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	FORM OV 4    (CSF4255)


RISK ASSESSMENT FORM

(Focus on the things over which you have control)
	

	
	Establishment:   
	

	ACTIVITY:
Offsite Visits – Overseas Visits
	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 Part D, Section 2
· This generic risk assessment will be read in conjunction with the generic risk assessments “General Considerations”, “Indirect or Remote Supervision”, “Travel - General” and “Accommodation”
	
	

	Inadequate safety standards of tour operator
	
	· Reputable tour operator, appropriately accredited and bonded, used for overseas visit

· Prior written assurance obtained from said tour operator that suitable and sufficient safety management systems are provided and in place by means of provided literature (OV 6, if needed)
	Evidence of external accreditation e.g. membership of STF

Additional advice and guidance sought from HCC Offsite Visits Advisor


	

	Inappropriate programme for needs of group


	
	· Group leader to liaise carefully with provider before visit to arrange a suitable and appropriate programme of activities

· Group leader to ensure that all relevant information is forwarded in good time to the provider about age, ability and any special needs in group
	
	

	Language difficulties → misunderstanding or lack of clarity about safety considerations
	
	· Group leader to ensure there is at least one person in the group who can act as translator if required
· Group members to have “Help” cards printed in the appropriate language giving contact details of nominated translator if required 
	
	

	Domestic hazards
e.g. balconies, fire escapes, steep steps, night-time security
	All group members, including leaders

	· Prior written assurance will be obtained 
· Staff to undertake visual inspection of balconies, stairways, electrical fittings, hazards in grounds or immediate surroundings 
· All party members to report any faulty items found in rooms
· All leaders aware 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, adjacent roads and other hazards nearby
· not to use or access activity facilities (e.g. swimming pool or  gym) on premises unless properly supervised by qualified staff member
· locking doors (not fire-doors)
· emergency procedures 
	Accommodation arranged through externally accredited tour operator
	

	Excursions: hazards specific to the particular excursion 
e.g. traffic driving on right, offending local customs / culture, steep and slippery slopes,  low walls and drops, uneven or gravely paths, loose rocks, beggars, crowds (separation, pickpockets) unaccustomed climatic conditions
	
	· Leaders fully aware of the following: -

· Purpose, location, time and duration of visit

· Activities to be included during the visit

· Supervisory responsibilities throughout the visit, including any specific responsibilities e.g. 1st Aid, medication, spending money etc.

· Composition of their groups, including any special or particular needs for individuals

· Transport arrangements

· Emergency procedures – communications, mobile ‘phones, Emergency Events card including all emergency contact numbers
· Contingency arrangements in the event of an accident or breakdown (inc. safety of group, and planned means of onward travel or return to base)
· Young people appropriately briefed to include the following: -

· Purpose, location, time and duration of visit

· Activities to be included during the visit

· Expected standards of behaviour / Code of Conduct and pertinent safety rules

· Required clothing, PPE (inc. sun block and insect repellent) etc

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

	Sporting and Adventurous Activities, including “off-piste” activities e.g. skating and tobogganing
	
	· Activities provided by accredited provider
· Prior written assurance obtained as to the competence of the provider and the suitability of the provider’s safety management systems by the provider themselves or the tour operator contracting in the services of said provider
· Group leaders to accompany group members on all activities and be prepared to intervene in or stop the activity, should they have concerns regarding the safety of the young people in their care, until those concerns are addressed

· Group leaders to satisfy themselves that any equipment provided appears to be in good condition and working order
	Activities arranged through externally accredited tour operator
Additional advice sought from HCC Offsite Visits Advisor
	

	Exhaustion due to lack of fitness

Altitude
Heatstroke/Dehydration
	
	· Group adequately prepared prior to departure

· Pace of activities set to suit group

· Appropriate and adequate period of acclimatisation if participating in prolonged activities at altitude. 
· Flexible itinerary to respond to individuals needs and rest requirements

· Group reminded to wear hats and drink plenty of water regularly 
	
	

	Local transport
	
	· Official transport arranged and provided by tour operator to be used wherever possible
· Leaders to ensure that only official taxi companies, such as registered airport taxis or taxis from recognised taxi ranks are used (inc. water taxis) and that the meter is operating before the taxi sets off
· Leaders to ensure that only buses from reputable bus companies (inc. river buses) are used
· The use of private minibuses, minibus taxis and motorbike taxis is to be avoided
	
	

	Illness due to contaminated water or food
	
	· Young people advised to drink bottled water only
· Brush teeth, wash hands, rinse food with bottled or iodine-treated water, where water-source cannot be relied upon

· Food to be consumed only from “known” sources e.g. hotel restaurant, within group (if self-catering) or host families

· Early medical advice to be sought where appropriate
	
	

	Drug abuse
	
	· Prescription medication only to be taken (NB It may be advisable to check with the FCO or Tour Operator as to what is permissible locally)
· All medication to be clearly marked and kept under lock and key by designated group leader
	
	

	Alcohol abuse
	
	· Alcohol to be drunk by group members only with prior parental consent and in moderation when accompanied by group leaders
	
	

	Domestic and wild animals
Snakes

Insects
	
	· Leaders to brief group members of the dangers of petting, using flash photography near, or aggravating any domestic or wild animals that they might come across.
· Where snakes are likely to be present, boots and long trousers are to be worn and care taken when walking over logs and rocks

· If bitten, medical advice is to be sought as quickly as possible (see tour operator’s guidelines)

· Group members will be made aware of insects that might pose potential risk and of recommended precautionary measures e.g. Insect nets and/or repellents to be used if appropriate
	
	

	Attack, Mugging or Robbery
	
	· Group members briefed re. the following:
· avoid known high risk areas and situations 

· to comply with the demands of the robbers and not normally offer any form of resistance
· sensible security precautions, especially re. carrying of cameras, valuables etc
	In event of an incident group members are to move to a place of safety and report the incident to the authorities and Group Leader
	

	Loss of travel documents
	
	· Documentation to be shared around group leaders / group as appropriate 
· All important documentation has been photocopied
	In event of loss/theft of documentation, Group Leader  to go to/notify the local/nearest British Embassy /Consulate/High Commission
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	COMMENTS:  


	DATE OF REVIEW:
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       (amended July 2009)

