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Hertfordshire




	FORM OV 4    (CSF4255)


RISK ASSESSMENT FORM

(Focus on the things over which you have control)
	

	
	Establishment:   
	

	ACTIVITY:
Offsite Visits – Accommodation
	Group Leader:



	Visit Details:

	Date of Visit:


	Assessment by:

	Date:

	Target Date for review:


	Approved by:


	Position:

	Date:


	Significant Hazards and Associated Risks

Those hazards which may result in serious harm or affect several people
	Those who might be harmed

Persons at risk from the significant hazards identified
	Control Measures(CM’s):

Controls, including relevant sources of guidance

(e.g. Generic Risk Assessment, CSF Offsite Visits Manual, Guidance from Provider, etc.). Specific CM’s not included in the generic RA  (e.g. briefings, actions by leaders / participants, qualifications / experience of supervisors)
	Additional CM’s required?

If existing CM’s cannot be met or circumstances have changed
	Residual Risk Rating

(H / M / L)

	All accidents 

	All group members, including leaders

	· Group leaders have read and will follow LA policy regarding offsite visits (see Offsite Visits Manual)
	Parts of generic risk assessment, “Indirect or Remote Supervision” may also be pertinent
	

	Domestic hazards

	All group members, including leaders

	· Prior written assurance will be obtained from the accommodation owner or reputable tour operator that suitable and sufficient safety management systems are in place

· Check for external validation of standards e.g. local tourist board rating

On arrival:

· Staff to undertake visual inspection of balconies, stairways, electrical fittings, hazards in grounds or immediate surroundings (Staff to check window security fittings to ensure young people cannot climb out onto roof)
· All party members to report any faulty items found in rooms
· Bunk beds will be checked to ensure that ladders are safe and secure, and that guard rails are adequate 

· All staff will be informed of emergency and first aid procedures and how to contact duty staff/ manager if required at any time 
· Young people appropriately briefed about: -
· expected standards of behaviour / Code of Conduct
· any local hazards to establish necessary safety rules inc. balconies, fire escapes, nearby roads and other natural hazards e.g. streams / rivers, lakes, cliffs nearby 
· not to use or access activity equipment or facilities (e.g. swimming pool or  problem solving exercises) on premises unless properly supervised by qualified staff member
· emergency procedures 
	Assurance in the form of external accreditation e.g. LOtC Quality Badge, STF etc.
	

	Fire
	All group members, including leaders
Group members with physical impairment


	· Prior written assurance obtained from accommodation owner / reputable tour operator  that the premises have been subject to a Fire Risk Assessment under Fire Safety Orders or meet other national/local fire regulations
· Group leader to make visual inspection of fire escapes, alarms, equipment, meeting points and procedures on arrival. Any issues, such as locked fire doors, to be raised with management a.s.a.p.
· Inform group re fire procedures / conduct Fire Drill on arrival / before first bed-time
· All group members will be fully briefed regarding relevant fire safety measures e.g. no clothing placed on convector heaters (staff to regularly check drying rooms to ensure clothing is hung safely)

· Where young people have room keys, staff will have access to a master key

· If group includes wheelchair users or those with impaired movement, sight or hearing, appropriate measures will be taken to ensure that all group members can evacuate safely in response to a fire alarm
	Assurance in the form of external accreditation e.g. LOtC Quality Badge, STF etc.
	

	Hygiene considerations

	All group members, including leaders

	· Pre visit check and/or check of information / assurance from reputable tour operator

· Tourist board rating, environmental health endorsement or similar

· Visual inspection of washing facilities, lighting, heating, ventilation, catering - Any issues to be raised with management a.s.a.p.
· Group will be briefed to wash hands regularly, ideally with soap, and especially before mealtimes
	
	

	Child protection considerations
	All group members

	· Pre visit check and/or check of information/assurance from reputable tour operator 
· Establishment has exclusive use of clearly demarcated sleeping accommodation (i.e. own accommodation or area bounded by fire doors)

· Staff accommodation adjacent to, and on same floor as, young people

· External doors and windows secure against intrusion

· Where young people have room keys, staff have access to a master key

· Young people can easily contact staff throughout night

· Young people are checked into rooms at “lights out”
	Assurance in the form of external accreditation e.g. LOtC Quality Badge, STF etc.
	

	Night time tendencies
	
	· Information gained from parents/carers re young people’s illnesses, sleepwalking etc

· Suitable supervision arranged to meet needs of young people
	
	

	Access requirements for group members with special needs
	
	· Accommodation meets any special needs of anyone in the group

· Pre visit check and/or check of information/assurance from reputable tour operator 
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