
 

  

 
 

In-Person Project Risk Assessment 
 

Date: July 2024 Created by: Alice Cleary 

To be reviewed annually Checked by: Jess Morgan 

YP – Mentees  PL – Project Leader  V – Volunteer Mentors   Staff – All RO staff including PLs    L, M, H – Low, Medium High 

 
 

Hazards/Type of harm  
Person(s) 

at risk  
Risk Level (L,M,H) Control Measures / Comments  

Risk level  

(With 

control 

measures 

in place)  

Injury or illness during 

classroom activities, sports 

activities or moving around 

the school  
 

 

YP, V, 

Staff and 

Visitors  

L 

• PL has basic first aid training, has access to onsite first aid kit and to call 999 in 

case of serious injury  

• PO to show PL where first aid kit is located before first session  
• PL to have emergency contact details of YP as well as medical conditions 

and allergies  

• PL to check space for hazards before session and between each activity 

and take appropriate action taken to remove/reduce risk such as moving 

small items such as coats and bags and large items such as tables and 

furniture as appropriate  

• PL to avoid using hazardous substances and any food/items that V or YP are 

allergic to  

• PL to advise YP and V on safety before using equipment such as craft 

materials that could pose a risk  

• PLs to advise YP and V to make their own decisions on when to join in with 

sports activities based on their physical fitness and all to be allowed regular 

breaks  

• YP informed of appropriate clothing for sports sessions including jewellery 

being removed. Those without appropriate kit to be given a different role in 

the activity e.g. referee 

• Activity to be changed if using outdoor space and the weather is not 

appropriate 

L 



 

  

YP leaving session and 

getting injured on the way 

home/to another location 

whilst parents think they are 

at ReachOut or getting 

trapped/injured in locked 

area of the school  

YP L  

• All YP must ask permission to leave the classroom/sports space and PL to 

allow 1 mentee to leave (to use the toilet or get a drink for example ) at once 

to easily keep track 

• PL to be vigilant of number of YP present in session – head count and checks 

throughout session 

• Group to move around school together led by PL doing regular head counts 

L 

Arguments or physical fights 

between YP causing injury 

YP, V, 

Staff and 

Visitors 
M 

• Rules are set at the beginning of the project via team charter that all YP 

agree to   

• PLs and Vs trained in how to deal with challenging behaviour 

• Session environment promotes positive atmosphere 

• PL has emergency contact details of all YP 

L 

At the end of session, YP 

does not go home with the 

appropriate person or gets 

locked in the school building 

YP M 

• PL has details of how YP are getting home from parental consent forms  

• PO to advise in first session on pick up point that is large enough to reduce 

congestion and allow for PL to be clear on who YP have gone home with  

• Group to move together led by PL to pick up point  

• Where the school building closes, PLs to leave enough time for dismissal not 

to be rushed 

• Parents are made aware of the finish time of the project and contacted if 

they do not collect YP within 5 minutes of this 

L 

Unauthorised volunteers 

coming onsite  

YP 

 
M 

• ReachOut will follow the school’s specific policies around visitor security 

• List of named staff & volunteers and their DBS status provided in advance to 

school 

L 

Staff or volunteers behaving 

inappropriately including 

child abuse or suggesting 

meeting up with YP outside of 

sessions 

YP M 

• All PLs and volunteers complete DBS and safeguarding training and this 

includes information on appropriate boundaries  

• Expectations on boundaries (e.g. YP and Vs not to meet outside sessions or 

exchange contact details) set in first session and refreshed regularly including 

how YP can raise a concern about V or PL 

• PL always supervises the session V never to work out of sight of PL with YP or 

take YP away from classroom alone, for example to use the toilet  

• During final sessions, expectation refreshed that relationships will end 

 

L 

 

Fire at school 

YP, V, 

Staff and 

Visitors 
   L 

• PO to inform PL of fire exits and meeting point before first session  

• If fire alarm sounds, PL to advise group to leave personal belongings and 

lead group outside via nearest exit to fire meeting point  
L 

ReachOut Academy Only  

PL being only adult in 

attendance during session 
YP, PL 

M 

 

• ReachOut’s processes of allocating Vs reduce the likelihood that PL is only 

adult in attendance  
L 

 



 

  

 

 
 

• In the case of the PL being the only adult on session – PL to follow guidance 

to ensure somebody on site is aware they are on their own with the group in 

case of emergency   

YP arriving late means they 

are not able to enter school 
YP M  

• PL to tell YP on first day the procedure if they are late 

• This may include PL giving work phone number out so that YP can alert them 

that they have arrived and 2 Vs collecting YP from entrance 

L 

YP not arriving at session 

when parents think they are 

at ReachOut  

Young 

people 
M 

• PLs will only contact YP using their work phone with the purpose of following 

up with those that haven’t arrived at the session and where they have 

parental consent to do this 

• If PL cannot contact YP, they will call parents within first hour of the session to 

alert them that they are not under ReachOut's care. Parents can then take 

appropriate action.   

L 


