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 INCLUDEPICTURE "http://wbcnet.admin.ad.wirral.gov.uk/departments/TechnicalServices/Data/TechnicalServices/PICTURES/CDR/LOGOMET.WMF" \* MERGEFORMAT \d 
	Department: 
	RISK ASSESSMENT

RECORDING FORM
	M34


	Guidance on completing this form is available in the Health & Safety Management Arrangements for Risk Assessment


A.  A copy of this risk assessment with Visit Specific Control Measures is to be added as an attachment to the Evolve Visit form.  

B   The contents should be shared with the EVC and Headteacher/Manager.

C   Please ensure that the risk assessment actually relates to this visit or offsite activity that has been provided below as an example, i.e. the risk assessment reflects this activity/these activities, at this location/these locations, led by these staff with these young people.  Account must be taken of any young people with particular needs and an informed judgement regarding weather and water levels (if relevant) is made.  Please ensure that this information is shared and understood by all staff and participants involved in leading, supervising and participating in the visit.

D  Submitting this risk assessment below (as an attachment on Evolve) without any alterations to suit the needs of the visit will not be accepted by the LA
	Location or 

address                     
	Date assessment

undertaken  
	Assessment undertaken 

by                   

	Activity or                       
situation  
	Review

date            
	Signature


	1) Hazard  (See appendix 2 - H&S Management Arrangements for Risk Assessment)
	2) Who can be harmed and how?  (See appendix 2 -H&S Management Arrangements for Risk Assessment)
	3) Generic Controls – What generic controls exist to reduce the risk?  
AND 

(If applicable) Visit Specific Controls

	Risk Score 

Consequence

X Likelihood


	4) Any further action;

This should be included in the action plan on overleaf

	1. ENVIRONMENTAL ISSUES   
     e.g weather

	
	· Weather forecast checked were appropriate

· Activities programme amended where necessary
(If applicable) now please list controls that are specific to your visit

· Driving hours limited, with back-up driver on long journeys

· Seat Belts used at all times
· Marshalling as group leaves coach, etc

· Appropriate stops for eating and care arrangements en route

· LA guidance on transport in private cars, minibuses, and public transport followed.
(If applicable) now please list controls that are specific to your visit

· All clothing appropriate to the activities and location, including the use of weatherproof clothing

· Appropriate footwear worn

· Special equipment checked

· All equipment appropriate to the activities and location
(If applicable) now please list controls that are specific to your visit

· Detailed programme, including alternatives for bad weather
· ‘Down time’ arrangements –careful planning

· Adequate supervision at all times with a duty rota in place

· Agree standards of behaviour and conduct

· Equipment suitable for activities and abilities of pupils.

If applicable) now please list controls that are specific to your visit


	
	

	2. TRANSPORT       
e.g. vehicles, drivers, arrival and departure of vehicles, breakdowns
3. EQUIPMENT CLOTHING SUBSTANCES

4.  ACTIVITIES AND PROCEDURES

e.g. Programme of activities, free time


	
	
	
	

	5. SUPERVISION COMPETENCE DISCIPLINE

6. OVERALL PLANNING MONITORING AND CONTROL

  e.g. Accommodation

· Emergency Contacts and Communication

· Insurance

· LA Notification

· Medical Arrangements

· Parental Information

· Research

· Special Needs

·   Visits Abroad

	
	· Prior assessment of leaders and helpers in relation to the visit, the pupils involved and the activities taking place

· Supervision ration to keep sufficient check on all the party – including accompanying children other than pupils

· Code of conduct established and maintained

· Adequate staffing numbers available

· Appropriate voluntary helpers used and fully briefed on their responsibilities

· Police check for helpers under the Child Protection Act

(If applicable) now please list controls that are specific to your visit

· Only suitable accommodation used and checked for appropriate facilities.  Fire precautions and certification checked and a fire drill carried out

· Emergency arrangements include carrying the contact numbers for all the participants, the emergency contact person at the establishment and for emergency services maintained by the leader of the party

· Mobile telephone available for emergency use

· Established appropriate emergency contacts with school and parents

· Critical incident procedures function properly

· Set up effective communication procedures with the group

· Insurance cover checked and parents informed of the limits of cover provided

· Prior approval/notification of adventurous activities, overseas visits or visits to challenging geographical areas carried out

· Specific adventure,overseas/residential activity guidelines are followed (LA policy and Guidance Documents)


	
	

	7.  OTHER


	
	· All relevant medical information of all participants obtained

· All Appropriate medical arrangements, including first aid

· Special potential health hazards associated with the site

· Is it necessary to notify parents.  Checks to be made

· Have you provided appropriate information for parents

· Meeting with parents

· Parental Consent

· Do you need and have they given their consent

· Researched the area, site accommodation, company

· Pre visit carried out

· Full account taken of any pupils with medical and/or special needs .

((If applicable) now please list controls that are specific to your visit


	
	


	  Risk Rating
	                                         Action Required

	      17 - 25
	Unacceptable – stop activity and make immediate improvements

	     10 – 16
	Tolerable – but look to improve within specified timescale

	       5 – 9
	Adequate – but look to improve at review

	       1 – 4  
	Acceptable – no further action but ensure controls are maintained





 (5) ACTION PLAN
	Action required:
	Responsible person
	Completion date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Action plan agreed with (signature)






Date
	
	








(1)	List hazards something with the potential to cause harm here


(2)	List groups of people who are especially at risk from the significant hazards which you have identified


	List existing controls here or note where the information may be found. Then try to quantify the level of risk the likelihood of harm arising that remains when the existing 	controls are in place based on the number of persons affected, how often they are exposed to the hazard and the severity of any consequence. Use this column to list the controls that you might take and develop all or some of that list into a workable action plan.  Have regard for the level of risk, the cost of any action and the benefit you expect to gain.  Agree the action plan with your team leader and make a note of it overleaf.  If it is agreed that no further action is to be taken this too should be noted.





Likelihood:               Consequence:





5 – Very likely	5 – Catastrophic


4 – Likely		4 – Major 


3 – Fairly likely	3 – Moderate


2 – Unlikely		2 – Minor


1 – Very unlikely	1 – Insignificant
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