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Health and Safety Risk Assessment and Policy procedures for Educational and group visits 

This document is for guidance only – Teachers and group leaders should carry out their own assessment.
School, College and Group visits

· We recommend that groups over 10 in number, book their visit in advance.

· The teacher/group leader is responsible for their group’s behaviour at all times.

· All teachers/group leaders should carry a list of the children in their group at all times.

· The Gallery Assistants who are on site at all times are trained in First Aid and emergency procedures.

· The recommended ratio of adult to children is as follows – 

Age 6 – 11

1:5

Age 11 – 16

1:10

Age 16 – 18

1:20

· Impressions Gallery is fully covered by Public Liability insurance –

Policy Number



APL32633COM-12

Expiry Date



31/01/2013

Insurance company


Arista Insurance Ltd

	Area
	Hazard
	Action

	Entrance and Foyer 
	Standing or queuing on the steps.

	Group leaders must ensure all of the group are in the foyer area when signing group into the building.



	Inside the building

(General)
	 Fire

Trips, slips and falls

Lost child


	Gallery Assistants and staff are trained in emergency procedures.  Fire escape routes and meeting point is marked on the evacuation plan. (see evacuation plan)

Gallery Assistants are trained in First Aid. To contact a First Aider you should go to the front desk and speak to a member of staff.

Your nearest hospital is Bradford Royal Infirmary tel – 01274 542200

After a First Aider attends to any casualty they are required to complete and Accident report detailing the circumstances of the incident and injuries sustained.

All adults to check their group regularly and report a missing child to a staff member as soon as possible. 

	The Studio
	Fire

Trips, slips and falls

Spillages

Cutting implements

Art equipment and materials

Electrical equipment 


	Gallery Assistants and staff are trained in emergency procedures.  Fire escape routes and meeting point is marked on the evacuation plan (see Evacuation Plan below).

Gallery Assistants and Education staff are trained in First Aid. To contact a First Aider you should go to the front desk and speak to a member of staff.

Cleaning equipment is available in the Studio kitchen. A member of staff will unlock the kitchen on request.

Appropriate cutting implements will be provided with adult supervision.
Non toxic materials and adhesives used with adult supervision.
All equipment is tested to the requirements of Bradford Coucil. Wires are taped down onto the floor.



	Public toilets
	Need for adult assistance

Misbehaviour, including smoking.

Unable to unlock/lock the toilet door.
	Children to be supervised by school staff when using the toilets.

Toilets are inspected at regular intervals throughout the day.

No smoking anywhere in the building.

Locks can be opened from outside by gallery staff.


	Impressions Gallery


	Fire

Trips, slips and falls

Glass doors and windows

Damage to artwork


	Gallery Assistants and staff are trained in emergency procedures.  Fire escape routes and meeting point is marked on the evacuation plan. (see evacuation plan)

Gallery Assistants are trained in First Aid. To contact a First Aider you should go to the front desk and speak to a member of staff.

All glass doors and windows are   marked at a height to avoid any potential accidents. 
All accompanying adults should be aware that artwork is not to be touched unless a sign invites you to.


Gallery Evacuation Plan
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