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1. First complete the Moving and Handling of Pupils Risk Assessment Checklist, if a risk assessment is required; use the list below to identify the template assessment that covers the tasks carried out as part of your everyday duties.
	1.
	Use of Powered and Non-Powered Wheelchairs within School

	2.
	Assisting weight bearing pupil whilst walking

	3.
	Toileting of pupil

	4.
	Physiotherapy

	5.
	Transfer from Floor level

	6.
	Loading and unloading wheelchair from vehicles

	7.
	Transferring pupil from vehicle to wheelchair

	8.
	Swimming lessons

	9.
	Transferring pupil around school in Non-Powered Wheelchair

	10.
	Other tasks (List below required assessments)


2. The template assessment form has a “Precautions already taken” section and an “Action to be taken” section. These are to be completed to produce the risk assessment.
3. From the ‘Controls’ section (below) transfer the information to the correct box in the template assessment form i.e. if you are trained in the use of the required transfer aid, that section can be included in the “Precautions already taken” section. 

4. If you identify a task that you assess as necessary for you to safely carry out that task and you are not competent to carry out or trained, then it is entered into the “Action to be taken” section.

5. The Template Risk Assessments below are not exhaustive, you may identify additional tasks, and these must be included in the relevant section of the assessment.

6. Once the assessment is complete, the head teacher must sign the assessment as the true record of assessment for the tasks that must be carried out to move and handle the pupil.

7. Any comments in the “Action to be taken” section will require to be put in place i.e., if there is a need for specific transfer training this will be provided before the task is carried out or if repairs to transfer aids are required, these must be in place before the equipment is used. 
8. Further assistance on the completion of the above risk assessments can be sought from the Corporate Health and Safety Service, telephone 02380 91 7770 option 6.
Controls

Use the guidelines in SWP Moving and Handling of Pupils and the Moving and Handling of Pupil Risk Assessment Checklist, select the controls identified below and transfer them either to the Precautions already taken or Action to be taken section of the template for as appropriate.
Use of Powered or Non-powered Wheelchairs
· Lifting aids required – as identified in above risk assessment – list (sliding board, glide sheet, turning disc etc)

· One or two persons required to assist pupil 

· Trained in correct transferring techniques

· Assessment to be regularly reviewed, if there is a change in pupils’ condition or environment

· Use palm to palm transfer as recommended safe practice

Assisting weight bearing pupil whist walking

· Support with palm-to-palm position

· One or two persons required to assist pupil in walking

· Trained in correct support techniques

· Only assist over short distances, use wheelchair for longer distance

Template Assessment No .1. Toileting of pupil

· A one or a two person task

· Supporting or transfer aids required see above pupil assessment

· Trained in correct use of supporting or transfer aids

Template Assessment No .2. Physiotherapy

· Use of transferring aids from wheelchair to bed (transfer board and glide sheet).

· Bed is adjustable for height

· Pupil can/cannot assist from wheelchair

· Adequate room to position wheelchair

· Trained in use of transferring aids
Template Assessment No .3. Transfer from floor

· Use hoist and sling

· Trained in correct use of hoist and sling

· Administer first aid or seek further assistance
Template Assessment No .4. Loading and unloading wheelchair from vehicle

· Wheelchair stripped down for loading into vehicle

· Weight of wheelchair……………………kgs

· One- or two-person lift

· Trained in correct one or two person lifting techniques for wheelchair being loaded

· Type of vehicle: saloon, hatchback, estate, van, taxi or minibus with or with out tail lift.

· Wheelchair is loaded into boot / backseat area

Template Assessment No .5. Transferring pupil from wheelchair to vehicle

· One- or two-person transfer task

· Trained in correct transfer techniques from vehicle to wheelchair

· Transfer aids required: list - (sliding board, glide sheet, turning disc)

· Pupil transferred from front or rear of vehicle

· Type of vehicle - car is two or four door, hatchback, saloon, estate, van, taxi or minibus with or with out tail lift

Template Assessment No .6. Swimming lesson

· Suitable hoist and sling in place to transfer pupil into pool

· Hoist correctly maintained and checked before use

· Sling - checked before use

· Trained in correct use of hoist and sling

· One or two persons required to transfer pupil into sling

Template Assessment No .7. Transferring pupil around school in non-powered wheelchair

· Trained in correct pushing technique for wheelchair

· Wheelchair correctly maintained

· Wheelchair checked before use

· Gimson stair climber available for use when changing levels

· Gimson stair climber maintained regularly and checked before use

· Trained in correct use of Gimson stair climber

· Travelling routes have been checked for obstructions

· Out door access required – route is paving slabs, cobbles, flat, uneven.

· Access and egress – single or double doors, opening inwards or outwards, threshold raised or same level as entrance.

· Involves travelling outdoors in inclement weather

Template Assessment No .8. Other Tasks

The above list is not exhaustive.  Any other measures that are taken to ensure the safety of employees and pupils should be included in the relevant assessment.

RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Assisting pupil in and out of wheelchair
. 


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment check list.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


 No1 – Use of powered and non-powered wheelchairs within school

 RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Assisting pupil in and out of wheelchair
. 


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture

	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment check list.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No2 – Assisting weight bearing pupil whilst walking
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Assisting Pupil to toilet

. 


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.

Follow guidelines as laid down in SWP Spillage of Body fluids.

Use Sanitare for clearing up body fluids.

Caretaker, when in school will clean up spillages of body fluids. 
	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 3 – Toileting of pupil
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Moving and transferring pupil from wheelchair to bed for physiotherapy.

Moving pupil on bed

Sitting pupil and supporting

	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 4 - Physiotherapy
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Assisting pupil that has fallen to feet/ into wheelchair / chair / bed

Assisting pupil that as fallen in to confined space


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 5 – Transfer from Floor level
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Loading and Unloading wheelchair from: car / minibus.


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.

Refer to HCC off Site Activities. 
	When booking minibus ensure it has a tail lift and correct anchorage points for wheelchair.


	When ever school trips are arranged
	Head teacher, class teacher. 

SENCO to monitor

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 6 – loading and unloading wheelchair from vehicles
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Transferring pupil from vehicle to wheelchair

Transferring pupil from wheelchair to vehicle


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 7 – Transferring pupil from vehicle to wheelchair
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Transferring pupil from wheelchair into pool using hoist


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 8 – Swimming lessons
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	Transferring pupil around school: classroom, dining hall, assembly hall, Design and Technology classroom etc


	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 9 – Transferring pupil around the school in Non-Powered Wheelchair
RISK ASSESSMENT RECORD
	School:   
	
	Page 1 of ………...


	Name:  
	
	Position:  
	

	Head teachers Signature:  
	
	Date:  
	

	*Considering the risk assessment, are all reasonable precautions in place?  Yes / No If No, list further action to be taken.
*Consider all people at risk e.g. employees, pupils, tenants, contractors, public, etc.  Consider in particular vulnerable people e.g. young people, disabled people



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?  *
	By date?
	By whom?

	
	Cumulative or trauma injury from: twisting, reaching, stooping, lifting excessive weights and poor posture
	Follow guidelines as laid down in SWP Moving and Handling of Pupils.

See Moving and Handling of Pupil risk assessment.


	
	
	

	
	
	
	
	
	

	Review date:
	(within 12 months or sooner if circumstances change)


No 10 – Other tasks
Instructions for the Completion of the 


Moving and Handling of Pupils Risk Assessment
















