	Risk Assessment: Author Visits and Writing Workshops in Primary Schools




Assessor: Lynne Sherry
Activity: Author Visit and Creative Writing Workshop
Location: Primary School Premises
Assessment Date: September 2026
Review Date: September 2027

	Hazard
	Risks
	Who Might Be Harmed
	Control Measures
	Residual Risk

	Slips, trips and falls
	Injury from cables, bags, equipment or uneven surfaces
	Pupils, staff, author
	Keep work area tidy, secure cables, store bags safely, follow school procedures
	Low

	Manual handling of books/equipment
	Strains or minor injuries when carrying materials
	Author
	Use suitable carrying methods, avoid lifting excessive weights, request assistance if required
	Low

	Fire or emergency evacuation
	Injury during evacuation
	Everyone present
	Follow school's fire procedures, note evacuation routes on arrival, comply with staff instructions
	Low

	Behavioural issues
	Distress, disruption, potential minor injury
	Pupils, staff, author
	School staff remain present and responsible for behaviour management; follow school's behaviour policy
	Low

	Safeguarding concerns
	Potential safeguarding risks through inappropriate contact or communication
	Pupils, author
	Maintain professional boundaries, comply with school safeguarding procedures, never be alone with a child (No DBS), report concerns to designated safeguarding lead
	Low

	Disclosure from a child
	Emotional distress or safeguarding risk
	Pupils
	Listen appropriately, do not promise confidentiality, report concerns immediately to school safeguarding lead
	Low

	Allergies or medical incidents
	Illness or medical emergency
	Pupils, author
	School remains responsible for pupil medical needs; author follows instructions regarding food, materials and restricted items
	Low

	Use of technology or presentations
	Electrical hazards, equipment failure
	Everyone present
	Use PAT-tested equipment where applicable, follow school guidance, check equipment before use
	Low

	Creative workshop activities
	Minor injuries from movement around classroom
	Pupils
	Activities appropriate for age group, adequate supervision by teaching staff, keep walkways clear
	Low

	Photographs, videos or social media
	Privacy and data protection issues
	Pupils
	Follow school policies regarding photography and social media permissions
	Low

	Infectious illness
	Spread of illness
	Everyone present
	Do not attend if unwell, follow school hygiene requirements, wash/sanitise hands as appropriate
	Low






Additional Safeguarding Measures
· School staff remain present throughout sessions.
· Author does not provide personal contact details to pupils.
· Any one-to-one interactions occur in view of school staff.
· Any safeguarding concerns are reported immediately to the Designated Safeguarding Lead (DSL).
Responsibilities
Author/Workshop Leader
· Deliver age-appropriate content.
· Follow school safeguarding and health & safety procedures.
· Report accidents, incidents or concerns to school staff.
School
· Maintain responsibility for pupil supervision and behaviour management.
· Provide emergency and safeguarding information.
· Manage medical needs and first aid provision.
· Ensure sufficient ventilation in spaces used for assemblies and/or workshops.
· No groups larger than 100 in a school hall/large space
Overall Risk Rating: Low, provided the above control measures are followed.

	
	
	



