Safeguarding Children and Adults at Risk – Risk Assessment Forms

1. Events Risk Assessment Template
Introduction:
This template is designed to support the planning and delivery of events or activities involving children (under 18) and/or adults at risk. It helps identify potential safeguarding risks and outlines the steps needed to mitigate them. The lead officer should tailor the template to the specific activity and ensure it is signed off by the relevant director or head of school. It should be used alongside any health and safety risk assessments.
For any questions, please contact:
Your Designated Safeguarding Officer (DSO) or the University’s Compliance and Risk team.

2. Admission of Young Persons (Aged 16/17) Risk Assessment Template
Introduction:
This template supports risk assessments for admitting students aged 16 or 17 to University programmes. It helps identify and manage any safeguarding risks associated with course content, practical activities, placements, or other learning environments. The form should be completed by the event or programme coordinator and signed off by the Head of School or Director.
For any questions, please contact:
Your Designated Safeguarding Officer (DSO) or the Academic Registrar.
3. Allegations Against a Member of the University Community – Risk Assessment Template
Introduction:
This template must be used when a Safeguarding Children or Adults at Risk allegation/incident is raised relating to a member of staff, student, or other University community member (e.g. contractor, honorary title holder). It includes detailed guidance to help assess the risk posed by the individual and determine appropriate controls. The form should be completed by the relevant manager with support from HR, Student Cases or the relevant Principal or Lead Safeguarding Officer and must be shared with Compliance and Risk. Risk is assessed by combining the likelihood of harm (PLR) with the severity of potential impact (PCR), resulting in a risk rating that informs the appropriate response.
For any questions, please contact:
Your local HR team, Student Cases, or the Head of Compliance and Risk.
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	Brief Description of the Event or Activity:
	
	DSO Contact: 
(name, email and contact no)
	

	Date(s) of activities / frequency:
	
	Lead contact(s):
(name, email and contact no)
	

	Lead delivery organization:
	
	Delivery organisation lead contact(s):
(name, email and contact no)
	

	Assessment carried out by
	
	Event/activity coordinator
(name, email and contact no)
	

	Date assessment carried out 
	
	State the process for recording a concern
(name, email and contact no)
	

	Head of School / Director Sign off
(Name and date)
	

	What are the hazards?
	Who might be harmed and how?
	What are you already doing to control the risks?
	What further action do you need to take to control the risks?
	Who needs to carry out the action?
	When is the action needed by?
	Date complete?

	Insufficient staff members to deliver the activity
	Participants and staff – increased risk due to lack of supervision or support
	Ensure at least 2 staff members are present at all times; plan for additional staff for large groups
	Document 2 named staff members; plan for replacements in case of absence or tech issues
	Activity Lead
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Failure to carry out appropriate DBS checks
	Participants – risk of exposure to unchecked individuals
	Assess if activity is Regulated Activity; consult HR for DBS requirements
	Maintain record of DBS checks with Designated Officer
	Designated Officer
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Staff unaware of safeguarding responsibilities or reporting procedures
	Participants – safeguarding concerns may go unreported
	Provide safeguarding policy and reporting guidance to staff
	Staff to sign risk assessment confirming understanding and agreement
	Activity Lead
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Unprofessional staff behaviour or risk of allegations
	Staff and participants – reputational and safeguarding risks
	Develop behaviour expectations and link to Dignity Policy
	Staff to sign risk assessment confirming understanding and agreement
	Activity Lead
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Inappropriate staff environment during online delivery
	Participants – exposure to unprofessional settings
	Provide guidance on suitable environments (background, confidentiality)
	Staff to sign risk assessment confirming understanding and agreement
	Activity Lead
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Lack of designated safeguarding officer
	Participants – unclear safeguarding responsibility
	Appoint Designated Officer and Deputy for the activity
	Ensure DO/DDO are aware of lead safeguarding officers
	Activity Lead
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Participants unaware of how to report safeguarding concerns
	Participants – concerns may go unreported
	Provide contact details and reporting procedures to all staff and participants
	Include reporting guidance in participant materials
	Designated Officer
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Participant behaviour causing safeguarding risks
	Other participants and staff – risk of harm or allegations
	Develop and share behaviour standards
	Participants to sign declaration confirming understanding and agreement
	Activity Lead
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Inappropriate participant environment during online events
	Other participants – exposure to distressing or unprofessional settings
	Provide guidance on appropriate learning environments
	Participants to sign declaration confirming understanding and agreement
	Activity Lead
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Barriers to participation due to protected characteristics
	Participants – exclusion or lack of support
	Consider EDI in session design; provide accessibility and support info
	Consult Equality Hub for advice if needed
	Activity Lead
	During planning phase by xx/xx/xxxx
	Xx/xx/xxxx

	Risk of inappropriate content being used (verbally or materials)
	Participants exposed to offensive or unsuitable content
	Recommended security controls reviewed and implemented
	Document security controls for each activity
	Responsible Officer
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Risk of inappropriate content being accessed
	Participants accessing or being exposed to harmful content
	Completed 'Use of Cardiff University Network by persons under 18' form
	Ensure form is signed and filed
	Responsible Officer
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Risk of personal data not being stored or used in line with data protection law
	Participants and staff – potential data breach
	Considered University guidance on data protection and safeguarding
	Direct outstanding concerns to inforequest@cardiff.ac.uk
	Event Coordinator
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Data breaches not recognised or reported due to lack of understanding
	Participants and staff – unreported breaches
	Explain data breach reporting process and provide examples
	Ensure relevant IT controls are in place
	Event Coordinator
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Personal data used maliciously
	Participants and staff – privacy violations
	Removed personal data from sight and advised participants to do the same
	Provide guidance on appropriate settings
	Event Coordinator
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx

	Risk of copyright infringement
	University and staff – legal liability
	Documented permission to use or reproduce third-party materials
	Ensure all materials have appropriate permissions
	Event Coordinator
	Before activity begins xx/xx/xxxx
	Xx/xx/xxxx
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	Assessment carried out by
	
	DSO
(name, email and contact no)
	

	Date assessment carried out 
	
	State the process for recording a concern
(name, email and contact no)
	

	Head of School / Director Sign off
(Name and date)
	

	What are the hazards?
	Who might be harmed and how?
	What are you already doing to control the risks?
	What further action do you need to take to control the risks?
	Who needs to carry out the action?
	When is the action needed by?
	Date complete?

	Psychological capacity
	Young persons aged 16 or 17 may experience emotional challenges due to course content
	Presume sufficient capacity unless significant evidence suggests otherwise
	Ensure information provided to applicants is clear about content
	Course coordinator
	Xx/xx/xxxx
	Xx/xx/xxxx

	Physical Capacity
	Young persons may not be physically capable of some manual handling activities
	Training and supervision can be provided
	Complete a risk assessment in compliance with manual handling regulations
	Health and Safety Officer
	Xx/xx/xxxx
	Xx/xx/xxxx

	Ionising Radiation
	Young persons may have a slightly increased risk of cancer and hereditary defects
	Statutory dose limits are set
	Design work procedures to keep exposure as low as reasonably practicable
	Lab Supervisor
	Xx/xx/xxxx
	Xx/xx/xxxx

	Biological Agents
	Young persons may be at greater risk if they suffer from other health conditions or effects of medication/pregnancy
	No increased risk compared to adults
	Complete a risk assessment in line with COSHH requirements
	Lab Supervisor
	Xx/xx/xxxx
	Xx/xx/xxxx

	Lab or substance hazard - Toxic, harmful, corrosive and irritant substances
	Lack of experience/awareness might lead to increased chance of accident
	Young persons are not physiologically at greater risk
	Complete a risk assessment in line with COSHH requirements
	Lab Supervisor
	Xx/xx/xxxx
	Xx/xx/xxxx

	Electrical Hazards
	Risk of electric shock, burns or electrocution due to lack of experience
	Young persons must not carry out electrical work unless sufficiently trained and supervised
	Ensure appropriate supervision and training
	Facilities Manager
	Xx/xx/xxxx
	Xx/xx/xxxx

	Handling Animals
	Young persons may be more at risk due to inexperience
	Safety management systems provide training and supervision
	Risk assessments should consider experience and maturity
	Activity Coordinator
	Xx/xx/xxxx
	Xx/xx/xxxx

	Noise
	No evidence of increased risk to hearing for young persons
	Compliance with Noise at Work Regulations 2005
	Ensure continued compliance
	Health and Safety Officer
	Xx/xx/xxxx
	Xx/xx/xxxx

	Psychological capacity
	Young persons aged 16 or 17 may experience emotional challenges due to course content
	Presume sufficient capacity unless significant evidence suggests otherwise
	Ensure information provided to applicants is clear about content
	Course coordinator
	Xx/xx/xxxx
	Xx/xx/xxxx






[bookmark: _Safeguarding_Children_and_3][bookmark: _Hlk174110114]Safeguarding Children and Adults at Risk – Guidance Notes on the completion of a Risk Assessment Form for Allegations Against an Employee, Student or any other member of the University Community (e.g. contractor, worker, honorary title, visiting academic) 
· For staff: The risk assessment should be completed by the employee’s line manager, with support from Human Resources and external stakeholders as appropriate.  
· For students: The risk assessment should be completed by the school manager (or delegate), with support from Student Cases, Academic Registrar or Director of Student Life (or delegate) 
· For other members of the University Community: Contact Head of Compliance and Risk or Academic Registrar for advice on completion of risk assessment 
· Risk is a combination of the likelihood and severity of a specified event (incident). The risk assessment template is used to undertake a detailed assessment when a member of staff, student or any other member of the University Community (e.g. contractor, worker, honorary title, visiting academic) has a serious allegation made against them or is considered to be a potential risk to children or adults at risk (see definitions in Safeguarding Children and Adults at Risk Policy).
· The objective of the risk assessment form is to establish whether there is a risk posed by the individual/the individual presents a risk to children/vulnerable adults, and if so, to establish what appropriate mitigating factors or additional controls can be put in place to ensure that the risks are reduced to an acceptable level. Any controls will be implemented for the assurance of all parties. 
· When assessing likelihood (PLR = Probable Likelihood Rating) in the form you should ask yourself: 
Given what we know and the controls already in place, how likely is it that this person could harm a child or adult at risk?
Use the scale below to choose a score:

	Score
	Descriptor
	Description

	5
	Almost Certain
	Likely to occur on many occasions

	4
	Likely
	Will probably occur

	3
	Possible
	May occur 

	2
	Unlikely
	Do not expect it to happen but it is possible

	1
	Rare
	Can't believe that this will ever happen


· When assessing Consequence (PCR = Potential Consequence Rating) in the form you should ask yourself: 
If harm did occur, how serious would the impact be — both for the individual affected and for the University?
Use the scale below to choose a score:

	Score
	Descriptor
	Actual or potential impact on individual
	Actual or potential impact on organisation

	5
	Catastrophic
	Death or national adverse publicity 

	Service closure
Serious incident reporting (e.g. charity commission/HEFCW)
National adverse publicity, possible investigation

	4
	Major
	Permanent physical/psychological injury
	Service impact/closure
Serious incident reporting (e.g. charity commission/HEFCW)
Local adverse publicity,  possible investigation

	3
	Moderate
	Semi-permanent injury/damage

	Needs careful management of communication
Risk to organisation 

	2
	Minor
	Short term injury/damage
	Risk to organisation 


	1
	Insignificant 
	No injury or adverse outcome
	No risk at all to the organisation



· When calculating the risk rating - Multiply the score for Likelihood of the adverse event occurring (PLR = Probable Likelihood Rating) by the score for Consequence of the potential outcome (PCR = Potential Consequence Rating). This gives you a Risk Rating (RR) Score.
· Once you have the score, refer to the table below to determine the risk level (Low, Moderate, or Unacceptable).
Then, follow the appropriate action outlined
	       Likelihood
              
(PLR)
Severity (PSR)
	Almost Certain
5
	Likely
4
	Possible
3
	Unlikely
2
	Rare
1

	Catastrophic   5
	25
	20
	15
	10
	5

	Major           4
	20
	16
	12
	8
	4

	Moderate      3
	15
	12
	9
	6
	3

	Minor           2
	10
	8
	6
	4
	2

	Insignificant 1
	5
	4
	3
	2
	1



	RR
Score
	RISK LEVEL
	ACTION AND TIMESCALE

	1 - 5

	LOW

	
Provide support for the individual.
Continue normal working activity with close monitoring

	6 - 10
	
MODERATE

	
Provide support for the individual
Consider redeployment to low risk area or work with adapted role/increased supervision whist enquiries undertaken


	
11- 25


	UNACCEPTABLE

	Provide support for the individual
Potential suspension pending further enquiries



· The completed form must be kept in a secure location and be held in accordance with the University’s Records Management Policy. 
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	Name of Individual:
	

	Role title/course/relationship with the university:
	

	Division/ School:
	

	Nature of Allegations:

	

	Type of abuse alleged:

	Neglect / Emotional Abuse/ Sexual Abuse / Physical Injury / Domestic Abuse / Financial Abuse / Other (please specify)

	Severity of abuse alleged. 
If unsure, please contact your local HR team or appropriate Designated Safeguarding Officer for further advice
	Mild / Moderate / Severe


	How many times has the alleged abuse occurred 
	One occasion / More than one occasion / Not known

	Persons present at the time of incident (if known)
	

	Legal proceedings: 
	None / Care Proceedings / Criminal Proceedings 

	Staff - Employment details:
	Administrator / Academic / Clinical / Other (please specify) 

	Student – details 
Please state relevant information about the student(s) including subject/school, year of study, professional body considerations, placement and field trip activities, paid or unpaid employment with the University, specific roles undertaken etc: 

	

	Other role holders:
	Please state information about the role:  


	Does the individual have access to children or adults at risk? 
	Yes / No

	Does the individual have unsupervised access to children or adults at risk? 
	Never / Occasional / Regular 

	
	

	Initial Risk Rating - Determine and record your PLR and PCR below and then calculate your IRR
Search guidance notes on the completion of a Risk Assessment Form for Allegations Against an Employee, Student or any other member of the University Community to determine your PLR and PCR and calculate your IRR/RRR

	Probable Likelihood Rating (PLR) x
	
	x
	Potential Consequence Rating (PCR)
	
	x
	Initial Risk Rating (IRR)

	=
	

	Record the Risk Level
	Low / Moderate / Unacceptable 

	Safeguards needed to minimise/eliminate risk:

	See appendix 1 for suggested actions. Record here. 

	Feasibility of implementing safeguards:

	

	
	

	Revised Risk Rating – Determine your revised risk rating. With the above actions implemented the risk rating figure would be reduced to:

	Probable Likelihood Rating (PLR) x
	
	x
	Potential Consequence Rating (PCR)
	
	x
	Initial Risk Rating (IRR)

	=
	

	Record the Risk Level
	Low / Moderate / Unacceptable 

	
	

	Recommendations
	Appendix 1 outlines details of activity and proposed mitigation. Record here.






	
	

	Assessment complete by 
	

	Signature
	

	Position
	

	Date
	

	Review Period
	

	Dates of next Review 
	





Appendix 1 – Risk Assessment according to task.
Staff/Employee: 
	Work type

 
	Activity            Undertaken – Yes/No

	Are there adults at risk  involved?
	Does this activity involve individuals under 18 years of age?
	Proposed mitigation to any risk identified.

	Teaching (provide details) 
	
	
	
	

	 General job role 
	
	
	
	.

	Open days
	
	
	
	

	Outreach work / Engagement activity
	
	
	
	

	Demonstrations
	
	
	
	

	Other work on behalf of the University (please specify)
	
	
	
	

	Professional Body
	
	
	
	

	Line Management
	
	
	
	



Student:  
	
 
	Activity            Undertaken – Yes/No

	Are there adults at risk  involved?
	Does this activity involve individuals under 18 years of age?
	Proposed mitigation to any risk identified.

	Academic activities  (provide details) 
	
	
	
	

	Placements (compulsory or voluntary?) 
	
	
	
	.

	Open day involvement
	
	
	
	

	Outreach work / Engagement activity
	
	
	
	

	Demonstrations
	
	
	
	

	Other work or activities on behalf of the University (please specify)
	
	
	
	

	Professional Body
	
	
	
	

	Supervisor or pastoral roles 
	
	
	
	



Other Roles:  
	Role 
 
	Activity            Undertaken – Yes/No

	Are there adults at risk  involved?
	Does this activity involve individuals under 18 years of age?
	Proposed mitigation to any risk identified.

	General role 
	
	
	
	

	 Academic/Teaching (provide details)
	
	
	
	.

	Open days
	
	
	
	

	Outreach work / Engagement activity
	
	
	
	

	Demonstrations
	
	
	
	

	Other work on behalf of the University (please specify)
	
	
	
	

	Professional Body
	
	
	
	

	Line Management / supervisor or pastoral roles 
	
	
	
	






