Risk Assessment Form 
Activity to be assessed: Newman Brothers Guided Tours
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Organisation: Birmingham Conservation Trust

	Activity/process/occupation
	Step 1

What hazards to health and/or safety exist?
	Step 2 
What risks do they pose to volunteers/staff and visitors?
	Step 3a

Precautions already taken?
	Step 3b

Risk level achieved? (H,M or L)
	Step 4

Are additional measures necessary?

	Schools visiting the Coffin Works – guided tours of Newman Brothers
Schools visiting the Coffin Works – guided tours of Newman Brothers


	1. Trip and fall hazards - uneven ground and different levels in courtyard and Stamp Room. Narrow and steep staircases.  Courtyard might be slippery when wet
1.b. Obstacles – furniture and artefacts on the floor in different rooms 
	Visitors may trip or slip on uneven surfaces or staircases and be injured

Visitors may bump into objects and be injured. 

	Verbal warning of hazards.
Tour Guides informed of uneven ground and know the route of tour well.  First Aid kit on site.
Duty Manager/ First Aider on site at all times. Visitors encouraged to use hand rails on stairs.
Lift available for anyone that might struggle with the stairs. 
As part of the welcome briefing for schools verbal warnings will be given. 


	L
	

	
	2.   Injury from touching or getting to close to machinery or entering drop stamp pit
	If unattended could cause injury


	Tour members will be warned not to touch machinery. Tours will have lead guide whose job it is to keep tour members together and prevent anyone lagging behind.
First Aider on site at all times.

No access to the Stamp Room without supervision. Door kept locked when not in use. Only trained tour guides can use machinery and enter the pit.

Rope in front of drop stamps and fly presses when in use so visitors are standing at a distance. Warnings about the noise given.

Guards are put on machinery when not in use.

See separate RA for tour guides and operation of machinery.
	M
	

	
	3. Fire hazard 

	If trapped, visitors, volunteers and staff could suffer fatal injuries from smoke inhalation/burns
	Fire alarm system emergency lighting
Smoke detectors

Emergency exit signs 

Fire extinguisher around building.
All electrical equipment is new.

Fire evacuation plan in effect and staff team fully briefed

No smoking on site.

Duty Manager in place at all times
	L
	

	
	4. Children left unsupervised
	Vulnerability of children during their visit. Risk of wandering off or hurting themselves.
	Pupils only undertake group work. Learning staff have had DBS checks

Groups must have the correct adult-to-student ratio – 1:15 for general visits

Safeguarding procedures in place
	L
	

	
	5. Overcrowding
	Difficulty in evacuating the building in an emergency situation
	Group sizes are limited to 20 people per group in each room. Full building capacity is 120 people at any one time.
	L
	

	Schools visiting the Coffin Works – guided tours of Newman Brothers


	6. Handling objects, touching furniture on display
	Risk of splinters from old wooden furniture, 

Some of the metal artefacts are sharp and visitors might cut themselves when handling them.
	Verbal warnings. Handling to be only done under close Tour Guide supervision.

First Aider on site at all times.
	L
	

	
	7. Outside threat, undesirable people coming into the building
	Visitors, volunteers and staff could be verbally or physically assaulted.
	Security system in place, CCTV cameras and relevant signage.

Panic alarm in shop. 

Metal gate locked at all time to prevent entry from people without being buzzed in by tenants and staff.

Generally, during standard school visits the museum is not open to the public.
	L
	

	
	8. Using the lift
	Trapping fingers in lift doors, getting stuck in lift
	Under 16’s not permitted to use lift during visits unless accompanied by an adult.  Appropriate supervision levels from accompanying adults. Emergency button in lift.

First Aider on site.
	L
	Notice in Braille to be put in lift to inform people what to do in case of emergency


A & E – City Hospital, Dudley Road – 0121 554 3801

Fire service – 0121 380 7404

