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RISK ASSESSMENT POLICY

[bookmark: _heading=h.6fushwx8cra]Our Commitment to Risk Management
ClubsComplete™ is committed to providing safe, well‑maintained, and carefully assessed environments across all of our services, including after‑school clubs, holiday clubs, workshops, and tuition. Effective risk management protects children, staff, and visitors and ensures that all activities are delivered safely and confidently.
This policy applies to all staff, including temporary staff, apprentices, and volunteers.
[bookmark: _heading=h.gkw0yu9mcux6]Roles and Responsibilities
The Setting Manager is responsible for managing risk on site during each session. The Account Manager oversees risk management across multiple settings and ensures that staff follow company procedures. All staff are responsible for identifying hazards, removing them where safe, and reporting concerns to the Account Manager.
[bookmark: _heading=h.juifxacmigvm]Definitions
Hazard: Anything with the potential to cause harm (e.g., water, steps, cluttered walkways, weather conditions, electrical items, broken resources).
Risk: The likelihood that a hazard will cause harm, taking into account the circumstances.
Risk Assessment: The process of identifying hazards, evaluating risks, and implementing control measures to reduce or eliminate harm.
Risk Control Measures: Actions taken to minimise risk, such as staff training, clear procedures, warning signs, barriers, or safe storage.
[bookmark: _heading=h.xeqffhaf7tjw]Why We Manage Risk
· It is a legal requirement.
· We have a duty of care to children, families, and staff.
· It enables children to access opportunities safely and confidently.
· It prevents accidents, protects wellbeing, and supports high‑quality provision.
[bookmark: _heading=h.qtc6qsynye1n]How We Manage Risk
ClubsComplete™ follows the HSE’s recommended “Five Steps to Risk Assessment” model:
· Identify the hazard
· Determine the level of risk
· Manage the risk by eliminating the hazard or putting controls in place
· Monitor the controls
· Review the process daily, weekly, and termly
[bookmark: _heading=h.tsc20gsdjyia]Daily Risk Assessment Procedures
When a new site opens, a full venue risk assessment is completed so staff understand how to manage risks in all areas used.
Setting Managers must complete a daily online risk assessment via the CRM system on arrival. This covers:
· Daily conditions
· Wear and tear of space and resources
· Organisation, setup, and storage
· Changes to routines, provision, or staffing
· Agreed procedures for adults and children
· First aid and emergency arrangements
· Weather‑related risks
A brief visual check of indoor and outdoor areas is also completed before each session.
[bookmark: _heading=h.fy61boviudj5]Staff Responsibilities
All staff must:
· Remove hazards where safe to do so
· Report hazards to the Account Manager immediately
· Record hazards when required
· Review environments and activities continuously
· Demonstrate and remind children how to use tools and equipment safely
· Remind younger children not to put objects in their mouths, ears, or noses
· Support safe water play when applicable
· Ensure appropriate clothing, footwear, hats, and sunscreen are used in extreme weather
· Encourage safe movement around the setting
· Avoid consuming hot drinks in classrooms, halls, or outdoor areas
· Check equipment to ensure it is safe for use
· Complete risk assessments for children attending with existing injuries
[bookmark: _heading=h.kc5dw2xcbe7i]Types of Risk Assessed
Risk assessments cover the following areas:
1. Daily overview
2. Water activity areas (if applicable)
3. Free play (construction, craft, playdough, toys)
4. Playground use
5. Extreme weather conditions
6. Cooking areas (kitchen)
7. Storage of belongings
8. Use of equipment
[bookmark: _heading=h.svnwua9rzmoe]Safeguarding and Pastoral Risk Management
Safeguarding is central to our risk management approach. All staff receive safeguarding training, and safer recruitment procedures ensure that unsuitable individuals are not employed.
Pastoral care supports children to become confident, articulate young people who can keep themselves safe both inside and outside the home.
[bookmark: _heading=h.4hkdfz3qlucj]Training
All new staff receive induction training, including risk assessment procedures.
All staff receive annual refresher training as part of our commitment to maintaining high standards of safety.
[bookmark: _heading=h.7zc7uikfce27]Monitoring and Review
All staff must follow this policy. The Account Manager monitors compliance across settings.
This policy is reviewed annually or sooner if required.
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