	8
	Use of and exposure to substances hazardous to health
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils 

	
	When using chemicals, pupils, staff, or parents/carers could be exposed to/come in contact with/ingest harmful substances that could burn/scald, infect/contaminate, poison.
	All products classified as being hazardous to health are stored securely and are not physically accessible to pupils and/or any other unauthorised persons.

Suitable and sufficient Personal Protective Equipment (PPE) is provided to staff as dictated by the COSHH risk assessment for each product. 

Breakfast club staff to be made aware of the COSHH risk assessments and PPE requirements. 

Documentation to be readily available in case urgent reference is required, i.e. in the event of accidental contact/splash in eye. 

	M/H
	
	

	9
	Use of electrical equipment
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils

	
	Electrical items could cause fire or electrical shock/burns. Overloading of electrical items could result in fire or burns.
	All staff are regularly reminded not to bring electrical items in from home. 

School procedures are in place for the periodic (currently annual) testing and maintenance of all portable electrical appliances. PAT testing must be undertaken by a competent person. 

Any newly purchased electrical equipment for breakfast club is only provided by Catering Services and the associated electrical infrastructure are provided as required, so as not to overload power sockets. 

School procedures are in place for the testing and maintenance of fixed electrical installations, by a competent person, at periods not exceeding five years. 

	M
	
	

	10
	Use of other/specialised
school equipment
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils
	
	Lack of supervision could put breakfast club users at risk of serious injury. 
	Where main school halls are utilised, breakfast club staff are aware that other/specialised equipment must not be used, unless through specific agreement with school management and provision of supervision by a competent person.


	L
	
	

	11
	Adequate staffing arrangements
	· Breakfast club staff
	
	Insufficient staff numbers to provide the breakfast club service.


	Breakfast club staff will sign in and report to Catering Services should they have sickness or other absences. Please see RCT Operational Guidance 5.2.

Best endeavours will be made by Catering Services to provide staff cover.

Headteacher to cap the number of pupils attending breakfast club if staff numbers are inadequate. Please see RCT Operational Guidance 4.5, 4.7.
	M
	
	

	12
	Supervision
between the breakfast club provision and the start of
the school day
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils 
	
	Risk of pupils being unsupervised while breakfast club staff clear down and undertake cleaning.

	Supervision is ensured at all times. Please see RCT Operational Guidance 4.5, 4.7.
	M
	
	

	13
	Workplace
issues/conditions including:-
· slips, trips and falls,
· storage,
· food storage areas,
· glazing,
· finger trapping,
· access to unauthorised
areas (cleaners
cupboards, food stores, kitchen areas)
	· Breakfast club staff
· All school based staff
· Pupils (including ALN

	
	There is a risk of pupils, teachers and supervisory staff sustaining injuries such as wounds, bruising or possibly fractured/broken bones from workplace issues/conditions.
	Staff to report any damaged kitchen floor coverings to Catering Services.  If required, block off area to stop anyone accessing it.

Staff to report any damaged hall floor coverings to the Headteacher. If required, block off area to stop anyone accessing it.

Supervision procedures are in place.

Ensure regular maintenance to reduce defects.

Spillages cleaned up immediately (refer to spillage procedure).

Staff to pick up discarded items immediately.

Bags and coats kept secure and stored correctly away from circulation routes.

	L
	
	

	14
	Manual handling
	· Breakfast club staff

	
	The moving and handling of tables and chairs from storage areas by staff possibly resulting in musculoskeletal injuries, sprain/strain type injuries. 
	Relevant staff are provided with appropriate manual handling training and given appropriate support to set up the designated room. Please see RCT Operational Guidance 4.5.
	L
	
	

	15
	Hot food and liquid present causing/scalds, burns

	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils
	
	If there are hot surfaces, then there is a potential risk of pupils burning themselves if they come into contact with them.  Also, if food or drinks are hot, then pupils could sustain burns/scalds if food/drink is spilled on them.
	There is adequate supervision for the age of pupils. Please see RCT Operational Guidance 4.5, 4.7.

Any hot surfaces to be identified, and pupils to be kept away from these areas or the areas are to be protected. 

Measures are in place at the serving area to prevents splashes.

Scalding liquids kept away from pupils.
	L
	
	

	16
	Risk of injury from poorly placed dining tables and chairs, including head and/or body contact with edges of furniture and trapped fingers between tables 

	· Breakfast club staff
· All school based staf
· Pupils (including ALN)

	
	Risk of staff and pupils being injured by tables and chairs that are not correctly positioned within the hall/breakfast club area. This can cause injuries such as bruising and wounds. 
	Position furniture so that adequate space is available to walk around the hall and access fire exit routes.

Regular termly checks of tables and chairs to ensure they remain in a good condition. Any defective items taken out of use.

Bags and coats kept secure and stored correctly away from circulation routes.

Staff supervise and encourage pupils to replace chairs under tables after use.

All PE equipment in the hall is stored safely during breakfast club provision.
	L
	
	

	17
	Vehicular traffic on
school site where pedestrians
are present
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils

	
	Vehicle movement at peak times such as taxis/buses/parents and deliveries. Pedestrians are at risk of being struck by vehicles which could result in serious injury or fatality.
	A school traffic management risk assessment is in place.

Measures are implemented to ensure physical segregation of any parents/carers vehicles arriving on site (dropping pupils off) from pedestrians.

Specific consideration has been given to provision of:
· clearly marked walkways, paths and internal roadways,
· effective segregation of pedestrians and vehicles,
· clear signage showing required speed restrictions (5mph),
· communication with contractors (both external and those services provided within the Council) regarding scheduled times for deliveries/refuse collections to
avoid where possible the breakfast club provision.

	L
	
	

	18
	Breakfast club staff not cleared through Disclosure and Barring Service
	· Pupils (including ALN)
· All school based staff
· Breakfast club staff
	
	Potential for pupils to be put at risk.
	All breakfast club staff are subject to clearance through Disclosure and Barring Service checks prior to commencement of work. 
	L
	
	

	19
	Breakfast club staff unaware
of applicable school
procedures
	· Breakfast club staff
· All school based staff

	
	Lack of training and information could result in failure to follow processes and could result in injury.
	Breakfast club staff will attend the appropriate training courses to undertake their responsibilities. 

The Council’s Health and Safety Codes of Guidance, which are applicable to breakfast club are made available to all staff. 

The school’s health and safety policy has been updated to reflect the detailed responsibilities and arrangements for breakfast club. It has been communicated to all breakfast club staff.

Breakfast club staff understand and are aware of procedures, i.e. inclement weather, utility failure etc. and know what ‘lockdown’ means and the procedures involved. Please see RCT Operational Guidance 4.13.

School staff have access during the breakfast club to contact information for parents/carers for communication to take place.
	L
	
	

	20
	Communication of pupil information/ additional support requirements
	· Pupils (including ALN)

	
	Pupils’ needs may not be met and could result in harm to the learners.
	Several breakfast club staff are also employed during the school day and have a good knowledge of the pupils. Please see RCT Operational Guidance 5.1.

All breakfast staff are aware of learner medical, dietary, behavioural, or other ALN needs, allergies. Please see RCT Operational Guidance 4.5, 4.12, and Appendix B - FAQs for Schools No.3, 5; FAQs for Breakfast Club Teams No.2.

Staff made aware of how to deal with pupil behaviour in certain situations. Please see RCT Operational Guidance 4.12, 4.13.
School to provide a list of pupils as mentioned above for breakfast club staff
	M
	

	

	21
	Level of demand
	· Pupils (including ALN)

	
	May not have capacity/catering provision/staff provision to cater for all who want to attend the breakfast club. 
	Ensure maximum capacity numbers for rooms are not exceeded. Please see RCT Operational Guidance 4.5.

Should breakfast club demand exceed spaces available, applications will be automatically/digitally sorted on a first come first served basis. Please see RCT Operational Guidance – Appendix B FAQs for Schools No.2.

Should a child attend without being registered/allocated a place, procedures to safeguard the child are followed and the parent/carer notified of the process for applying for a place. Please see RCT Operational Guidance – Appendix B FAQs for Breakfast Club Teams No.6 and 7; FAQs for School Administrators No.1.

Ensure that staff to pupil ratios are strictly adhered to and not exceeded. Please see RCT Operational Guidance 4.7.

	L
	
	

	22
	Pupils attending breakfast club without registering on-line OR arriving early
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils
	
	Risk that parents/carers may not be aware of breakfast club admission times, which could lead to safeguarding issues and confrontational interactions.

Staff may be faced with pupils who are not registered for breakfast club.
	School will clearly publicise and remind parents/carers of the admission times of breakfast club (doors opening and closing). 

Should an un-registered child attend breakfast club – procedures to safeguard the child are followed and the parent/carer notified of the process of applying for a place Please see RCT Operational Guidance – Appendix B FAQs for Breakfast Club Teams No.6 and 7; FAQs for School Administrators No.1.
	L
	
	

	23
	Failure of the tablet(s)
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)
· Parents/ carers of pupils

	
	Risk that un-registered pupils attend breakfast club.

Risk that there is no register for fire evacuation purposes. 
	Maintain a manual record of attendance and notify parents/carers of any unregistered attendees. Please see RCT Operational Guidance – Appendix B FAQs for Breakfast Club Teams No.6 and 7 and FAQs for School Administrators No.1.

Maintain a manual record of attendance and undertake regular headcounts.

Breakfast club staff check with the school to identify any pupils attending breakfast club, who receive a medically prescribed diet, before offering any food.

	M
	
	

	24
	Allergens and medically prescribed diets
	· Breakfast club staff
· All school based staff
· Pupils (including ALN)

	
	Risk that a pupil attends breakfast club and is not identified as having a medically prescribed diet and receives food which is unsuitable.
	Breakfast club staff undertake allergen awareness training.  

The register identifies pupils’ who have medically prescribed diets. 

In the event of a failure of the tablet, breakfast club staff check with the school to identify any pupils attending breakfast club who receive a medically prescribed diet, before offering any food.

First aider on site with awareness of required actions.

Communication with parents/carers to promote the application process for medically prescribed diets.

	M
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