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HIGH SCHOOL RISK MANAGEMENT TEMPLATE
Business Continuity Plan Risk Assessment: The Business Continuity Plan questionnaire should be completed first to identify the school’s key risks, vulnerabilities, and preparedness gaps. The risks highlighted through that process should then be transferred into this risk management template, which serves as the operational document for guiding implementation of mitigation measures, assigning responsibility, setting timelines, and tracking progress.
Purpose: This Risk Management Template helps high schools identify operational risks, assess their likelihood and impact, document existing controls, assign responsibility, and track mitigation actions for learner safety, staff welfare, asset protection, compliance, and continuity of learning.
How to use this template: For each area of operation, record the asset or activity at risk, describe the risk event, rate likelihood and impact, document treatment actions, assign an owner, set a target date, and update the status during termly risk reviews.
	Risk Rating Guide
	Definition

	Low
	Unlikely to occur or has limited impact; monitor through routine controls.

	Medium
	Possible occurrence or moderate impact; requires planned mitigation and periodic review.

	High
	Likely to occur or has serious impact on learners, staff, assets, compliance, or operations; requires urgent action and senior management oversight.



Area of Operation: School Transport
	Asset/Activity
	Risk Event
	Likelihood
	Impact
	Risk Rating
	Controls / Treatment
	Action Owner
	Target Date
	Status

	School bus, learners, driver, road users
	Road accident, third-party liability, vehicle damage, or theft of parts while parked.
	Medium
	High
	High
	Maintain comprehensive insurance; install and monitor speed governor; conduct driver retraining; keep service records; park in a lockable, well-lit enclosure; maintain trip logs and emergency contacts.
	Transport Manager / Deputy Principal Administration
	Termly review
	Open / In progress / Closed


[bookmark: _Hlk169245494]Area of Operation: Classrooms, Library, Dormitories and Laboratories
	Asset/Activity
	Risk Event
	Likelihood
	Impact
	Risk Rating
	Controls / Treatment
	Action Owner
	Target Date
	Status

	Buildings, fixtures, furniture, books, laboratory equipment and learner accommodation
	Fire, blocked exits, overcrowding, unsafe electrical installations, or lack of emergency preparedness.
	Medium
	High
	High
	Install and service fire extinguishers and alarms; keep exits unlocked and clearly marked; conduct evacuation drills; inspect wiring; maintain occupancy limits; construct fire breaks or parapet walls where required; clear bushes around buildings.
	Principal / Boarding Master or Mistress / Safety Committee
	Termly review
	Open / In progress / Closed

	Buildings, compounds and drainage systems
	Flooding, water damage, leaking roofs, blocked drains, or overhead water tank failure.
	Medium
	Medium
	Medium
	Construct and clear drainage; inspect roofs and gutters; avoid overhead water tanks in ceilings; elevate sensitive materials; maintain emergency repair contacts.

	Facilities Manager / Maintenance Officer
	Before rainy season
	Open / In progress / Closed

	Trees, pathways and outdoor learning spaces
	Falling trees or branches causing injury or property damage.
	Low
	High
	Medium
	Prune branches; remove old or unstable trees; restrict access during storms; inspect trees after heavy rains or strong winds.
	Facilities Manager / Grounds Supervisor
	Termly review
	Open / In progress / Closed


Area of Operation: Kitchen and Dining Facilities
	Asset/Activity
	Risk Event
	Likelihood
	Impact
	Risk Rating
	Controls / Treatment
	Action Owner
	Target Date
	Status

	Kitchen building, cooking equipment, fuel storage and dining area
	Fire, burns, fuel leakage, smoke inhalation, or damage to kitchen facilities.
	Medium
	High
	High
	Install and service fire extinguishers, fire blankets and alarms; train kitchen staff on emergency response; separate fuel storage from cooking areas; maintain ventilation; clear bushes around the building; inspect gas and electrical fittings.
	Catering Manager / Bursar / Safety Committee
	Monthly inspection
	Open / In progress / Closed

	Kitchen drainage, food stores and dining area
	Flooding, water damage, blocked drains or contamination of food stores.
	Medium
	Medium
	Medium
	Construct and clear drainage; store food off the floor; keep water tanks outside ceilings; inspect plumbing; maintain cleaning schedules and pest-control records.
	Catering Manager / Maintenance Officer
	Before rainy season
	Open / In progress / Closed



Note to School Leaders: We appreciate that all schools face different risks, we urge you to continue populating this template with the areas you have identified in your respective school. 
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