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SAMPLE RISK ASSESSMENT 

                                                Risk Assessment          Schools -Milestones Museum 

                

 
 

Identify Hazard 

 
 

Who could be 
harmed and how? 
 
 

Severity  Sco
re

 

 
 

What are you 
already doing? 

 
 

What else do you need 
to do? 

Likelih
o

o
d

 Sco
re

 

R
isk R

atin
g Sco

re
 

 
 

Action 
 

 

 
 

By when? 

Slips, trips, falls 
whilst moving 
around the venue 
(furniture, cables)   
 
 
 

Visitors – including 
adults and children 
 
Risk of serious injury 

1  

 

 

 

 

 

 

 

 

 

 

 

 

 

Learning facilitators to 
check that the learning 
areas are clear of 
obstructions prior to each 
school visit to avoid trips.  
 
Numbers of visitors to be 
kept within maximum. 
 
Conduct of visitors within 
the space to be 
monitored on the day. 
Teachers advised that 
their party will need to 
leave if behaviour of staff 

1 5   

Activity Assessed 
 

School Visits to our venues 

Location 
 

Milestones Museum, Basingstoke    
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Floors are kept tidy 
throughout the day.  
  
Minimal furniture 

within the learning 
spaces.  
 
All cables etc fixed out 
of the way.  
  
Flow of Schools 
workshop has been 
designed to provide 
enough space for each 
group moving around 
the venue.  
 
Teachers and 
accompanying adults 
are responsible for the 
supervision and 
conduct of their 
children at all times 

Facilitated sessions are 
limited to one class 
with one facilitator at 
a time.  

Schools etc will be 
adhering to their own 
H & S policies. 

 

 

or pupils is deemed 
dangerous.  
 
 
Groups to be given 
Health and safety briefing 
before starting activity.  
 
Staff to monitor if objects 
left in hazardous place 

Safeguarding and 
Child Protection 
Issues 

 

Visitors 

Risk of negative 
perceptions of 
museum staff’s 

4 Facilitators to be DBS 
checked if necessary in 
line with HCT policy 
guidelines. 

 1 4   
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behaviour by external 
partners/visitors 

Risk of child being 
separated from their 
responsible adult 

 

All museum staff to be 
introduced to HCT 
safeguarding policy 
and procedures. 

Ensure annual 
refresher checks on 
above for all staff re. 
safeguarding and child 
protection policy. 

Museum staff not to 
be involved directly in 
any dressing up 
activity. Accompanying 
adult nominated to be 
in charge of such an 
activity. 

High level of adult 
supervision at all times 
during visit as stated in 
the Teacher Pack sent 
to all schools. Ratio of 
1:5 required for KS1; 
1:8 required for KS2; 
1:15 for KS3. 

Teachers and 
accompanying adults 
are responsible for the 
supervision and 
conduct of their 
children at all times. 
 
All activities to take 
place in a public area. 
No museum staff to 
undertake any activity 
with unaccompanied 
children. 
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Use of costume 
 
 
 

Risk of negative 
perceptions of 
museum staff’s 
behaviour by external 
partners/visitors 

 

 All costume to be 
worn over clothes. 
Staff instructed not to 
help with costume – 
accompanying adults 
only 

     

Object handling – 
collections  
 

Some objects may 
have sharp edges/ 
have small pieces/ 
hazardous materials 
which could pose an 
injury risk to children 

Risk of damage to 
museum collection 
through mis-use 
 
Risk of spreading of 
germs through 
handling of objects 

2 Any objects which 
pose a threat are 
secured in a Perspex 
box if necessary 

Children never 
unsupervised by 
accompanying adults 
during object handling. 

Teachers and 
accompanying adults 
are responsible for the 
supervision and 
conduct of their 
children at all times 

 

WW2: original gas 
masks have had 
asbestos made safe in 
line with asbestos 
policy. Facilitator to 
explain that original 
gas masks must not be 
worn or handled. Once 
this section is finished, 
facilitator places 
original artefacts 
inside a plastic box 
which goes under the 
table with a sign 
saying ‘staff only’. 

All participants have 
handling rules explained 
to them at the beginning 
of each session. 

Condition of objects and 
packaging is checked 
before and after every 
session by session leader 
so no changes in 
condition can pose a 
threat. Problems to be 
reported to the 
Collections team. 

Children advised to wash 
hands at end of session. 

 

WW2: all original gas 
masks have been made 
safe (usually sealed) by a 
qualified person via the 
HCT Conservation team  
 
 
 
 
 
 
 
 
 

2 4   



V3 Feb 2025                                                                                                                                                                                                HCT Schools Risk Assessment  

SAMPLE RISK ASSESSMENT 

Facilitator advises lead 
teacher to not go in 
box. Replica gas masks 
are provided for 
wearing if desired.  

 

T&T: Facilitator 
reminds participants 
to walk in museum 
and take care around 
vehicles; to look but 
do not touch or board 
vehicles unless invited 
to do so by a sign or 
museum staff 
member.  

 

 
 
 
 
 
 
 
T& T: A school staff 
member is responsible 
for each small group at all 
times. Facilitator advises 
to be careful a round the 
vehicles. Signs clearly 
indicate which vehicles 
can be boarded. Safety 
rules are re-iterated on 
adult leader instruction 
cards.  

 
Allergies etc 
  
 

Visitors 
 
Risk of allergic reaction 
to display vegetation 
or other organic 
materials  
 

4 Teachers to advise 
ahead of visit if there 
are any allergies within 
the groups 
 
Gloves can be 
provided to those who 
are at risk of allergic 
reaction.  
 
Where possible, 
artificial items have 
replaced real items to 
lower the risk of 
allergic reaction  
 
Teachers with visiting 
Schools are first aid 
trained and aware of 

Teachers to be advised of 
any potential allergens in 
advance of session 
 
Teachers to advise of any 
pupils who have allergic 
reaction so that relevant 
objects can be removed 
accordingly.  

1 4 To be 
monitored 
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allergies within their 
group 
 

Self Led Resources   Visitor  
  
Risk of mild papercut  

 

Risk of pencil injury 
 
Risk of causing a trip 

hazard if self led 
resources are left on 
ground  
  
 

1 Teachers and 
accompanying adults 
are responsible for the 
supervision and 
conduct of their 
children at all times  

To monitor and record 
any minor issues  

1 1   

Doors opening 
and closing   

Visitors  
Risk of trapped fingers 
or being knocked by 
doors  
  
Risk of visitors entering 
areas not suitable for 
general public  
 

3 Signage warning no 
entry where relevant 
  
Teachers to supervise 
pupils moving through 
the space  

Larger groups such as 
schools to be monitored 
to ensure they keep clear 
of the door area.  

1 3 To be 
monitored  

 

Objects on open 
display  

Visitors  
  
Risk of small injuries 
(cuts and grazes) from 
replica and real objects 
on open display  
 

2 All Perspex display 
boxes and screens 
checked and cleaned 
regularly.  
  
Corners on Perspex 
covers rounded to 
make safe.  
  
All objects condition 
checked by 
conservators before 
being put on display  
 

 1 2 To be 
monitored  
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Traffic  Visitors  

Risk of traffic 
accident in car park 
when entering 
Milestones from the 
car park area  

* Refer also to 
Milestones General 
Building Risk 
Assessment  

 

2 If travelling by 
coach, stop right 
outside front door 
and disembark on to 
pavement   

Teachers and 
accompanying adults 
are responsible for 
the supervision and 
conduct of their 
children at all times.  

High ratio of adults: 
children. 1:5 for KS1 
children; 1:10 for 
KS2 children; 1:15 
for KS3.  

 

School staff asked to 
carry out site pre-visit to 
assess risk. 

3 6   

Slip/trip/fall on 
uneven surface  

Visitors  

Falling over on 
uneven cobbled 
streets/tripping over 
kerb stones/ 
tramlines  

 

3 Learning facilitators 
include safety 
briefing in 
introduction of 
workshop to staff 
and pupils warning 
them about risk of 
cobbles, kerb stones 
and tram lines and 
to take care when 
moving around the 
museum   

 

Teacher ratio must be 
adhered to and teachers 
are responsible for 
monitoring the sensible 
use of equipment within 
the space for their 
allocated group  

2 6   
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T&G: Facilitators 
give Health and 
safety briefing about 
using skipping ropes 
and hobby horses on 
uneven surfaces, 
advising to take care 
and avoid skipping 
and hobby horses 
near tramlines or 
drop kerbs 

Facilitators 
positioned in the 
same area as the 
toys and games take 
place.  

No activities are set 
up for use on the 
tramlines or lighter 
cobbles, all on brick 
flooring only to 
reduce tripping risk 

 

Facilitators include 
verbal warning 
about being mindful 
of street furniture 
including lampposts, 
vehicles, rails, kerbs 
and tramlines in 
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their initial briefing 
for activity 

Facilitators to make 
sure that the games 
space is clear of 
other equipment 
and obstructions to 
avoid trips and falls.  

Fire  Visitors, staff  

Fire/emergency 
evacuation  

 

5 Milestones has an 
evacuation plan. All 
staff members have 
a copy.  

The building can only 
be opened if there is 
a nominated Fire 
Safety Coordinator 
and requisite 
number of Fire 
Marshals  

The building is 
equipped with 
tested fire alarms   

We have a box on our 
booking form for 
collecting information 
about any special needs 
that the group may have, 
particularly if there are 
any children in a 
wheelchair. If a child in a 
wheelchair visits we 
arrange for that school 
party to use the lower 
education room, or for a 
nominated accompanying 
adult to take 
responsibility for carrying 
the child from the 
building. If this is not 
possible then 
arrangements will be 
made for a small group to 
have a meet and greet in 
reception or on the 
museum floor and space 
will be made available in 
the reception area for 

lunch to ensure a safe 
evacuation. Groups are 
advised by the staff 

1 5   
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member doing the 
meet and greet that 
the back door is the 
primary exit route for 
wheelchair users.  

Lead school staff sent 
comprehensive 
Teacher Pack at time of 
booking. Teacher pack 
contains this hazard 
information in detail, 
and also links to the 
same hazard 
information detailed on 
Milestones’ website. 
School staff asked to 
carry out site pre-visit 
to assess risk.  

 

Use of replica 
vintage toys/ 
props  

Visitors, staff  

The use of skipping 
ropes which could 
cause accidental 
incident such as 
flicking/ensnaring/ 
tripping either 
visitors or staff 

Use of skipping ropes 
to restrict movement 
or circulation  

 Facilitators include 
safe use of play 
equipment in the 
health and safety 
briefing at the 
beginning of the 
activity. This 
includes not using 
play equipment over 
cobbles or tram lines  

Facilitators can 
visually see skipping 
ropes in use by 
visitors and monitor 
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Assessed by  
Emma Christie 

Date 24/02/2025 Review date 01/04/2025 

 

 

 

  

the use of them 
throughout 

Facilitators monitor 
the use of play 
equipment in 
respect of general 
public through 
routes, monitor and 
move activities 
accordingly to 
prevent injury 

Teachers are also 
responsible for 
ensuring safe use of 
the play equipment  

Facilitators advise 
that they will 
retrieve play 
equipment that falls 
under the vehicles.  


