	Risk Assessment and Operating Procedure ~ Chase Terrace Technology College


	Activity
	Words & Willow – National Memorial Arboretum – June 2010


	Persons at risk
	Staff and Pupils

	Minimum Qualification of Leader
	Qualified and Experienced Teacher
	Minimum Qualification of Assistant Leader(s)
	Qualified and/or competent adult

	Maximum Group Size
	30
	Minimum Staffing Ratio
	1:15 or less


	Risk Assessment

	Hazards
	Control Measures

	General - All Accidents, Incidents and Emergencies

Transportation by Coach (risk of road accident injury, stopping on hard shoulder, loading and unloading, sickness etc.)

Transportation by Minibus (risk of road accident injury, stopping on hard shoulder, loading and unloading the vehicle, sickness etc).
Pupils getting lost or detached from the group
Medical Condition or illness
Inappropriate contact with other people
Weather Conditions

Indirect or Remote supervision (pupils allowed to visit a shop or town centre on their own)

Danger from Road Traffic
Walking

Accident in gardens, parks and/or areas of ruins and uneven ground 

(Likely to arise when visiting places such as the National Memorial Arboretum, archaeological sites, areas of ruins, monuments and attrcactions set in open ground or gardens. Also includes injuries from falling off walls, incorrect handling of tools, vehicle accidents etc).
Accident, Injury or infection from soil, plants, trees and water features (poisonous foliage and/or fruit, thorns and spines, unhygienic surfaces, slipping on wet floors, falling in water or from trees).
General behaviour and attitude at the National Memorial Arboretum, (including emotional and psychological stress from visiting Sites and attractions, fear of heights, home sickness, bullying etc)

	· All staff briefed regarding roles, responsibilities and procedures

· School and LEA has emergency plan for dealing with an incident on an educational visit

· Leader conducted detailed pre-visit inspection to check venue(s) and facilities, and identify hazards

· Leader requested confirmation that the venue(s) to be visited has suitable and sufficient Safety Management Policies and Systems (inc. Fire Policies and Risk Assessments) in place

· An additional Specific Visit Risk Assessment will be completed with respect to particular individuals, venues, and activities

· Staffing ratios are in line with LEA guidelines

· All leaders will be briefed regarding risk assessment and control measures

· Parents have been informed of arrangements prior to visits and written consent given

· Contact details of parents will be held by all leaders and home/base emergency contact during the visit

· Home contact and all leaders will be briefed regarding emergency procedures

· All leaders will carry mobile phones

· At least one Leader has appropriate current first aid qualification

· First aid kit will be checked and taken with group

· First aid kit will be easily accessed by all leaders

· Any medication will be kept secure and accessible only to leaders 

· Leaders are aware that they need to maintain ongoing risk assessment

· The programme is planned to avoid high risk situations.
· Check that the coach operators have been vetted and approved by the L.E.A.

· Students to wear seatbelts at all times and to remain seated and facing front when the vehicle is moving.

· Pupils warned about distracting or disturbing the driver.

· A member of staff to sit behind driver and by the emergency exit.  Other adults to be positioned to ensure effective supervision.

· Ensure safe locations chosen for loading and unloading of the vehicle.  Students should be given clear road safety instructions prior to disembarkation, particularly if a stop is made on the side of a busy road or the hard shoulder of the motorway.

· Check all baggage and equipment is stored in designated areas and does not block aisles or exits.

· If a student feels unwell they must report the matter to the staff as soon as possible.

· Leaders will need to exchange mobile phone numbers if using more than one vehicle.

· Ensure students, parents and staff know what to do if they miss the scheduled pick up and departure times.

· Leaders to conduct a head count on return to the coach after a visit or brief stop. 

· Ensure all necessary checks are carried out on the vehicle before departure.  This includes inspection of the location and condition of the onboard fire extinguisher and first aid kit.

· Drivers to hold Staffordshire LEA license to authorise them to transport schoolchildren.

· Ensure adequate stops or breaks are taken in accordance with county driving regulations.

· Where possible the driver should be accompanied by another adult to help supervise the passengers.

· Accompanying adults will need to help monitor the drivers speed to ensure it does not exceed national limits.

· Ensure all luggage and equipment are not blocking the aisles or emergency exits and is adequately secured to prevent injury during braking.

· Care needs to be taken when handling heavy items of luggage.  Adhere to appropriate manual handling techniques to avoid injury.

· Briefing given to students on height of access step/head room when entering side and/or rear door.
· Students instructed to wear seat belts at all times and to remain seated and facing forward when the vehicle is moving.  All seat belts should be checked at the start of each journey.

· A safe location must be chosen to load and unload the vehicle.  Students should be given clear road safety instructions prior to disembarkation, particularly if you have to make a stop on the side of a busy road or the hard shoulder on a motorway.

· Emergency exit doors to be checked and unlocked at the start of the journey.
· Warnings should be given about distracting or disturbing the driver.

· Students must never tamper with any of the vehicles equipment or controls and also be warned about leaning out of, or throwing things from the windows.

· If a student feels unwell they must report the matter to the driver or supervisor as soon as possible.  On longer journeys staff should carry sick bags and/or a bucket, disinfectant and paper towels.

· Ensure students and parents know what to do if they miss the scheduled pick up and departure times.

· A mobile phone must not be used by the driver unless the vehicle is stationary. An accompanying supervisor could make or take calls when in transit.

· Staff will need to exchange mobile phone numbers if using more than one vehicle.

· Conduct a head count of passengers and ensure a list of occupants and their contact details are placed in the driver’s door well.

· Operate a “buddy” system to ensure no pupil is left on there own.
· Group will be divided into small units each with its own specified adult leader
· Young people will be briefed regarding procedure if lost/separated
· Establish a meeting point and times for the whole group to return to during or at the end of a visit.

· Students to be informed where a member of staff can be found at all times.
· Clearly define the limits of the area where pupils can be supervised from a distance.
· Leaders to patrol the area to monitor behaviour and use mobile phones to keep in regular contact.
· Provide students with contact numbers for staff and school in case of emergency. 
· Young people are briefed to ask permission from an adult leader if they wish to leave the main group for any reason
· Leaders will make frequent head counts particularly at arrival/departure points, and when separating and reforming 

· Young people and parents will be reminded to bring individual medication

· Visit leader will carry information regarding medical conditions and relevant medication carried 

· Staff will be briefed and trained regarding administering of relevant medication

· Young people will be briefed to eat/drink sensibly

· All medical conditions will have been notified on parental consent forms and all staff informed.

· Spare medication to be carried by leaders with the permission of parents.
· Advice will be taken from SENCO
· Individual risk assessments will be carried out 
· Additional staffing will be arranged to ensure safe supervision if necessary

· A first aid kit should be carried or be close at hand.  Staff need to be aware of its location and the names of any qualified First Aiders.

· Pupils requiring medical attention should be accompanied by a member of staff unless alternative arrangements have been agreed with parents.
· Students advised to ignore behaviour and/or attention of other people and to report the incident to a member of staff immediately.

· Staff will need to ensure all students are made aware of appropriate responses should anyone approach them, or if they are offered anything by a stranger
· Check weather forecasts before departure and monitor atmospheric changes during the visit.

· Pupils advised on wearing suitable clothing 

· Staff to closely monitor the students for the effects of cold and wet weather on their health. 
· In hot and sunny conditions the students will be advised to wear hats, drink fluids and apply sun cream. 
· Young people will be sufficiently briefed and assessed as competent (any individual for whom indirect supervision is not considered suitable will be directly supervised)
· Clear guidelines and emergency procedures will be set and understood
· Young people will remain in groups or buddy systems at all times
· Young people will know how to contact staff if they have a problem
· Staff understand that they are still responsible
· Rendezvous points and times will be set
· Leaders and young people will be briefed about rearrangements, including time and place of meetings. 

· The central meeting point arranged will be staffed by fulltime rota or at very regular times

· Students to be fully briefed on road safety and advised to use pedestrian crossings where available.

· Staff to escort pupils across busy roads and to closely supervise groups where traffic is a problem.
· In some situations a member of staff may need to accompany individuals who are frightened or anxious

· Leader will conduct pre-visit to check walking routes and potential hazards

· All staff will have maps, and will be briefed regarding routes

· Pupils to remain together and walk in their groups.

· A member of staff to be always at the front and rear of the party, with the others positioning themselves alongside the group between the students and the road itself
· Pupils to stop at road junctions and wait for directions from staff.

· Group to stay on wide footpaths and cross roads at pedestrian crossings or specified locations which are considered to be low risk..

· Regular head counts to be conducted. 

· Individual students to be accompanied or reassured by staff where necessary 
· Walking routes will be planned to avoid fast or dangerous sections of road

· All walking routes beside roads will be closely supervised by staff

· Staff will be fully briefed with respect to supervisory responsibilities
· If abroad, young people will be briefed regarding right-hand traffic and any local traffic rules
· Students are clearly briefed about any terrain hazards, such as slippery, uneven paths, steps, boardwalks, and steep ground. 

· Supervision area to be clearly defined and limits set by staff.  The location of a base/meeting point to be established.

· Pupils must comply with any restrictions in place, particularly areas cordoned off for essential works.

· One member of staff to remain at the base/meeting point while the others patrol the area to check on behaviour.

· Students instructed to observe safety signs.

· Pupils are advised about wearing suitable footwear and to avoid running downhill and taking shortcuts down very steep banks.

· At least one staff member has knowledge of and is either prepared or qualified to undertake first aid.

· Do not allow students to pick up tools or climb on walls, fences, machinery or vehicles.

· Pupils and staff to be aware of the movement of works vehicles on main pathways in the grounds.
· If pupils have had any contact with unhygienic surfaces such as soil, plants and water features they must wash their hands.

· Trees must not be climbed under any circumstances.

· Pupils will need to be made aware of foliage overhanging walkways.

· The dangers of unfenced water features needs to be explained.   Staff to be extra vigilant in these areas.

· Pupils must walk and not run in public areas, particularly where access is limited, on stairways and where the floors are often wet and slippery.
· Students and staff to be fully briefed on what to expect during the visit.

· Guidance will be given on appropriate conduct during the visit.  Any comments or behaviour likely to upset other people will not be tolerated.

· Staff to remain vigilant for any noticeable changes in behaviour or attitude.

· At least one member of staff to always be available for additional support and counselling.

· Any student who is distressed and has to be removed from the site must be accompanied by a member of staff. 

· One member of staff to remain at the base/meeting point at all times.

· Pupils must walk and not run in public areas, particularly where access is limited, on stairways and where the floors are often wet and slippery.
· Young people will remain in pre-arranged groups or pairs  

· Young people will operate a buddy system - each responsible for named other(s) and must accompany each other at all times (inc. visits to the toilets)

· Young people are briefed to inform/request permission from adult leader if they wish to leave the main group for any reason.  

	Further Action Required: 1. Ensure all persons staffing the visit are aware of and competent to comply with this risk assessment and the control measures.


	Working Practice

	Group structure

Restrictions

Emergency Procedure


	The party will be together for most of the time.  If necessary the students can be divided up into smaller groups supervised by a member of staff. Each member of staff will have responsibility for registering and monitoring specific groups.
Pupils must not leave designated areas unless accompanied or given permission by a member of staff.  Adverse weather conditions may lead to a change in the programme of activities for the day.  
Secure the group in a safe area and deal with the emergency.  Call for assistance if necessary.


	Safety Equipment
	First Aid kit and Mobile Phone


	Staff Member(s) Producing This Risk Assessment
	K Scotter


	Date of This Review
	29/04/10
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