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RISK MANAGEMENT ADVICE
Information for teachers making risk assessments for school excursions

The NSW Schoolhouse Museum of Public Education advises that the following table outlines potential risks and control measures implemented by the NSW Schoolhouse Museum that a visiting school may wish to incorporate into their risk management process. The NSW Schoolhouse Museum of Public Education Inc. does not take responsibility for the visiting school’s risk management process and/or plan for their excursion to the NSW Schoolhouse Museum.
 
	OHS Risk management plan

	Activity

	Hazard Identification
Type/Cause
	Risk Assessment 
Use matrix
	Elimination or Control Measures

	Who
	When

	Walking between museum building, recess/lunch area and toilet block
	Vehicles using school driveway and car park
	5
	· Access lunch area and toilets via western end of building and western edge of car park within marked lines
· Manage student movement and assembly so as to avoid vehicles
	Museum staff & class teachers
	At all times out of building

	Toileting during sessions
	Walking through school grounds to toilet block
	5
	· Students to always be accompanied by an adult to the toilet block
· In urgent cases, the toilet within the museum building to be used
· In non-urgent cases, students to go in pairs, accompanied by an adult, to the toilets near ODAC shelter
	Class teachers
	During sessions

	Entering and exiting building
	Steps into building
	6
	· Advise students that there are steps and to take care
· Supervise entry into and exit from the building
	Museum staff
	Session introductions

	Movement within building
	Stepped floor in hallway and 1877 room
	5
	· Advise and remind students that there are steps and to take care 
· Steps marked with tape or labels 
· Manage student movement to prevent rushing or pushing
	Museum staff
Class teachers
	Beginning and end of sessions

	Outdoor activities such as games, playing, eating lunch and recess
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	Insect bites and stings (including severe allergies)
Exposure to heat and sun
	4

5
	· Keep grass mown – managed by school’s GA
· Check for wasp nests and bee swarms and relocate activity if hazard is present
· EpiPen® and ice pack in First Aid cupboard in museum kitchen
· All museum staff trained in anaphylaxis procedures 
· If high temperatures predicted, undertake outdoor activities in the cool of the morning
· Ensure students are wearing hats
· Relocate outdoor activities to shady locations
· Provide regular drink breaks
	Museum staff
	Beginning of session

During session

	Maypole dancing and games on grass or asphalt
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	Stumbles or grazes from falls when skipping, running and jumping
Falling onto a quoits stand
	5


3
	· Check and clear ground of trip hazards, eg sticks
· Locate maypole and games on even ground
· Instruct students on how to skip around maypole safely
· Manage spacing and movement of students to avoid collisions
· Locate equipment and manage student movement to minimise trips and falls
· Do not run games and maypole dancing in the rain or if the ground is very wet
· First aid supplies on hand
	Museum staff & class teachers
	Before session

During session

	Undertaking wand / dumbbell drill and marching with wands
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	Holding and using 1.5m wooden poles or wooden dumbbells for prescribed exercises and marching
	5
	· Manage spacing of students using pre-marked spots
· Provide explicit instructions and demonstrate correct handling of poles and dumbbells 
· Manage student movement and use of poles to avoid collisions
· First aid supplies on hand




	Museum staff
	During session

	Heating by a wood fire in an open fireplace in 1877 and 1910 rooms 
	Smoke or burns from open fires used for heating (only in cool weather, usually Terms 2 and 3)
	4
	· Ensure portable fire screen is in place throughout lesson
· Manage students in 1877 room to avoid the fire
· Ready access to fire blanket, bucket of water and fire extinguisher
· Open windows to create cross ventilation
· Light fires early to minimise smoke when students enter room
· Remove asthmatic students until smoke clears
· Ventolin reliever and spacer in First Aid cupboard in kitchen
· All museum staff trained in emergency asthma management
	Museum staff
	During sessions

	Students toasting bread over an open fire
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	Smoke or burns from open fires (only in cool weather, usually Terms 2 and 3)
	3
	· Screen fires with fire screens when not in use for toasting
· Toasting activity to only proceed under the continuous and constant supervision of two adults who have been briefed on procedures
· Brief parent helpers on toasting and safety procedures
· Give explicit instructions and demonstrate use of toasting equipment
· Students to be seated at all times whilst at the fire
· Limit of two students toasting, seated at the fire, and two students waiting to toast, seated behind the two toasting
· Ready access to fire blanket, bucket of water and fire extinguisher 
· Prevent students queuing at fire by redirecting them to other activities
	Museum staff & adult assistants





Class teacher and museum staff	
	Before session
During session

Beginning of session
During session

	Adults toasting bread over an open fire with students observing
	Smoke or burns from open fires (only in cool weather, usually Terms 2 and 3)
	4
	· Screen fires with fire screens when not in use for toasting
· Toasting activity to only proceed under the continuous and constant supervision of two adults who have been briefed on procedures
· Brief parent and staff helpers on toasting and safety procedures
· Give explicit instructions and demonstrate toasting to the students
· Students to be seated at all times behind the fires screen whilst at the fire
· Adults to sit at side of fire toasting while students sit behind screen watching: three students seated behind the screen
· Instruct students not to touch the screen 
· Ready access to fire blanket, bucket of water and fire extinguisher 
· Prevent students queuing at fire by redirecting them to other activities
	Museum staff & adult assistants





Class teacher and museum staff	
	

	Eating a portion of cooked toast spread with golden syrup
	Food allergies
	5
	· Confer with class teacher re potential food allergies and most appropriate management strategy
· Students have the option to bring their own bread to toast
· Ensure clean and non-contaminated equipment and surfaces are used for students with allergies to bread ingredients
· Have packet available that lists ingredients of golden syrup and bread
	Museum staff
Class teacher
	During session

	Using an ink pen and sharp skewer to make a pulled thread hessian mat 
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	Pricked by a pointed pen, toothpick or skewer

	6
	· Demonstrate and give explicit instructions on use of equipment
· Supervise use of equipment
· First aid supplies on hand
	Museum staff
	Beginning of session




Risk assessment proforma and matrix sourced from NSW Department of Education https://education.nsw.gov.au/policy-library/related-documents/risk_manag.doc 



	Risk Assessment Matrix

	How serious could the injury be?
	How likely is it to be that serious

	
	Very
Likely
	
Likely
	
Unlikely
	Very
Unlikely

	Death or permanent injury
	1
	1
	2
	3

	Long term illness or injury
	1
	2
	3
	4

	Medical attention & several days off 
	2
	3
	4
	5

	First aid 
needed
	3
	4
	5
	6

	Severity – is how seriously a person could be harmed
	Likelihood – is an estimate of how probable it is for the hazard to cause harm.

	Legend
1 and 2	Extreme risk; deal with the hazard immediately
3 and 4	Moderate risk; deal with the hazard as soon possible
5 and 6	Low risk; deal with the hazard when able.
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