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Location Risk Who is at risk Control measures in 
place  

Actions before or 
during visit  

Person responsible  

Site wide  Student 
becoming 
separated from 
the group 

School student  All volunteers and 
museum, Print 
Workshop, and Café staff 
aware of school visit.  
 
 

Brief students on 
the day to speak to 
gallery steward if 
present or return to 
FOH.  

JR to brief staff on 
upcoming school visits.  
 
Volunteer or staff 
member who sees or is 
approached by a lost 
child.  
Front of House  

Site wide  Fire  • Students  

• GH Staff & 
Volunteers 

School staff 

Smoking prohibited on 
premises.  
All electronic appliances 
PAT checked annually.  

School contacted 
regarding any 
students with 
PEEPs; PEEPS 

Facilities Manager 
(Ciaran) carries out fire 
alarm and extinguisher 
checks and PAT tests. 
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Fire evacuation plan and 
meeting point 
signposted in all visitor 
areas.  
Fire alarms checked 
weekly.  
Fire extinguishers 
checked monthly and 
serviced once per year.  
Fire extinguishers 
present in known 
locations and regularly 
checked.  
Staff trained in fire 
evacuation, fire hazards, 
and correct use of fire 
extinguishers and 
blankets. 
Record of staff training 
kept in staff or 
volunteer’s personal file.  

relayed to FOH in 
advance of school 
visit.  
Students and 
teachers briefed on 
fire evacuation plan 
on arrival.  
Adequate staffing 
to oversee each 
group in a fire 
evacuation.  
In event of fire, all 
persons follow 
evacuation plan, 
meeting at Vanner’s 
car park.  
 

 
JR to brief students 
and staff on evacuation 
plan 
 
Duty Manager and Fire 
Marshal co-ordinate 
evacuation once 
activated.  

Site wide  Visitor or staff 
illness  

• Students  

• GH Staff & 
Volunteers 

• School staff 

First Aid Kit boxes 
situated at FOH, shop, 
office kitchen, Hills 
Room, Historic House, 
and Landscape Studio.  
Ensure adequate staffing 
from school and 
volunteers.  
 

Ensure a qualified 
First Aider is 
present on the day.  
If a student is taken 
seriously ill, alert 
the school’s trip 
leader in person or 
via radio to the 
accompanying 

Volunteer, member of 
GH staff  
 
Health and Safety 
Officer (FOH) to report 
incident if applicable. 
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member of GH 
staff.  
Ensure staff have 
mobile phone 
access in addition 
to radios. 
In an emergency, 
call 999. 
Report if incident is 
reportable under 
the Reporting of 
Injuries, Diseases, 
and Dangerous 
Occurrences 
Regulations. 

House  Minor injuries: 

• Cuts 

• Grazes 

• Falls 

• Splinters 
 
 
 
 
 
 
 
 
 

• Students  

• GH Staff & 
Volunteers 

• School staff 

Pathways in the house 
kept clear. 
Key members of staff 
given Health and Safety 
training with trained 
member of staff always 
in attendance.  
First Aid Kit located in 
House. 
Adequate staffing 
requested from the 
school to support 
(staffing ratios listed on 
website).  

Use Historic House 
First Aid Kit to 
attend to person 
injured.  
Staff or volunteer 
to attend to injured 
person; First Aider 
contacted if 
necessary. 
Record accidents 
and near misses in 
Gainsborough’s 
House Accident 
Book and record on 

JR to ensure H&S 
trained GH staff in 
attendance for the 
visit. 
 
Ensure First Aid Kits are 
restocked (Ciaran).   
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Adequate volunteer 
presence.  

GH incident log 
(FOH).  

House Lift stuck, 
jammed, or 
failing  

• Students  

• GH Staff & 
Volunteers 

• School staff 

Volunteers and staff 
trained in general and 
emergency lift 
procedure.  
 

Ensure no more 
than 2 people use 
the lift at the same 
time.  
 
 

House volunteer 
and/or JR to oversee 
use of lift  

House  Damage to 
museum 
property and 
historic objects 

Property  Minimum of 1 adult per 
5 students up to KS3; 1:7 
KS4 & 5 to ensure 
oversight of the group. 

All students briefed 
on museum 
etiquette on arrival.  
 

JR to brief students  

Garden  Minor accidents: 

• Slipping 
on grass 
or 
uneven 
surfaces 

• Insect 
bites or 
stings 

• Students  

• GH Staff & 
Volunteers 

• School staff 

Grass is cut regularly and 
well maintained.  
Staff and garden 
volunteers aware to 
remove hazards, e.g. 
fallen branches. 
Salt regularly applied to 
paths during icy periods.  

Use First Aid Kit in 
the House if 
accident occurs.  
 
Call emergency 
services in case of 
severe reaction.  
Record accidents 
and near misses in 
Gainsborough’s 
House Accident 
Book and record on 
GH incident log 
(FOH). 

Garden volunteers  
 
GH staff and volunteers 
to oversee response to 
accident/injury.  

Galleries Minor accidents:  

• Colliding 
with 
furniture  

• Students  

• GH Staff & 
Volunteers 

• School staff 

Pathways and floors 
clear from obstructions.  

Students briefed 
not to run in the 
galleries and be 
mindful of furniture 

Museum staff and 
volunteers facilitating 
the school visit.  
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• Tripping  

• Doors 
closing 
causing 
injury  

and museum 
displays.  
 
Volunteers made 
aware of visit and 
of visitors 
approaching 
potential risk areas.  
 
Record accidents 
and near misses in 
Gainsborough’s 
House Accident 
Book and record on 
GH incident log 
(FOH).  

Hills Room  Minor accidents:  

• Tripping 
or falling 
on stairs  

• Colliding 
with 
furniture  

• Students  

• GH Staff & 
Volunteers 

• School staff 

Stairs to the Hills Room 
kept clear at all times.  
Furniture arranged 
suitably for number in 
group.  

Students briefed to 
use the stairs in 
single file.  
Students briefed 
not to run in the 
Hills Room.  

JR to liaise with Tom to 
ensure the Hills Room 
is appropriately set up 
for the group.  
 
JR to brief the students 
on behaviour in the 
Hills Room.  

Hills Room & 
Landscape Studio 

Contact with 
potentially 
hazardous art 
materials (paint, 
glue, scissors etc) 

• Students  

• GH Staff & 
Volunteers 
School staff 

Art supplies are solvent 
free.  
‘Safety’ scissors are 
used.  
First Aid Kit in Hills Room 
and Landscape Studio.  

Groups briefed on 
safe use of 
materials (avoid 
eye contact and 
consumption). 

JR to ensure safe art 
supplies are ordered.  
JR & volunteers to brief 
and remind students of 
safe use.  
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Groups always 
supervised by a 
member of staff.  

Gallery Minor accidents:  

• Colliding 
with 
displays 

• Students  Pathways around 
displays sufficiently wide 
and maintained clear.  
First Aid Kit kept in the 
shop.  
 

Shop staff briefed 
on school visit. 
Students to visit the 
shop in groups of 
no more than 10.  
First Aid 
administered by 
staff/ volunteer/ 
First Aider if 
needed.  

JR to make shop staff 
aware of visit.  
Shop staff to maintain 
clear walkways and 
oversee school groups 
in the shop.  

 

 


