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PINNER WOOD SCHOOL
EDUCATIONAL VISITS POLICY

INTRODUCTION
An offsite visit must have significant educational value and be suitable for the
children’s age group. Successful visits have good planning, good organisation
and good discipline. It is essential that:

= the visit has a clear educational aim and value

= appropriate preparations have been made

= follow up action is taken to review and reinforce learning

The guidelines written by the London Borough of Harrow “Requirements for
Educational Visits 2007 must be followed.

For Farm Visits reference must be made to a supplement in Health and Safety
of Pupils on Educational Visits (HASPEV) A Handbook for Group Leaders,
see Appendix 5.

AREAS OF RESPONSIBILITY
Governing Body
= The Governing Body must be informed of all offsite visits carried out by
their school. This can be in retrospect and the Governing Body does
not need to approve all visits beforehand.
= Governors’ approval is required for residential, overseas or
adventurous visits.
= Governors should ensure that risk assessments have been taken,
safety measures are in place and training needs of staff have been
addressed.
» Head teachers’ reports to governors should refer to offsite visits and
keep governors informed.

Head teacher
= The headteacher should appoint an Educational Visits Co-ordinator
(EVC) who will act on behalf of the headteacher.
= All visits must be approved by the headteacher, who should be aided
by the EVC. (see Appendix 1 EV1)
= The Headteacher's report must refer to offsite visits and keep
governors informed.
» The Headteacher must ensure that both the LA has given approval for
any residential, overseas or adventurous Visits.
= The head teacher must ensure that the leader of any offsite visit has:
-good leadership qualities
-read and understood the LA “Requirements for Educational
Visits 2007”
-relevant experience
-undertaken risk assessments

Educational Visits Co-ordinator
= The EVC should have read and understood “The Role of the EVC” as
printed in the Borough “Requirements for Educational Visits 2007”.



= Specifically the EVC should ensure the visit is in line with LA and GB
guidelines and should sign EV1 (see Appendix 1)

Ensure the suitability of all staff

Appoint an appropriately experienced Visit Leader

Ensure the Visit Leader fully understands his/her role

Implement effective emergency contact arrangements

Ensure LA regulations are followed

Ensure governors are informed

Inform all staff at regular annual staff meetings of the current school
policy on educational visits.

Staff

= It is a requirement that at least one member of staff has attended an
EVC course and is either leading the visit or has ensured the
accompanying staff have received the necessary training and advice to
ensure that they are suitably informed.

= There must be at least one member of staff on the visit who has a good
working knowledge of First Aid. The Event Specific Risk Assessment
will identify the First Aid requirements.

» The designated First Aider must have current information on any
medical conditions appropriate to the party and any special needs
within the party.

= A Teaching Assistant may lead a visit under certain circumstances but
a parent or student teacher may not.

= |If parents are in charge of a group, the Visit Leader must give very
clear guidelines where they can or cannot go

= |If parents have a responsibility 1:1 with a child, a CRB check must
have been carried out.

Visit Leader
The nominated Visit Leader and teachers have ultimate responsibility for
pupils at all times, even when the group is under instruction by a member
of a centre. Everyone, including pupils must have a clear understanding of
their roles and responsibilities.
The Visit Leader, approved by the Head teacher and EVC must complete
EV1 (see Appendix 1) and ensure the following:
= Risk Assessments have been undertaken and recorded (see
Appendix EV5)
= The Educational Visits Checklist has been completed (see
Appendix 4)
» Roles and responsibilities have been defined
= Accompanying adults have the following information:
-a group list
-which vehicle they are travelling in
-the person back at school who can be contacted in an
emergency
= There is a person who is available throughout the duration of the
visit who can be contacted by school



= An evaluation is completed at the end of the visit recording any
incidents (see Appendix 3)

FARM VISITS
(See Appendix 5)

RATIO OF SUPERVISION

There should be an appropriate supervision level at all times. This can be at
the school’s discretion.

There must be a minimum of 2 adults with any group.

INFORMATION TO PARENTS/PARENTAL CONSENT
Parents must be kept informed of all offsite visits.
= For regular routine visits, e.g. local visits not requiring transport,
parents can be informed when children start at school. The information
must include specific places e.g. Mansi’'s Garden Centre, St Edmund’s
Church etc.
= Parental consent must be obtained for ‘one-off’ visits, visits involving
transport or any visit having the potential for parental controversy.
= The Parental Consent Form should include space for parents to write
their current contact information.
= The following is a list of useful information to give parents:
-date of visit
-departure and return times
-method of travel, including name of coach company
-destination address
-name of leader, accompanying staff and designated first aider
-aims of visit
-activities outlined
-cost and method of payment
-code of conduct
-adult/pupil ratio
-space for parent contact details

MEANS OF TRAVEL
Crossing the Road
= Choose a safe crossing point where approaching traffic can be seen in
both directions. If possible use ‘safe’ crossing places eg pelican
crossings, footbridges.
= Gather the group away from the kerb or road edge. When it is safe to
cross, leaders should instruct the group to cross with care, walking, not
running, looking and listening as they cross.

Travel by Public Services

It is the responsibility of the Visit Leader to:

Ensure a risk-adverse route to the venue

TFL (or alternative transport provider) are aware of the school travelling
Ensure tickets are provided for all children and adults

Children have hi-vis jackets on for public part of journey



e All adults are confident of travelling to and from venue

Coach Travel
It is the responsibility of the Visit Leader to:
= Ensure the coach company has been awarded a Coach Marque.
= Reinforce the driver’'s responsibility to ensure that seat belts are in use
correctly.
= Ensure all children are wearing seat belts and if belts are not in working
order, to make alternative arrangements for travel. (eg a taxi)
= Ensure adequate supervision is provided throughout the coach.
= Ensure that a first aid kit and a mobile phone are carried in the coach.

PUPILS WITH SPECIAL EDUCATION/MEDICAL NEEDS
Every effort should be made to ensure that children with special needs are not
excluded from offsite visits.
Guidance to Visit Leaders:
= Ensure the Risk Assessment has included the special requirements of
these pupils.
= Check that supervision ratios are appropriate. Is additional supervision
required?
= Check arrangements for medication.
= Check parents have supplied all medical/relevant information.

EXCLUSION FROM OFFSITE VISITS

In certain circumstances children may be excluded from offsite visits.
Evidence to support this exclusion must be available.

ACTION IN CASE OF AN EMERGENCY OR INCIDENT
First

= Make arrangements for sick or injured people.

= Involve the emergency services as soon as possible.

= At least one member of staff must remain with the sick or injured.

Second
= Contact school by telephone.

Third
= The Head teacher (normally) should contact the next of kin of the sick
or injured person.
NB. Make sure the Visit Leader always has the school telephone number
available.

Fourth

= Visit Leader must complete an incident form, when back at school, and
this must be kept for 3 years.

DOCUMENTATION RELATING TO THE VISIT



ALL PARENTAL CONSENT FORMS, FORMS EV1 & EV5 AND
EVALUATION FORMS, AS WELL AS REPORTS OF ANY INCIDENTS,
SHOULD BE KEPT FOR 3 YEARS.

LIST OF APPENDICES

e EV1 Details of visits

e EV2 Visit Form

e EV3 Approval of a member of staff to lead an adventurous activity
(N/A)

e EV4 Provider Form (refer to Harrow Council - Requirements for
Educational Visits - Version 3.0)

e EV5 Event Specific Risk Assessment (refer to Harrow Council -
Requirements for Educational Visits - Version 3.0)

e Farm Visits

e Evaluation Form

Further Risk Assessment Form for use if appropriate.
e RA11l Outdoor-Indoor Events

RA15 Swimming Lessons

RA21 Sports

RA22 Watersports Sessions

RA23 Any Educational Visit

RA25 Visits involving Walking

RA32 Activity led by School

Walk to library etc

Policy Revised: January 2018

Review date: January 2020

(Chair of Governors)



EVALUATION FORM

Yes/no

Comments (if appropriate)

Was the visit appropriate to the
age and ability of the children?

Were the transport
arrangements satisfactory?

Was the level of staffing
sufficient?

Was the behaviour of all pupils
acceptable?

Were there any hazards not
previously noticed?

Were staff at the venue helpful?

Were arrangements/facilities at
lunchtime satisfactory?

Are there any points to consider
next time this visit is planned?




Farm Visits

"There is a seasonal increase in the number of cases of E.coli 0157 infection,
and there is a link between farm visits and infection in young children. This
means that some simple and sensible precautions should be taken." - Chief
Medical Officer -12 April 2000
Group Leaders should check the provision at the farm to ensure that
eating areas are separate from those where there is any contact
with animals;
there are adequate clean and well-maintained washing facilities;
there is clear information for visitors on the risks and the

precautions to take.

Ensure that
there is adequate trained adult supervision wherever children can
come into contact with animals and need to wash their hands;
all children wash their hands thoroughly immediately after touching
animals and before any eating or drinking;
shoes are cleaned and then hands are washed on leaving the

farm.

Never let pupils:
place their faces against the animals;
put their hands in their own mouths after touching or feeding the
animals;
eat or drink while going round the farm;
eat or drink until they have washed their hands;
sample any animal foodstuffs;
drink from farm taps (other than in designated public facilities);
touch animal droppings - if they do then wash and dry hands;
ride on tractors or other machines;

play in the farm area, or in other areas that are out of bounds such




as grain storage tanks, slurry pits etc.

The Chief Medical Officer’s revised guidance suggests:

individual supervision by an adult for every child younger than 12
months;

a supervision ratio of one adult for two children for children
between ages one and two;

gradually increasing ratios up to one adult for eight children for
children between ages five and eight;

higher standards for washing facilities.



Date/s of
visit

Destination

Activities

Leader

Age range

Nos.

Organising
Agency
Name

signed/date

EVC

signed/date

Head

* In signing the above | confirm that:
The planning and risk management for the visit has been checked and approved according to Harrow Council’s ‘Requirements for Educational
Visits’ guidelines, including adherence to the ‘Educational Visits Checklist’, and appropriate training/induction of the visit leader. The Governing
Body Policy on Educational Visits has been complied with.This form should be retained by the EVC on file at establishment, together with all

other documentation relating to the visit(s).

10
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EV2 Visit Form

This Approval Form must be completed for all visits that are :

Please tick which apply:

@ overseas
@ residential

@ involving an adventurous activity led by school staff (EV3 required)
@ involving an adventurous activity led by an external provider
Please tick which apply: [1 overseas [ residential

CJinvolving an adventurous
activity led by school staff (EV3
required) ] involving an
adventurous activity led by an
external provider School:

Name of EVC:

Dates of visit:

Approx. no. & ages of pupils:

Destination/Accommodation Address & Contact Number:

Educational aims:

Name of any external providers:

Travel arrangements:

School emergency contact numbers:

Visit Leader name & contact numbers,

(including mobile):

a) The planning and risk management for the above visit has been checked and
approved according to Harrow Council’s ‘Requirements for Educational Visits’

guidelines, including adherence to

the ‘Educational Visits Checklist’;

b) The Visit Leader has received appropriate training/induction;
c) The Governing Body policy on educational visits has been complied with;
d) I/we will approve the Event Specific Risk Assessment prior to the visit;

e) (If using an External Provider): |
agreed) Form EV4.

am in receipt of a completed (unmodified or

EVC

Headteacher

signed & date

signed & date

The following is available for inspection if required (please tick): [ Information letter/s

to parents

C1 Form EV5 Event Specific Risk Assessment (ESRA) [ Internal (school) approval

forms [] Other:

FOR HARROW COUNCIL USE
[1 The above Educational Visit is a

pproved by Harrow Council and may take place.

Signed:

for Harrow Council date

"1 Harrow Council requires the following information to be forwarded for
consideration prior to granting approval for this visit to take place:

Please send this form to: Health & Safety Services, 1st Floor, Civic 6, Civic Centre,

Station Road, Harrow HA1 6FX or

Fax on: 020 8424 7524

11




AA Using an External Provider - EV4 - Provider Form

AA.1 This section is applicable when a Council establishment intends to
employ the services of an External Provider, and where there is an element of
instruction, staffing, or guiding included, for example:

- Activity Centre

- Ski Company

- Educational Tour Operator

- Overseas Expedition Provider

- Climbing Wall where instruction is provided by climbing wall staff

- Freelance instructor of adventurous activities

- Youth Hostel (where instruction is provided)

- Voluntary organisation (e.g. Scout Association), where instruction is
provided

AA.2 For the purposes of Council approval, an External Provider is NOT:
Youth Hostel (where accommodation only is used)

- Hotel, B&B, etc

- Campsite

- Museums, galleries, etc

- Tourist attractions

- Theme Parks

- Farms

- Coach, Train, or Airline companies

- Swimming Pool

- Climbing Wall where instruction is provided by a member of your
establishment’s

Staff (Section Z applies)

- 'Volunteer" instructor of adventurous activities (see AA.11)

GENERAL

AA.3 The decision about the use of an external provider is the responsibility of the EVC,
Head of Establishment, and Governing Body (where applicable). The LA does not

6 appr oarnalprovalers or tour operators.

AA. 4 Counci l establishments should consider the
selecting an external provider.

AA.5 Council establishments that intend to use an external provider should check that all

aspects of the operation of the provider are satisfactory. In order to help ascertain this,
establishments must ensure that a O0Provider Form
the provider.

AA.6 The procedure is appropriate in all cases (but see AA.11 - AA.12), irrespective of
whether the provider has commercial, charitable, voluntary, or other status.

PROCEDURE

AA7

a) Photocopy O6Provider Formbé (2 sides).
b) Complete the top section.

¢) Send Provider Form to the provider.

d) On its return check that it has been satisfactorily completed.

12



e) Keep Provider Form on file together with all other relevant documentation.
f) It is not necessary to forward the Provider Form to the Council unless
specifically requested

AA.8 Important

If the Provider has made any alterations to the wording of the Provider
Form or is

unable to comply, then you must discuss this with the Provider, and if
necessary

seek advice from the LA prior to making a commitment with the
Provider.

NOTES

AA.9 The Provider Form should be sent to the provider at the time of making
a provisional booking and no deposits should be committed prior to its
satisfactory completion and return.

AA.10 The satisfactory completion of a Provider Form does not necessarily

signify that the service on offer will be appropriate for the young people from
your establishment. A pre-visit and references from previous users will help

you decide on its suitability.

AA.11 In some instances, for example where an establishment intends to use
an ‘external’, voluntary individual for services, then this person may be
regarded as a temporary member of staff and the procedure outlined in
Section Z may be appropriate. Please contact the Council where this applies.

AA.12 The above procedure is not sufficient for Overseas Expeditions (i.e.
those which typically take place in remote areas of the world and/or in
developing countries), for which separate arrangements are applicable and
must be complied with (see Section Q).

BB Code of Practice Review

BB1 It is the responsibility of the Divisional Director - Risk, Audit and Fraud to
monitor and review this Code of Practice in consultation with the Health &
Safety Manager, in consultation with the Trade Unions and to present any
necessary changes to the Corporate Director, Finance.

B2 Further advice and support

The Harrow Health and Safety Service can provide further help, advice and
support in carrying out risk assessments. They can be contacted on 020 8242
1512 (Extn: 2512) or via email at

healthandsafety.healthandsafety@harrow.gov.uk.

13



WORKPLACE RISK ASSESSMENT

TASK/ WORK ACTIVITY ASSESSED: OUTDOOR/INDOOR EVENTS - RA11
LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT
MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

their own children

Any children found unsupervised
will be returned to their parent or
sent to the meeting point

Set up a meeting point making it
visible and clear

Area of Who Hazard(s) Is the risk adequately controlled? | Tick | Further action required Review
Work/Task | might be

harmed date
Within Staff, Becoming crushed | Estimate how many are Staff/helpers should be placed at
rooms pupils, as overcrowded likely to come. the front door to help control the

contractor Ensure stalls are well spread out flow.

S Ensure exits from building are Reduce access to certain areas of

Visitors & clearly visible and are free from the building

public obstruction

Toilets need to be clearly identified
Activities slipping, tripping, Risk assessments for each piece of If risk is high, then discontinue use
(such as entanglement, significant hazardous equipment of activity. Ensure that adequate
bouncy bruising or should be carried out insurance to cover outside activities.
castle etc) abrasions Ensure that outside companies risk
assessment is approved

Throughout Lack of parental When advertising the event notify
fair supervision parents that they must supervise

14




TASK/ WORK ACTIVITY ASSESSED: OUTDOOR/INDOOR EVENTS - RA11

LOCATION:

DEPARTMENT:

ASSESSOR:

DATE OF ASSESSMENT

MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2

Area of Who Hazard(s) Is the risk adequately controlled? | Tick | Further action required Review
Work/Task | might be
harmed date

Home made Food Poisoning Follow guidance outlined in handout
cakes and Food allergy and sign stall some products may
pickles contain nuts
Throughout Injury or illness Site is previously checked for Liase with police, fire brigade,
fair whilst on premises | potential dangers (bottles, pot holes ambulance service, safety adviser,

etc) enforcing authority & other key

Signhed manned first aid points are players depending on the event.

set up, with access to water, toilets

and telephone At larger events St Johns

Ambulance will be called to cover
first aid

At face Painted Dermatitis allergy Good hygiene between customers
painting persons Hypo allergenic face paints to be

used

Signage to warn of risk
Throughout Violence All staff should be aware of any People with a history of violence to
fair incidents taking place be banned from entering the

Training for staff and helpers should

premises

15




TASK/ WORK ACTIVITY ASSESSED: OUTDOOR/INDOOR EVENTS - RA11

LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT
MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1

2

3

Area of Who Hazard(s) Is the risk adequately controlled? | Tick | Further action required Review
Work/Task | might be
harmed date
be given and procedures set on
what action to take if an incident
commences
Regular collections of money from
door and stalls should take place
Barbeque All eating | Burns See separate risk assessment
or Food poisoning
cooking Fire

16




TASK/ WORK ACTIVITY ASSESSED: SWIMMING LESSONS - RA15

LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT:

MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B c 1 2 3

Area of Who Hazard(s) Is the risk adequately controlled? Tick | Further action required Review
Work/Task | might be date
harmed
Supervising | Pupils Boarding One member of staff leading the group to No running at any time
pupils from | Staff bus the bus, this member of staff waits by bus
the school door until last pupil has boarded with the 2"
building Wandering | member of staff. All pupils counted on.
onto the on road
bus.
Supervising | Pupils Seat belts One member of staff or both checks that all If any pupil is standing up or moving
children on | Staff. not being belts are correctly fastened. about insist the return to seat and
school bus correctly are belted in correctly.
to the pool. fastened. All pupils are checked — one per seat.
Ensure one
pupil per Ensure pupils stay seated
seat.
Bus moves | Ensure all pupils are seated and ask the Ensure the bus is large enough to
off before all | driver not to pull away until you have told seat each individual pupil.
pupils are him/her all pupils are safely belted into their
seated. seats.
Driver Teachers ensure pupils know and
distracted understand the code of conduct for
due to pupil | behaviour whilst on a moving vehicle.
behaviour
Alighting the | Staff and | Pupils One member of staff leads pupils off the Should more than two adults be
bus pupils wandering bus, he/she then waits by the door, count present one will accompany the first
onto the pupils off the bus and ensure pupils wait by pupil and wait by the pool door for
road. the pool door until both staff have arrived. the other staff to join them.
This member of staff will stand facing the

17




TASK/ WORK ACTIVITY ASSESSED: SWIMMING LESSONS - RA15

LOCATION:

DEPARTMENT:

ASSESSOR:

DATE OF ASSESSMENT:

MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1

2

3

Area of
Work/Task

Who
might be
harmed

Hazard(s)

Is the risk adequately controlled?

Tick

Further action required

Review
date

pool door to enable all pupils to be seen at
all times.

Signing the
pupils into
the pool

Teaching
and pool
staff

The pool
managemen
t will need to
know exact
numbers of
people in
the building
should they
need to put
into place
emergency
procedures.

Exact pupil and staff numbers are recorded
at the pool reception on entry into the
building. One member of staff is designated
this responsibility.

Supervising
changing

Staff and
pupils

Pupils
unsupervise
d when
sharing
facilities
with
members of
the public.
Slips/trips/
falls.

Pupils may
lose items
of clothing.

Pupils are supervised throughout the
changing process.

First aid facilities are available at swimming
pool/leisure centre.

18




TASK/ WORK ACTIVITY ASSESSED: SWIMMING LESSONS - RA15

LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT:

MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

Area of Who Hazard(s) Is the risk adequately controlled? Tick | Further action required Review
Work/Task | might be date
harmed
Pupils (in | Where the Providing the school session does not clash If the session clashes with public
the vast school on with public changing female staff can changing & a schools only room is
majority some supervise the boys and escort them onto not available, the teacher in overall
of occasions poolside. charge will need to discuss with the
instances | cannot pool duty manager whether or not it
boys) provide is safe for the pupils to change
male and unsupervised or whether alternative
female staff arrangements can be made for that
to supervise particular day. If there is any doubt
swimming. by teacher or duty manager with
regard to the safety of the changing
process, the lesson should be
cancelled.
Supervising | Pupils/ Public using | Full supervision in the shower area. All Should any teacher or
toilet and staff facility at the | toilets and cubicles — teacher needs to be in accompanying adult have any
shower area same time. | the toilet area if pupils are using the suspicions regarding public
prior to pool cubicles. behaviour they should contact the
entry. Pupils pool duty manager immediately.
slipping on No pupil is allowed to shower on their own Please follow B&D swimming
the tiled or leave poolside to go to the toilet on their procedures and be aware of the
floors. own. consequences of false accusation.
Leading Pupils Not all Teacher/s count pupils on the poolside. Teachers and accompanying staff
pupils onto | /staff pupils remain on poolside and offer
the poolside accounted assistance to the instructors
and handing for. throughout the lesson.
over the
teaching of Swimming There is dialogue between the teacher in Risk assessments may from time to
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LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT:

MANAGER:

TASK/ WORK ACTIVITY ASSESSED: SWIMMING LESSONS - RA15

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

Area of Who Hazard(s) Is the risk adequately controlled? Tick | Further action required Review
Work/Task | might be date
harmed
swimming instructors charge and the senior instructor as to the time need to be made on a daily
responsibiliti are day’s issues or lack of them. basis, e.g. broken tile, extra slippy
es, and first informed of floor or floor area, these
aid and life any special assessments are made between the
saving issues school teacher and the senior
responsibiliti relating to swimming teacher and where
es to the the group necessary the duty manager.
swimming on the day Wherever there is a serious doubt
instructors. of visit. about safety the activity should be
cancelled for that day or until the
situation is made safe.

The Pupils Getting into | All swimming teachers have NVQ Level Il Any doubts about the actions of a
teaching of difficulty or | Qualifications and are very capable swimming teacher should be
swimming drowning teachers. reported on return to school.

SEE BOROUGH PROCEDURES AND

GUIDELINES FOR SWIMMING

PROVISION
Travel back | Pupils - As with the | As with journey to the pool As with journey to the pool
to school staff journey to

the pool.

All teachers and adults involved with the swimming programme must be conversant with the Borough Policy and Procedures for

swimming.

This sets out in more detail roles and responsibilities of individuals. It also sets out the pool emergency procedures and evacuation

procedures.
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WORKPLACE RISK ASSESSMENT

TASK/ WORK ACTIVITY ASSESSED: SPORTS — RA21
LOCATION:
DEPARTMENT:
ASSESSOR:
DATE OF ASSESSMENT
HEADTEACHER: SIGNED:
LEVEL OF RISK A B C 1 2 3
(using Risk Prioritisation System)
Area of Who Hazard(s) Is the risk adequately controlled? | Tick | Further action required Review
Work/Task | might be
harmed date
Field Pupils Slips, trips & falls. Pitch and local areas are to be
Teachers | Disease from inspected before use. Holes to be
Spectator | excrement, filled in. Excrement to be cleared
S puncture wounds and areas washed
Visitors contaminated All litter to be picked up before and
materials after the match
During the Children going All groups of children to be
game missing registered. Head counts to be
carried out by supervisors or
coach’s on a regular basis.
Gates shut (if possible) during
matches
Injury from play Protective equipment must be worn First aider is made available at all
by each player. Officials to keep a times during play
watch on all contact on players A phone to be made available
whilst on pitch during play
Posts Players Collapse of posts Posts to be erected/dismantled
and those | and injury by a competent person
erecting Weighted properly if freestanding
the posts Follow manufactures guidance
Install protective padding around
posts
Play of Pupils Injury from Only use competent referee, and or
game mismanagement supervisor
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WORKPLACE RISK ASSESSMENT

LOCATION:

ASSESSOR:

DEPARTMENT:

DATE OF ASSESSMENT:
HEADTEACHER:

TASK/ WORK ACTIVITY ASSESSED:

WATERSPORTS SESSIONS - RA22

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

pupils cannot
be belted in
correctly if
there is more
than one
pupil per
seat.

Ensure all pupils are seated
and ask the driver not to pull
away until you have told

Area of Who Hazard(s) | Potential Is the risk adequately Tick | Further action required Review
Work/Task | might be Outcome(s) | controlled? date
harmed

Supervisin | Pupils Ensuring One member of staff leading
g pupils Staff all pupils Run over by | the group to the bus, this
from the directly a vehicle member of staff waits by bus None
school board the door until last pupil has
building bus and boarded with the 2" member
onto the not wander of staff. All pupils counted

into the on.
bus. road.
Supervising | Pupils Pupils seat | Ejected out of | One member of staff or both If any pupil is standing up or moving
children on | and staff. | belts not their seats checks that all belts are about insist the return to seat and are
the bus from being and possible | correctly fastened. belted in correctly.
school to correctly the window
the pool. fastened. should the

bus crash. All pupils are checked — one

Ensure per seat. Ensure pupils stay seated

one pupll As above

per seat. because the
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TASK/ WORK ACTIVITY ASSESSED: WATERSPORTS SESSIONS - RA22

LOCATION:

DEPARTMENT:

ASSESSOR:

DATE OF ASSESSMENT:

HEADTEACHER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1

2

3

Area of Who Hazard(s) | Potential Is the risk adequately Tick | Further action required Review
Work/Task | might be Outcome(s) | controlled? date
harmed
him/her all pupils are safely
Bus moves | Pupils are not | belted into their seats.
off before | sufficiently
all pupils balanced and
are can bump
seated. into others or
fall, also they
can be
propelled
forward Teachers ensure pupils know
should the and understand the code of
driver have to | conduct for behaviour whilst
suddenly on a moving vehicle.
brake.
Driver
distracted | Driver looses
due to Concentratio
poor and n and makes
or loud an error of
pupil judgement
behaviour | due to
distraction.
Alighting the Pupil/s
bus Staff and | wandering | Run over by | One member of staff leads
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TASK/ WORK ACTIVITY ASSESSED:

LOCATION:

DEPARTMENT:

ASSESSOR:

DATE OF ASSESSMENT:

HEADTEACHER:

WATERSPORTS SESSIONS - RA22

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1

Area of Who Hazard(s) | Potential Is the risk adequately Tick | Further action required Review
Work/Task | might be Outcome(s) | controlled? date
harmed
pupils into the a vehicle. pupils off the bus, he/she
path of a then waits by the path to the
vehicle lake, count pupils off the bus
using the and ensure pupils wait by the None
car park. path until both staff have
arrived. This member of staff
will stand facing the line of
pupils to enable all pupils to
be seen at all times.
Collection of | Pupils Slips, trips | Child is left Two pupils are sent to collect None
changing & falls out | injured and the changing room key from
room key of sight of | undiscovered | the centre office, remaining
school in line of sight of a
staff supervising adult at all times.
Supervising | Staff and | Pupils Could have a | Pupils are supervised SOS card in changing rooms used in
changing pupils could fall head injury throughout the changing an emergency to alert centre staff
and injure | without process. who are qualified in first aid.
themselve | teachers
s on the knowledge,
tiled floor. | medical As above
treatment
could be
delayed if None
pupils are not
supervised.
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TASK/ WORK ACTIVITY ASSESSED:

LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT:

HEADTEACHER:

WATERSPORTS SESSIONS - RA22

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

Area of Who Hazard(s) | Potential Is the risk adequately Tick | Further action required Review
Work/Task | might be Outcome(s) | controlled? date
harmed
Leading
pupils down | Pupils Not all Pupil is Teacher/s count pupils on Teachers and accompanying staff
to the boat staff pupils injured or in the poolside. remain on poolside and offer
house and accounted | serious assistance to the instructors
handing for. difficulty throughout the lesson.
over the without
teaching of someone
watersports realising.
responsibiliti There is dialogue between
es, and first Watersport the teacher in charge and the Risk assessments may from time to
aid and life S A pupil may instructor of the child’s group time need to be made on a daily
saving instructors | be new to the | as to the day’s issues or lack basis, e.g. bad weather, staff
responsibiliti are school, this is | of them. sickness, poor water quality etc these
es to the informed the first assessments are made between the
swimming of any session, Instructors look after asthma school teacher and the centre
instructors. special instructors pumps in dry bags whilst the instructors. Wherever there is a
issues need to be session is underway (except serious doubt about safety the
relating to | aware that where support staff go afloat activity should be cancelled for that
the group | they could be | with pupils) day or until the situation is made
on the day | a weak safe.
of visit in swimmer.
particular | A child may
medical not feel 100
conditions, | per cent, they
for may need
example extra
asthma, supervision
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TASK/ WORK ACTIVITY ASSESSED:

LOCATION:

DEPARTMENT:

ASSESSOR:

DATE OF ASSESSMENT:

HEADTEACHER:

WATERSPORTS SESSIONS - RA22

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

Area of Who Hazard(s) | Potential Is the risk adequately Tick | Further action required Review
Work/Task | might be Outcome(s) | controlled? date
harmed
epilepsy or | etc.
diabetes.
Supervising Children may | Changing rooms are kept
toilet and Pupils/sta | Public be at risk locked when not in use, a None
changing ff using from being designated visiting member
room area facility at exposed to of staff to hold the key. All
during the the same contact with instructors are alerted as to
sailing time. un- police whom this is.
session checked No pupil is allowed to shower
Pupils adults. on their own or leave the
slipping on lakeside to go to the toilet on
the tiled Child is left their own. Pupils may be
floors. injured and sent up to the changing
undiscovered | rooms in pairs (ie: to go to
the toilet) provided that:
- A visiting police checked
adult is already present at
the changing rooms
- They are in line of sight of a
visiting adult on the lakeside.
The
teaching of | Pupils/ Getting Death All watersports instructors Any doubts about the actions of a
watersports | participati | into hold NGB qualifications watersports instructor must be
ng staff difficulty or applicable to the level of reported to the school's headteacher
drowning instruction they are and the Advisory Teacher for

delivering. The centre holds
an Adventure Activities

Outdoor and Environmental
Education (extn 4865) on return to
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TASK/ WORK ACTIVITY ASSESSED:

LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT:

HEADTEACHER:

WATERSPORTS SESSIONS - RA22

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

Area of Who Hazard(s) | Potential Is the risk adequately Tick | Further action required Review
Work/Task | might be Outcome(s) | controlled? date
harmed
Licensing Authority License school.
to instruct all the aspects of
watersports currently
undertaken on this site.
The need to | Pupils/sta | Accident, Minor or All watersports instructors It is important teachers and
administer ff dealing serious injury. | are fully trained in first aid, instructors are on good working
first aid or with blood they are trained to recognise terms and communication lines are
carry out a or other when an ambulance is always open. If the teacher is ever
rescue. body fluids necessary, they are fully unsure of something he or she must
in the pool trained to work with the speak to the senior instructor. It is
area. Death centre emergency essential all people know their
procedures, the are fully respective roles and responsibilities.
Child in trained to execute a safe The senior instructor will always lead
serious rescue. |IF AN INCIDENT in an emergency situation.
difficulty. ARISES THE SENIOR
DINGHY SAILING
INSTRUCTOR WILL
ALWAYS TAKE CHARGE
THE SAME
PROCEDURES USED
FOR CHANGING PRIOR
_ AND DURING THE
Changing WATERSPORTS
process
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TASK/ WORK ACTIVITY ASSESSED: WATERSPORTS SESSIONS - RA22
LOCATION:

DEPARTMENT:

ASSESSOR:

DATE OF ASSESSMENT:

HEADTEACHER: SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1

2

3

Area of Who Hazard(s) | Potential Is the risk adequately Tick | Further action required Review
Work/Task | might be Outcome(s) | controlled? date
harmed
after the SESSION
lesson Pupils
Pupils
could slip
and injure
themselve
s on the
tiled floor.
Travel back | Pupils -
to school staff As with the | As with As with journey to the lake As with journey to the lake.
journey to | journey to the
the lake. lake
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SCHOOL TRIPS RISK ASSESSMENT PRIMARY SCHOOLS

TRIP ASSESSED: Any Educational Visit

LOCATION:

SCHOOL:

ASSESSOR:

DATE OF ASSESSMENT:
MANAGER/HEADTEACHER

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2

3

Area of Who might | Hazard(s) Is the risk adequately controlled? Tick | Further action required Review
Work/Task | be harmed date
All Exposure to | Pupils and staff e Consider prevailing weather Provide clear information re:
weather — conditions and plan suitable clothing and equipment to
risk of cold, appropriate programme, parents.
injury, over clothing and equipment
exposure to e Plan for pupils who may not
sun bring suitable clothing — check
before departure, bring spares
e Obtain weather forecast on
day of visits and adjust plans if
necessary
All - Pupils lost Pupils e Supervising staff are Plan supervision before visit and
especially | or competent and understand brief staff and pupils appropriately
at arrival separated their roles
and from group, e Ratios in line with LEA policy
departure inadequate (see p: 21 in guidance)
points and | supervision e Use of suitable group control
when — risk of measures (break large groups
separating/ | injury or into smaller groups, each with
reforming death a named leader — coloured
groups caps worn etc)

e Discuss the plan for the day
with pupils and how they can
keep safe

e Brief all on what to do if
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separated from the group
(appropriate to age of pupils)
Regular head counts by
leaders particularly at arrival
and departure points and
when separating/reforming
groups

All

lliness or
injury

Pupils, staff

Level of first aid provision
assessed by leader (see
paragraph 26.3 p: 31 in
guidance)

Group leader to have good
working knowledge of first aid
First aid and travel sickness
equipment carried (see p: 31
in guidance)

Pupils and parents reminded
to bring individual medication,
and this is securely kept but
accessible

Mobile phones carried (by
group leader and deputy)
Emergency contacts with
school/head teacher and
parents arranged.
Emergency procedure
understood and in place

If first-aider needed — check
qualifications up to date. (Should
normally need re-validation every
three years).

Medication brought by pupils

Group leaders carry a copy of
emergency plan

All

Special
needs of
specific
pupils —
medical,
behavioural,
educational
— risk of
illness or
injury

Pupils

Obtain information from
parents

Take advice from SENCO
Make necessary arrangements
for individual pupils including
individual risk assessment and
additional staffing as
necessary

Use recommended parental consent
form

Review management of individuals
immediately after visit to inform
future risk assessments

A.S. AP
after visit

All

Leaders

Pupils, other

If staff (teachers or

Consider before staffing agreed
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own

children (not
pupils of the
school)-
risk of injury
or death

children or staff

volunteers’) family members
join the group pupil
supervision must not be
compromised)

Staff children are similar age
to group and supervised with
the pupils or separate
supervision arranged

Check insurance
arrangements
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SCHOOL TRIPS RISK ASSESSMENT GENERAL SCHOOLS

TRIP ASSESSED: Visits involving walking or using transport

LOCATION:

SCHOOL.:

ASSESSOR:

DATE OF ASSESSMENT:
MANAGER/HEADTEACHER

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

Area of Who might | Hazard(s) Is the risk adequately controlled? Tick | Further action required Review
Work/Task | be harmed date
All Road traffic | Pupils and staff e Appropriate supervision — Basic Road Safety covered with
— risk of supervisors competent and pupils as appropriate prior to visit
injury or briefed by group leader Keep a note of changes to route
death e Pupils briefed and educated in (road works etc)
basic Road Safety — rules for
keeping safe
¢ Route assessed by group
leader — site specific risk
assessment
e Parents informed
All Inappropriat | Pupils e Pupils and parents briefed on Check prior to departure
e footwear — the need for sturdy and
risk of slips comfortable footwear
trips and
falls
All Road Pupils, staff e Minibus is road worthy and Parental consent given for this form
transport — has current MOT of transport
minibus — e Minibus driver has D1 license
risk of and has done school or
injury, borough mini-bus test or has
death, PCV license. If abroad the
separation driver must have a PCV Regulations known by driver and
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from group

license.

Driver ensures that seatbelts
are used.

Luggage on roof does not
exceed 100kg

Luggage in vehicle is securely
fastened and not obstructing
aisles

If abroad driver follows EC
requirements

Driver must read and follow
borough guidance (see p: 32-
33 of borough guidance and p:
19 of Appendix — The Law
relating to minibus use.

Care always taken to park in a
suitable place for
disembarkation

Close supervision and head
counts during any breaks in
journey and getting in and out
of bus

adhered to

All

Road
transport —
private car —
risk of injury
or death,
abuse

Pupils, staff

Driver of car has been asked
to fill in form to check
gualification to drive, MOT
status of vehicle, seatbelts
fitted and working and
appropriate insurance (see
under section 26 in appendix —
Manor Junior School’s
compliance form)

Driver has undergone CRB
check if involved in prolonged
or regular contact with pupils
Driver briefed by group leader
about safe collection and
parking points at home and
visit venues

Parental consent given for this form
of transport

Schools may wish to keep
photocopies of drivers up to date
documentation but this is not
essential. Forms should be filled in
annually as a minimum.
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Driver to instruct pupils on
fitting seatbelts and check
before departure

Parents informed — consent
given

Pupils and staff briefed as to
behaviour expected on coach
— staying in seats noise level
(driver distraction) etc

All Coach Pupils and staff Borough transport or reputable Parental consent given for this form
travel — risk coach company used with of transport
of injury or appropriate third party liability
death cover If using a coach company for the first
Staff to check seat belts fitted time ask for a contact with schools
securely prior to departure and who have used them previously
whenever a pupils return to
seats after a break
Pupils and staff briefed as to
behaviour expected on coach
— staying in seats noise level
(driver distraction) etc
Parents informed — consent
given
Pupils prone to travel sickness
seated near the front
All Public Pupils, other Pupils and staff briefed about If group separated due to insufficient
transport — | children or staff where to stand - close to space on bus/carriage — agree a
bus or train supervisors and away from place first group to wait — leader or
— risk of kerb/platform edge whilst deputy to go with each group
injury or waiting for bus/train, and
death where to gather on exiting

bus/train

Head counts at each stage
when getting on and alighting
Pupils remain in seats whilst
bus/train in motion, until
signalled from supervisor to
alight.
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Pupils briefed as to acceptable
behaviour — need to pay
attention and watch for the
signal to alight

Parents informed — consent
given

35




SCHOOL TRIPS RISK ASSESSMENT GENERAL SCHOOLS

TRIP ASSESSED: Activity led by school — Walks in normal country

LOCATION: Parks, enclosed farmland and fields (NOT moor land, mountain and/or where possible to be more than 30 minutes from a road)
assumes that the leader is with the group- if appropriate see ‘Indirectly supervised walks.

SCHOOL:

ASSESSOR:

DATE OF ASSESSMENT:

MANAGER/HEADTEACHER SIGNED:

NB: the school Educational Visits Co-ordinator must approve Leader competence, with advice from the Advisory
Teacher for Outdoor Education as necessary. Measures of competence to include relevant training (BELA, MLTB

training) and/or evidence of recent (in last 12 months) and relevant experience in type of terrain to be walked.

LEVEL OF RISK A B C 1 2 3
(using Risk Prioritisation System)
Area of Who Hazard(s) | Is the risk adequately controlled? Tick Further action required Review
Work/Task | might be date
harmed
All Falls, Pupils and e Leader has experience of walking in Leader competence approved — if
drowning — | staff terrain and of leading groups necessary by checking through an
risk of Route researched and pre-walked — MIA at Pendarren (see above)
injury or significant hazards (cliffs, water Leader completes specific risk
death hazards, quarries) avoided or assessment for each walk as
carefully assessed necessary
Weather forecast obtained and On-going assessment by leader
conditions monitored; route changed during activity
if necessary
All Getting lost | Pupils, staff Leader has sufficient navigational Leader competence approved (see
— risk of skills above)
injury Group size as low as possible (good
practice is under 20) and well
supervised within LEA ratios (see p:
23 — 25 of Venturing Safely)
Large groups are best split into
smaller groups each with a
competent leader
Regular head counts
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Briefing of all pupils and staff

All Injury Pupils, staff One leader with each group is first Pre-planning of emergency
illness or aid trained (minimum of 8 hours) procedures and communication in
emergency First aid kit with each group (see p: line with LEA guidance.
away from 31 in ‘Venturing Safely’)
immediate Information about pre-existing
help — risk medical conditions and medication
of injury or carried
death Leaders are briefed and have
planned emergency procedures
Communications arranged (mobile
phones — for leaders NOT young
people to use in emergencies).
All Exposure Pupils, staff Obtain a daily weather forecast Provide clear information re: suitable | January
to weather Consider prevailing weather clothing and equipment to parents 2004
— risk of conditions and plan appropriate and pupils. Kit checked prior to
cold, injury, programme, clothing and equipment departure.
death over All participants have suitable
texposure footwear, clothing and equipment to
0 sun

match all expected conditions
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WORKPLACE RISK ASSESSMENT

TASK/ WORK ACTIVITY ASSESSED: WALK TO THE LIBRARY/ OTHER PUBLIC BUILDINGS - RA17

LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT

MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2 3

Area of Who Hazard(s)
Work/Task | might be
harmed

Is the risk adequately controlled?

Tick

Further action required

Review
date

Staff,
pupils,

Public road

to the library vehicles

Weather

Struck by moving

Adequate adult to child ratio.

Use crossings where available

Use specified way of crossing as
laid down by school.

Have regular stop points (depending
on the age of the children).

Check number of pupils within the
group on a regular basis.
Emergency arrangements to be in
place before the visit takes place —
ensuring all medical details for
pupils are obtained (with
medications if required) and a
mobile phone is provided in case
contact is required. All personnel
are to wear appropriate clothing with
sun cream worn if required.

Correct behaviour must be adhered
too at all times — discipline action for
those pupils not complying.

Consider high-visibility vests for
front and rear supervisor.

If the weather is particularly poor
then the trip should be postponed to
a later date.

Abduction at Abduction
library (or on

route)

Pupils

Becoming lost

Pupils will be under supervision at
all times. Pupils will be in small
groups at the library with adequate
supervision, constantly counted in
and out of the group.
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TASK/ WORK ACTIVITY ASSESSED: WALK TO THE LIBRARY/ OTHER PUBLIC BUILDINGS - RA17

LOCATION:
DEPARTMENT:
ASSESSOR:

DATE OF ASSESSMENT

MANAGER:

SIGNED:

LEVEL OF RISK
(using Risk Prioritisation System)

A B C 1 2

3

Area of Who Hazard(s)
Work/Task | might be
harmed

Is the risk adequately controlled?

Tick

Further action required

Review
date

Slips, trips & falls

Information will be obtained to
ensure that there are no areas out
of bounds to the school party.
Footwear should be appropriate for
the library, if the weather has been
damp it may be advisable to take

school trainers to wear in the library.

Behaviour should be monitored at
all times

Poor behaviour may result in the
pupil sitting out the activity (whilst
being supervised)
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