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	FORM OV 4    (CSF4255)


RISK ASSESSMENT FORM

(Focus on the things over which you have control)
	

	
	Establishment:   
	

	ACTIVITY:
Offsite Visits – General considerations
	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 eventualities

	
	· Group leaders will be familiar with and will follow LA Offsite Visits Policy and Guidelines

· All staff will be appropriately trained, experienced and qualified to competently fulfil their leadership roles and responsibilities

· All leaders will meet prior to departure to discuss and share risk assessments and implement management plans

· All leaders will be made aware of their roles and responsibilities prior to departure
· Leaders will brief young people regarding hazards and involve them in the risk assessment and management process

	
	

	All Incidents, Accidents or Emergencies

	
	· The establishment has an emergency plan for dealing with an incident on an offsite visit, and knows how to contact sources of help

· Ensure sufficient supervisors to deal with an incident and take charge of the rest of the group

· At least one leader will carry a mobile phone (with ready charged battery and call credits if “pay as you go” ) N.B. Mobile phones may not work in some areas due to weak signal

· Leaders and Establishment Contact will have immediate access to a copy of Emergency Procedures, (Emergency Event cards) including all emergency contact numbers, a list of young people and contact details of parents, group leader, school and, if appropriate head / establishment contact’s after-hours number
· Leaders will have an appropriate level of first aid training as determined by the nature of the visit and accessibility of the venue for paramedics
· A complete first aid kit (and travel sickness equipment) will be checked and taken with group 

· The first aid kit will be easily accessed by all leaders

· Any personal medication to be kept secure and accessible only to leaders
· Leaders will have prepared a contingency plan in the event of an incident or other cause for a change to the original plan 
	
	

	Exposure to adverse effects of weather

cold injury, heat injury, over exposure to sun etc.

	
	· Staff will consider possible weather conditions, plan appropriate programme, and ensure that young people are aware of clothing and equipment required 

· Specialist personal protective clothing and equipment will be made available to group members if appropriate

· Staff will plan and make provision for young people who may not bring suitable kit, including arranging a check before departure and/or bringing spares

· Staff will obtain daily weather forecast and adjust plans accordingly
	
	

	Young people lost or separated from group, inadequate supervision 

	
	· Ensure supervising staff are competent and understand their roles and are aware of any risk assessments

· Staffing ratios will be in line with LA guidance

· Leaders to use suitable group control measures  (e.g. buddy systems, large groups split in small groups each with named leaders) 

· Staff will discuss itinerary and arrangements with young people

· Young people will be briefed as what to do if separated from group e.g. meeting points

· Leaders to conduct regular head counts, particularly at arrival/departure points, and when separating and reforming groups
· Group members to have picture taken with digital camera so there is an up-to-date photograph to give to emergency services if required. (Images to be deleted after the trip.)
	
	

	Special needs of specific young people – medical
	
	· Obtain information from parents/carers and/or GP/Consultant as appropriate
· Individual risk assessments to be carried out if required

· Additional supervision to be arranged if required
	
	

	Misbehaviour
	
	· Staffing supervision levels conform to LA guidance and will be sufficient to maintain good behaviour 
· Code of Conduct/Behaviour agreed with young people beforehand, with clear understanding of likely consequences if this is breached. 
· Individual risk assessments to be carried out if required

· Advice to be taken from SENCO where appropriate

· Additional supervision to be arranged if required
	
	

	Animals, insects, poisonous plants etc
	
	· Avoid known high risk situations

· Take necessary avoidance action if  encountered 

· Ensure those with known allergies carry medication
	
	

	Inappropriate provision, activity or actions by provider or provider’s staff
	
	· Only bona fide, reputable providers will be used

· Where appropriate, prior written assurance will be obtained from the company that it has suitable and sufficient safety management and quality-control systems in place
	Assurance in the form of external accreditation e.g. LOtC Quality Badge, STF, AALS, etc.
	

	Confrontation with a member of public


	All group members, including leaders

	· Young people will remain in pairs, groups or buddy systems at all times, including visits to toilets, restaurants etc.

· Seats will be booked, wherever possible, in a single block to enable easier supervision
	
	

	Whilst on activity:

Inappropriate behaviour → injury to self, other party members, or passers-by
	
	· Staffing supervision is within LA recommended ratios, sufficient to meet pastoral needs and maintain good behaviour  

· Overall party divided into smaller groups for more effective supervision by staff

· Young people appropriately briefed to include the following: -

· Purpose and duration of activity

· Expected standards of behaviour and pertinent safety rules – follow instructions / directions from provider’s staff where applicable

· Emergency procedures - what to do if there is an incident or they become lost or separated from group
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