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	FORM OV 4    (CSF4255)


RISK ASSESSMENT FORM

(Focus on the things over which you have control)
	

	
	Establishment:   
	

	ACTIVITY:
Offsite Visits – Travel - General
	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 transport on educational visits (see Offsite Visits Manual, Part B, Section 8 pp38-45). 
	The generic risk assessment, “Indirect or Remote Supervision” may also be pertinent
	

	All accidents and incidents


	All group members, including leaders

	· Leaders briefed re the following: -

· Purpose, location, time and duration of visit

· Activities to be included during the visit

· Composition of group, including any special or particular needs for individuals
· Transport considerations

· Supervisory responsibilities throughout the visit, including any specific responsibilities e.g. 1st Aid, medication, spending money etc.
· 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 home)
· 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 etc
· Emergency procedures - what to do if lost or separated from group, or there is an incident.
	
	

	Defective vehicles, or unsafe drivers or operating procedures     

accident
	All group members, including leaders

	· Only bona fide, reputable companies will be hired

· Where appropriate, prior written assurance will be obtained from the company that it has suitable and sufficient safety management systems in place
	Transport arranged through externally accredited tour operator e.g. STF member, LOtC Quality Badge holder etc
	

	Whilst on transport: Misbehaviour injury to self, others inside transport, or passers-by

Unexpected motion or braking of transport → injury

Obstacles in gangways, etc. → falls & injury

Major incident e.g. collision / breakdown

Health concerns, travel sickness
	All group members, including leaders

	· Staffing supervision is within LA recommended ratios, sufficient to meet pastoral needs and maintain good behaviour  
· Leaders will sit at various separate locations to ensure well-being and good behaviour

· Young people will be told not to:
· throw anything either inside vehicle or out of windows
· distract or disturb vehicle driver’s concentration whilst travelling 
· lean against or touch the emergency exits (except in emergency)
· open or close vehicle windows without permission
· lean out or put head/hands through open windows
· hold or hang things out of the windows
· gesticulate to passers-by or other transport users.
· Individual risk assessments will be carried out if required

· Additional staffing will be arranged to ensure safe supervision if necessary
· Young people told to remain seated with seatbelts fastened where appropriate and not to move around vehicle unnecessarily
· Wheelchairs will be properly secured during journey using appropriate fixings

· If user remains in wheelchair, appropriate seat belts, if required, will be fitted
· Aisles and emergency exits will be kept clear of obstructions

· Leaders will ensure that group members read and/or listen to transport officials’ safety instructions, and will help explain emergency procedures to the group if required

· In the event of an emergency or health concern, a leader will notify a member of the cabin crew immediately
· Young people (and parents in letter) will be reminded to bring personal medication if required

· Young people will have written parental consent and will inform leaders if medication taken or required

· Visit leader will carry information regarding medical conditions and relevant medication carried 

· Young people will be briefed to eat/drink sensibly
	
	

	Injury whilst getting on / off transport
Injury transferring, if needed, into/out of wheelchair 

Collision with passing vehicle 

Injury
	All group members
Wheelchair users

Wheelchair users and staff / assistants
	· Allocate one staff member to stand by and check doorway as young people enter/leave 

· Brief group to enter and leave in an orderly manner 
· Instruct group to wait behind staff member and wait until given order to enter/exit.
· Transport will have suitable lift/wheelchair access

· Access, egress and transfers will be carefully supervised (and assisted, if required) by sufficient number of trained, experienced staff members with suitable lifting aids where appropriate

· Choose safe locations to get on/off transport 
· Ensure one staff member is the first onboard and last off board

· Ensure that one staff member is the last onboard and first off board
	
	

	Breaks in journey

e.g. service, bus or railway stations, airports etc
	All group members

	· Brief leaders and young people re :

· purpose and timings of stop
· rendezvous times and places
· hazards and conduct / behaviour required
· how and where to contact staff (agree staff supervisory responsibilities beforehand)
· to remain in pairs or threes (buddy system - each responsible for named other) 
· procedure if they become lost or separated from their group
· Remind re moving traffic (driving on right abroad)
· Young people will have ID cards with contact details of accommodation, school and leader ‘s mobile ‘phone number

· Careful head count before departure
	
	

	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
	
	

	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 (OV 6 Providers Assessment form) from the company that it has suitable and sufficient safety management and quality-control systems in place
	
	

	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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September 2007

Travel – General






      (amended July 2009)

