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Risk Assessment Guidance

A risk assessment should be carried out as part of good safeguarding practice before activities with children, young people or adults at risk are carried out in the Church of Scotland. 


The risk assessment should be completed by the most appropriate person.  A written record is recommended.  This should be signed, dated, a date added for a review to take place and securely stored.  


The following steps can be used to risk assess an activity or outing.  Please note that the table of identified risks and what safeguards need to be in place are not all-encompassing; therefore, please add to this any that are applicable to your activity or outing. 

Steps on how to safeguard/risk assess an activity or outing:

· Identify the risks 

· Identify what safeguards need to be in place to address this risk

· Record who is responsible for ensuring that safeguards are in place 

· Completion date

· Sign, date, review date and securely store

	Risk Assessment Checklist
	What Safeguards Need To Be In Place?
	Who Is Responsible?
	Date

	Safe Recruitment
	( Have the relevant volunteers/paid staff been fully recruited?
( If required for the role, do they have PVG Scheme Membership or a DBS Check for the relevant workforce(s) through the Church of Scotland?
( Have the volunteers/paid staff attended safeguarding training?
( Refer to Safeguarding Handbooks 2 and 3 for further information.


	
	


	Risk Assessment Checklist
	What Safeguards Need To Be In Place?
	Who Is Responsible?
	Date

	Transport
	( Who is providing the transport?
( Is it a private arrangement or Church run?
( Is insurance in place?
( Has the driver been fully recruited which includes PVG Scheme Membership or a DBS Check?
( Refer to Safeguarding Handbook 4 for further information.   
	
	

	Ratios
	( Volunteers/paid staff: children.                 
( Refer to Safeguarding Handbook 4 for further information.
	
	

	Consent
	( Have the relevant consent forms for the outing been completed by a parent, guardian or appropriate person?
( Has the Media consent form been completed by a parent, guardian or appropriate person?
( Have any objections from a parent, guardian or appropriate person about the outing been noted?
( Are emergency telephone numbers available to the group leaders?
( Are dietary requirements noted?

( Are any allergies noted?
( Are any special requirements due to disability been noted?
( Are any medical requirements noted and the doctor contact number received?    
( Refer to Safeguarding Handbook 4 for further information. 
	
	

	Health and Safety
	( Have physical hazards been identified?
( Has any action been taken to resolve these hazards? 
( Refer to the Health and Safety Guidance for Congregations and the Health and Safety Policy Statement on the Law Department Circulars Website for further information.
	
	

	Social Media e.g. photography, video, mobile phones, social networking sites, text and email 


	( Refer to the Photography/Video guidelines, Social Media guidance and Safeguarding Handbook 4 for further information.
	
	

	Insurance
	( Has the following insurance been put in place where applicable? 
Private, Business, Travel, Transport, Premises and Injury.
( Refer to the Church of Scotland Insurance Services for information.


	
	

	Risk of Harm           by Volunteers/ Paid Staff or by one Child  to another Child or by one Adult At Risk to another Adult At Risk     

                       
	( Ratios adhered to?
( Special requirements of child/adult at risk adhered to?
( Volunteers/paid staff have been fully recruited and have PVG Scheme membership or a DBS Check?
( Volunteer/paid staff have attended Safeguarding training?

( Have the relevant Safeguarding            Handbooks and Pocket Guide been read by volunteers/paid staff?
( Safeguarding Panel is in place?
( Refer to all of the Safeguarding Handbooks for further information.


	
	


	Risk Assessment Checklist
	What Safeguards Need To Be In Place?
	Who Is Responsible?
	Date

	Other Identified Risks
	(
(
(
(

	
	


Name:

Signed:
                                                 

Position:

Date:
 

Review Date:

The purpose of the UK Data Protection Act 2018 is to ensure that any personal data an organisation holds about an individual is stored and used in an appropriate way. This congregation, through presbytery, is registered with the Information Commissioner’s Office and strives to comply fully with data protection law. The Information Commissioner’s website provides in-depth information regarding the requirements of the Data Protection Act: https://www.ico.org.uk/ 
This congregation is committed to protecting privacy and safeguarding personal data. We shall use the information you have provided us with for safeguarding purposes and related matters and will only keep the data for as long as required for that purpose.  The full Privacy Notice for our congregation is available on our website. Please ask for details from your Safeguarding Coordinator.
Should you have any questions concerning the use of the information you provide please contact the Safeguarding Coordinator.
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