RISK ASSESSMENT FORM 
	RA REF NO:
	
	TITLE OF TASK ASSESSED:
	Staff Driving Pupils to places
	DIRECTORATE:
	Skills, Education & Learning

	SERVICE:
	Education
	STAFF GROUP:
	Shawhead & Lochrutton PS’s
	DATE:
	Session 2026 2027



	WHO IS AT RISK
	SPECIFIC INFORMATION
	LOCATION(S)

	Staff
	☒	The following is a Generic Risk Assessment relating to driving pupils to various events in staff cars

	Council Property
	☒
	Service Users
	☒	
	
	

	Contractors
	☐	
	3RD Party Premises
	☒
	Members of Public
	☐	
	
	

	New & Expectant Mothers
	☐	
	Other Location
	☒
	Young Persons
	☒	
	
	



	HAZARDS
	I.e. what has the potential to do harm in terms of Location, Equipment, Activity, Person and Substance.
	Risk Rating

	GENERAL CONTROL MEASURES
	What have you in place to avoid, reduce and manage risks) (Consider the RA control hierarchy – Eliminate, Reduce, Isolate, Control and then PPE. Always consider need for Provision of Information, Training, and Instruction & Supervision. 
You can also refer out to any existing Safe Working Procedures.
	Likelihood         L
Consequence   C



	HAZARDS
	GENERAL CONTROL MEASURES
	Risk Rating*
	Is Action req’d?
AP No.

	
	
	L
1-5
	C
1-5
	Overall
1-25
	

	Activity
	Driving
	
	
	
	

	Using personal staff car to transport pupils 
	· Booster seats will be present if needed
· Seatbelts will be worn
· A staff member will be driving the car
· The staff member will have a license
· The staff car will have business insurance
· The staff car will have an in-date MOT certificate
· The staff car will be checked by owner and made sure is fit for purpose – i.e. brakes/lights etc. all working
· The staff car will not be over-filled – i.e. 1 person in each seat provided.
· The staff member holds a current PVG and relevant checks as a council worker
· Staff member has a mobile phone / other means of communicating with the school office / HT in the event of an accident / breakdown.
· Parents have been informed of the transport arrangements (have given permission prior to the event)
	
5


	
2


	
10


	Yes

	Medical Issues
	· School will be aware of any medical issues of the children and to make helpers aware where required if any with higher risk issues – e.g. diabetes, epilepsy, car sickness etc.
	
3
	
3
	
9

	
Yes

	First Aid
	· There will be a first aid kit provided for the car if needed.

	
2
	
2
	
4
	
Yes





	Assessor Name
	
	Job Title
	
	Signature
	
	Date
	

	Managers Name
	Gordon Tennant
	Job Title
	Head Teacher
	Signature
	
	Date
	15/09/26

	Review date
	September 2027
	Reviewer
	Gordon Tennant
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	GENERAL CONTROL MEASURES
	Risk Rating*
	Is Action req’d?
AP No.

	
	
	L
1-5
	C
1-5
	Overall
1-25
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Risk assessment Action Sheet
	Title of Activity being Assessed
	Staff Driving Pupils to places
	Risk Assessment Ref. Number
	

	Action Ref. Number
	Action Required
	Risk Rating before Action
	Risk Rating after Action
	Target Date
	Person Responsible for Action
	Date Completed

	1.
	Car to be checked by owner to make sure it’s fit for purpose
	
15-16
	
1-2
	
On the day
	Staff member responsible for car
	On day or day before

	2.
	Evidence of MOT certificate and Business Motor Insurance sent to HT

	
15-16

	
1-2
	
Before Use
	HT
	Prior to use



	Assessor Name
	
	Job Title
	
	Signature
	
	Date
	

	Approval
Managers Name
	Gordon Tennant
	Job Title
	Head Teacher
	Signature
	
	Date
	15th Sep 2026
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