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                                                           Glenwood Risk Assessment Checklist – Educational Visit   
	Group Leader:
	Venue:
	Date of Trip : 

	Checked by:
	Purpose of trip: 
	Duration: 

	Group size:
	Year Group:
	Staffing:

	Transport:
	Cost:
	Approval:

	                         **NOTIFY DINING HALL IF CHILDREN NEED A PACK LUNCH OR WON’T BE ATTENDING LUNCH AS EARLY AS POSSIBLE**


	Significant Hazards:
	Control Measures – tick as appropriate (additional measures can be added at the end)

	Planning & Organisation

(accidents/ Injuries)
	· All staff appropriately trained, experienced and qualified to fulfil roles and responsibilities
· All staff meet prior to visit to discuss and share risk assessment & implement management plan

· All staff made aware of roles and responsibilities prior to trip
· All staff will brief pupils on potential risks and hazards and expectations of behaviour and self-management

· Parents will be informed of arrangements prior to visits and written consent given

	Exposure to Adverse Weather

(cold/ heat injury, over exposure to sun)
	· Staff will consider possible weather conditions & plan as appropriate. Pupils will be aware of required clothing/ equipment etc
· Specialist/protective clothing will be made available to pupils as appropriate

· Staff will plan & make provision for pupils who may not have suitable kit, including arranging delivery before departure &/or spare items

· Staff will monitor daily weather forecast and adjust plans accordingly

	Pupil lost/ separated from group (trauma, upset, injuries)
	· Group leader will ensure all staff are competent & understand their roles
· Staffing to pupil ratios will be appropriate & sufficient for size of group

· Staff will use suitable and appropriate group control measures (buddy system, small groups with supervisors, coloured tops/caps)

· Staff will ensure pupils are aware of the itinerary, meeting arrangements, supervision

· Staff will conduct regular head counts – on arrival- departure/ separating-reforming groups
· Pupils will be briefed regarding response if approached inappropriately by a stranger, how to contact staff in an emergency & procedure if lost separated

	Family Members on visit
(inadequate supervision/ accident)
	· If family members or volunteers accompany group, the supervision and care of pupils will not be compromised

· Staff/ pupil ratios will be amended to account for split responsibilities

· A deputy leader will be appointed and fully briefed to take over responsibility/ leadership if required 
· Brief volunteers on the expectations and boundaries of their behaviour whilst participating in the educational visit. 

	Visit returns after school hours
(accident, upset, lost, abducted)
	· Parents/ guardians and pupils will be fully informed re collection arrangements after a visit
· Pupils will be properly supervised, after a visit, until they have been safely collected or dropped off as prearranged

· Clear, pre-planned procedures will be agreed for pupils that are not collected

· Pupils will not be left alone with just one member of staff & will use buddy system at all times 

	Emergencies
(inadequate procedures

-Delayed help/ support

-Deterioration of condition)
	· Group leader will carry a mobile phone (with charged batteries and in credit)
· Group leader will carry sufficient funds/ cash for pay phones

· Group leader will have access to emergency contact numbers/ procedures

· Group leader should ensure adequate First Aid Provision is available. 
· Contact details for Parents, Principals & school will be held by staff (including after-hours details)
· Contingency plan in event of accident &/or breakdown


	Significant Hazards:
	Control Measures – tick as appropriate (additional measures can be added at the end)

	Activities in, on or near water

(drowning, hypothermia)
	· All staff are aware of higher risks associated with water based activities

· All activities involving water will be carefully pre-planned and appropriate control measures put in place

· Swimming activities will be prepared by the administering facility, planned for with appropriate staff & equipment in place (life guards, life-saving equipment)

	Special Medical/ Behavioural needs of specific pupils

(injury/ illness
	· Up to date medical information regarding special/ medical needs of all pupils in the group will be available

· Staff will be fully briefed regarding pupils with specific needs and advice taken from SENco/ Parents as appropriate

· Individual needs and any specific risks will be identified and shared with relevant personnel

· Written parental consent will inform staff if medication is required or has been taken

· The activities will account for the special/ medical needs of the pupils

· Care will be given to ensure safe access and involvement: with regard to transport, venue and activities 

	Misbehaviour/ Misconduct

(accidents/ injuries)
	· Appropriate staffing supervision will be ensured so the group is managed safely 

· Pupils will be briefed regarding expectations of behaviour and conduct

· Advice taken from SENCo/ appropriate staff if there are concerns re behaviour, where individual risk assessments are required/ apply these will be drafted/ consulted.

	Allergic reactions, stings, bites, poisons

(trauma, illness)
	· Staff will be aware of pupils with specific allergies (epipen etc) and trained accordingly
· Staff will ensure pupils carry appropriate medication

· Known high risk situations will be avoided and appropriate avoidance action taken if necessary

	Additional Hazards?
	


	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


