
ROCHDALE METROPOLITAN BOROUGH COUNCIL

GENERIC RISK ASSESSMENT FOR SCHOOL SERVICE


A statement of current good practice which apply to the activity wherever and whenever, it takes place.

Generic risk assessments are the starting point. They are tested against the event and the group to see whether they can stand as they are or they require adapting. These together with the site/group/event specific risk assessments inform the plan. The safety of the visit lies with the ongoing risk assessment which monitors the plan as it unfolds and confirms or adapts it according to other immediate influences such as adverse weather conditions.
The lessons learnt from ongoing assessments will form future specific and generic risk assessments



	
ROCHDALE METROPOLITAN BOROUGH COUNCIL                                                       Education Services                                                          RISK ASSESSMENT

	Number    1    of    2     Sheets                                                                                                                  Appendix 5 GENERIC Risk Assessment Form 

	School: All
Group Leader:   TT/ JT
Other Staff: SB, AC, SS, SC, MY & School Staff 
	Location: Varid

Purpose: Coverage for Safe Trips & Visits



	Off-Site visit/Activity:  All Educational Visits
                                                                                      Initial Risk Rating                                                                                               Residual Risk Rating

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points     &
Comments
	Tick if all in place

	
Exposure to weather







	 
Pupils and Staff
	Cold injury
Heat injury
Over exposure to sun
	
H
	· Consider possible weather conditions and plan appropriate programme, clothing and equipment
· Plan for pupils who may not bring suitable clothing – check before departure and/or bring spares
· Daily weather forecast obtained and plans adjusted accordingly
· Time of year of activity
· Daylight hours available
	
L
	Provide clear information regarding suitable clothing and equipment to pupils and parents.
Ensure staff have equipment /clothing list
	

	
Pupil lost or separated from group, inadequate supervision.







	
Pupils

	
Injury, death

	
H
	· Ensure supervising staff competent and understand their roles
· Ratios in line with LEA policy
· Plan and use suitable control measures eg. Buddy systems, large groups split into small groups each with a named leader, identification clothing
· Discuss itinerary and arrangements with pupils, involve them in risk assessment
· Briefing to all on what to do if separated from group
· Head counts by leaders particularly at arrival / departure points, and when separating and reforming groups
	
L
	Plan supervision before visit and brief staff and pupils
	

	

Illness or injury
	
Pupils and Staff
	
Illness, injury
	
H
	· At least one leader with each group first aid trained 
· Leaders know how to call emergency services
· Pupils and parents are reminded to bring individual medication and this is securely kept
· First aid and travel sickness equipment carried
· Mobile phones or Two - way radios carried if available
· Emergency contacts  with school / Headteacher and parents /guardians arranged



	
L
	Check first aid certs. Are current. Medication brought by pupils with written instructions from parents/guardians
	Y

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points   &
Comments
  
	Tick if all in place

	
Special needs of specific pupils – medical, behavioural, educational
	
Pupils
	
Illness, injury
	
H
	· Obtain information from parents / guardians
· Take advice from School and student profile if appropriate
· Make necessary arrangements for individual pupils including individual risk assessment and additional staffing as necessary
	
L
	Use recommended parental consent form in policy and Guidance Doc.
	Y

	
Indirect / remote supervision (includes field work, souvenir shopping, theme parks, historic sites etc)
	
Pupils
	
Illness, injury
	
H
	· Check location as suitable for this mode of supervision
· Ensure pupils sufficiently briefed and competent (any individual pupils for whom indirect supervision is not suitable must be directly supervised)
· Clear guidelines and emergency procedures set and understood
· Pupils remain in groups (BUDDY SYSTEM – each responsible for named other)
· Rendezvous points and times set
· Pupils know how to contact staff
· Staff understand that they are still responsible
· Parents informed and consent given
· Code of conduct adopted by school
· Relevant local knowledge
· Ability and previous experience of staff
· Age, ability and previous experience of pupils

	
M
	Included in information to parents/guardians
	



This is a generic risk assessment for school use, which identifies the common hazards and risks associated with this type of visit or activity. Before undertaking the activity group leaders must also make an assessment of any special risks, which are specific to their particular visit, venue or pupils.


















	
ROCHDALE METROPOLITAN BOROUGH COUNCIL                                                       Education Services                                                         RISK ASSESSMENT

	Number    1    of    3     Sheets                                                                                                                  Appendix 5 Risk Assessment Form

	School:

Group Leader:  GENERIC RISK ASSESSMENT 

Other Staff:
	Location:

Purpose:

Group Size:         M               F               Total Ratio:


	Off-Site Visit/Activity Travel on Educational Visits
                                                                                               Initial Risk Rating                                                                                           Residual Risk Rating

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if all in place

	
Traffic accident
Coach



	 
Pupils
Staff
	Injury, death, illness and separated from group
	
H
	· Coach used meets LEA recommendations and hired from an accredited coach company
· Coaches have seat belts which staff ensure are used
· Buses without seat belts are avoided whenever possible and never used on high speed roads
· Supervision within LEA ratios
· Suitable embarkation points used (e.g. coach park, on to wide pavement)
· Close supervision and head counts during any breaks in journey and getting on and off coach
· Code of conduct for behaviour on coach
· Emergency procedures known to staff, what if!
· Adequate ventilation into coach, especially during hot weather
· Bus evacuation for accident or breakdown

	
L
	
Check LEA guidelines
Involve pupils in Code of Conduct and Risk assessment
	Y

	
Use of private vehicles










	
Pupils
Staff








	
Injury, death






	
H

	· Driver confirms car is insured to carry pupils
· Emergency procedures in place
· Seatbelts worn at all times
· Permission obtained from parents
· Communication organised 
· Confirm pick up and drop off locations

	
L
	
Check LEA Guidelines
	Y

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if all in place

	
Minibus Travel
	
Pupils
Staff
	
Injury, death, separated from group
	
H
	· Staff / volunteers to have passed DI test
· Minibus meets “M2” standard
· Driver ensures seatbelts are used
· Luggage on roof does not exceed 100kg
· Luggage in vehicle securely fastened and clear of aisles
· If abroad, minibus and drivers’ hours follow EC requirements
· Driver must read and follow LEA guidelines / code of practice
· Care always taken in parking in suitable place for disembarkation
· Close supervision and head counts during any breaks in journey and getting in and out of bus
· Buses with side facing seats not used
· Emergency assist info carried on bus
· Check supervisory levels required, driver +1
· Plan breaks on longer journeys
	
L
	
Check LEA Guidelines
	Y

	
Service station and other breaks in journey
	
Pupils
	
Injury, death, left behind / separated from group
	
H
	· Brief pupils: re purpose and timing of stops
· How and where to contact staff
· Consider routine for supervision on continental travel, reference to late hours/early morning stops
· Remain in pairs or threes (buddy system – each responsible for named other
· Remind re moving traffic (driving on right abroad)
· Careful head counts at all times
· Stranger danger, brief pupils
	
L
	

	

	
On foot
	
Pupils and Staff
	
Injury, death
	
H
	· Plan to avoid fast roads wherever possible
· Supervision on pavements, roads and especially crossing of any fast roads is pre-planned
· Use Pelican, Puffin, Toucan and Zebra Crossings 
· Consider high visibility clothing/reflective 
· Methods of communication on country roads
· Pupils are briefed re hazards and behaviour required
· Pupil code of conduct
· Check clothing and footwear, are laces tied?
· Controlling traffic extremely hazardous, avoid
	
L
	
Planning
	

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if all in place

	
Ferry Crossing
	
Pupils
	
Injury, death, drowning, separated from group
	
H
	
· Close supervision on vehicle deck
· “Rules” established and pupils briefed especially re open deck area (not permitted in dark or if sea is rough
· Remain in pairs or threes (buddy system - each responsible for named other)
· Meeting point agreed throughout crossing and on docking, (numbered stairway to coach deck)
· Careful head count before disembarkation
· Planned procedure for missing pupils eg member of staff to leave as foot passenger
· Brief pupils re unsupervised time on ferry, code of conduct stresses importance of procedures


	
L
	
Arrange procedures with staff and pupils before arrival at ferry
	

	
Use of public transport: trains, trams, underground, bus and air travel
	
Pupils
Staff
	
Injury, death, separated from group
	
H
	
· Journey is planned and assessed- key risk points identified
· Careful supervision particularly in crowded areas and entry, exit and change points with head counts
· Large groups divided into small groups each with leader(s)
· Emergency plan in place- pupils briefed where they are going, what to do if separated from group


	
L
	
Planning
	




This is a generic risk assessment for school use, which identifies the common hazards and risks associated with this type of visit or activity. Before undertaking the activity, group leaders must also make an assessment of any special risks, which are specific to their particular visit, venue or pupils.























	
ROCHDALE METROPOLITAN BOROUGH COUNCIL                                                       Education Services                                                         RISK ASSESSMENT

	Number    1    of   2      Sheets                                                                                                                  Appendix 5 Risk Assessment Form

	School:

Group Leader:  GENERIC RISK ASSESSMENT 
Other Staff:
	Location:

Purpose:

Group Size:         M               F               Total Ratio:


	Off-Site Visit/Activity  Residential Visit Accommodation 
                                                                                         Initial Risk Rating                                                                                 Residual Risk Rating

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if all in place

	
Fire







	 
Pupils
Staff
	
Death
	
H
	· Check accommodation meets national standards
· i.e meets fire officer recommendations /or has fire certificate
· Visit site for visual inspection of fire escapes, alarms, equipment, meeting point and procedures
· Practice fire drill on first night/register order
· Brief pupils re fire safety procedures
· Keep dorm floors clear
· Code of conduct re inflammable substances
· Prepare what if and on going risk assessment
· Consult with SENCO regarding pupils with impaired hearing and vision
· Consider evacuation for pupils with disabilities
	
L
	Pre visit check and/or check of information/assurance from reputable tour operator
Check on arrival. Take up any issues, such as locked fire doors, with management
Inform group re fire procedures on arrival
	Y

	
Child protection




	
Pupils
Staff

	
Injury, death
	
H
	· Adults with unsupervised access will require DBS
· Pupils will always be supervised by personnel with DBS


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

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if all  in place

	
Domestic Hazards
	
Pupils
Staff
	
Injury, death
	
H
	· Accommodation has tourist board rating/other external validation of standards
· Visual inspection of balconies, stairways, electrical fittings, hazards in grounds or immediate surroundings
· On arrival, staff and pupils to report any faulty items found in rooms
· If pupils are involved in domestic activities be aware of burns, scalding, sharp implements
· Appropriate first aid in place
· Appropriate clothing and footwear within accommodation
· Code of conduct for behaviour and pupil briefing re expectations
 



	
L
	Pre visit check and/or check of information/assurance from reputable tour operator
If outdoor centre is it AALA in scope?

	Y

	
Hygiene
	
Pupils 
Staff
	
Illness
	
H
	· Tourist board rating/environmental health endorsement or similar
· Visual inspection of washing facilities, lighting, heating, ventilation and catering
· If pupils involved in food preparation brief and enforce good hygiene eg hand washing
· Pupils involved in washing dishes briefed on safe practice
· Brief pupils on toilet hygiene
· Medical form identify possible sources of infection
· Incidents of ill health to be reported to group leader immediately

	
L
	Pre visit check and /or check of information/assurance from reputable tour operator
All members of group to work to highest standards of hygiene through residential
Involve pupils in risk assessment prior to visit

	Y

	
Night time Tendencies
	
Pupils
	
Injury
Illness
	
H
	· Information gained from parents re pupils illnesses, sleepwalking, bed wetting etc
· Staff aware and prepared for incidents
· Suitable supervision arranged to meet the needs of pupils
· Pupils able to contact staff at night
· Staff aware where pupils with special needs are sleeping

	
L
	Use LEA recommended parental consent form
	

	
Special Needs
	
Pupils
	
Injury
	
H
	· Accommodation meets any special needs of anyone in the group
· Consult with School  regarding requirements
· Risk assessment identifies special provisions
	
L
	Pre visit check as necessary
	Y


This is a generic risk assessment for school use, which identifies the common hazards and risks associated with this type of visit or activity. Before undertaking the activity, group leaders must also make an assessment of any special risks, which are specific to their particular visit, venue or pupils.












	
ROCHDALE METROPOLITAN BOROUGH COUNCIL                                                       Education Services                                                         RISK ASSESSMENT

	Number    1    of    4     Sheets                                                                                                                  Appendix 5 Risk Assessment Form

	School:

Group Leader:  GENERIC RISK ASSESSMENT 
Other Staff:
	Location:

Purpose:

Group Size:         M               F               Total Ratio:


	Off-Site Visit/Activity  Theme Parks and other Public Attractions
                                                                                         Initial Risk Rating                                                                                    Residual Risk Rating

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if in place

	
Pre visit planning







	 
Pupils
Staff
	
Injury, death
	
M
	· Visit leader pre visit theme park
· Request theme park risk assessment
· Seek local advice and guidance from management on group conduct
· Pupil code of conduct
· Involve pupils in risk assessment
· 



	
L
	Parental request forms
Pupil briefing
Plan B 
	

	
Knowledge of group




	
Pupils

	
Illness, injury

	
M
	· Awareness of pupils with special needs, medical conditions and personalities in group
· Appropriate clothing depending on time of year and weather forecast
· Supervision ratios determined by group and LEA Policy



	
L

	Briefing to pupils

	Y

	
Dealing with fear / anxiety
	
Pupils
	
Illness
	
M
	· Progressive use of / introduction to rides (less demanding / scary first)
· Awareness of coping strategies e.g say “no” to peer pressure
· Consumption of food in relation to type of ride
· Children with disabilities given careful consideration
· Pupils involved in risk assessment
· Know your pupils

	
L
	Scrutinise medical forms
Brief pupils
Code of conduct
	

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if in place

	
Arrival
	
Pupils
Staff
	
Death
Injury
	
H
	· Theme park management made aware that group is present and have relevant mobile phone number (s) of the visit leaders / group leaders (s)
· Group leader collects tickets and maps and distributes them to pupils – preferably before getting off the coach (or at designated assembly point)
· Reinforce meeting times and places, Code of Conduct
· Involve pupils in risk assessment
· What if weather changes?
· Head counts, buddy system
· Emergency procedures outlined


	
L
	Collection of money   accounted
Briefing session to staff and pupils
What if pupils miss return deadline?
Parental consent signed

	

	
Provision of information, briefing of pupils / staff
	
Pupils
Staff
	
Death
Injury
Illness
Separated from group
	
H
	· Pupils and staff provided with an information card with details of meeting points / times during the day, what to do in case they need assistance, mobile phone numbers eg visit leader / group leader/s, name of coach company, registration number of coach and where it will be parked
· Remain in groups of 3 minimum
· Care of personal belongings


	
L
	Pupils involved in risk assessment
Staff aware of role and responsibility
	

	
Behaviour, code of conduct
	
Pupils
Other users
	
Injury
	
M
	· All staff briefed about code of conduct
· High expended standards of behaviour
· Parents/guardians fully informed in writing beforehand and given their consent on required standards and expectations
· Know your children / propensities
	
L
	Staff briefing
Pupils establish own code of conduct
	Y

	
Poor supervision
	
Pupils
	
Death
Injury
	
H
	· Large groups are broken into smaller groups
· Groups report to designated members of staff (group leaders) during the day
· Group leaders to report to the visit leader at predetermined intervals during the day
· Consider communication network
· Carry information cards with group details and contact numbers
· Consider what if scenario
	
L
	Risk assessment indicates processes used
	

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if in place

	
Remote supervision
	
Pupils
	
Death
Injury
Separation from group
	H
	· Head counts made at regular intervals, at designated meeting points and at pre-arranged times during the day (and also, in particular, at arrival and departure)
· Brief pupils regarding seeking help
· Involve pupils in risk assessment
	L
	Clear guidelines given in briefing to pupils
	

	
Abduction / assault
	
Pupils
	
Death
Injury
	H
	· Pupils and staff briefed about preventative action to be taken
· Instructions issued regarding minimum group size of 3
· Communication procedures in place
· Local schools attending and possible conflict /interests
	L
	Raise awareness levels for all members of group
	Y

	
Poor communication
	
Pupils
Staff
	
Injury
	H
	· Check that all theme park staff have the means to contact the theme park “central administration” quickly if necessary
· The visit leader has the theme park “central administration” contact number and the theme park “central administration” should have the contact (mobile) telephone number of the visit leader in case of emergency eg accident, illness etc.
· All staff are able to communicate with each other via mobile phones/ two way radios
· Brief pupils before journey and before leaving coach
· Ensure all phones have coverage and charged power source
	L
	Pre visit check and good planning and risk assessment
	

	
Getting lost or separated from group
	
Pupils
	
Death
Injury
	H
	· A central meeting point is identified and either staffed full time on a rota basis of staff are there at set times throughout the visit
· All pupils and staff are briefed and aware of these arrangements
· Buddy system and last point of contact awareness
· Pupils know how to get help and from who
· Stranger danger
	L
	Potentially the most worry scenario. Quality planning and risk assessment should ensure pupils safety
	

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if in place

	
Theme park rules, signs and notices
	
Pupils 
Staff
	
Injury
	H
	· Pupils clearly briefed on and are given a copy (and parents informed) of theme park rules and regulations
· Pupils instructed to read and obey all safety signs and notices and instructions of the theme park
	L
	Does the theme park have a visitors information pack? 
Does the theme park have risk assessments available for schools?
	

	
Hazards on site
	
Pupils 
Staff
	
Death
Injury
	H
	· Prior discussion of hazards and control measures with all members of the group
· Request current risk assessment from provider / theme park
· Pupils / staff follow instructions given by operators for all rides, attractions and venues
· Consider weather and temperatures, heavy rain, electric storms, exposure to sun

	L
	Pre visit will indicate new hazards. Provider risk assessments can indicate areas that require special considerations
	Y

	
Water activities
	
Pupils Staff
	
Death,
Hypothermia
Injury
	H
	· Pupils briefed about any water hazards on site and what to do in case of an accident
· Water based activities are NOT permitted (eg into or onto water for swimming, paddling, rides, water-sports, boats etc) without prior authorization and direct supervision
	L
	Be water aware.
What if to be considered

	

	
Emergencies / accidents
	
Pupils
Staff
	
Death
Injury
	H
	· Ensure procedures are known by all members of the group 
· Emergency procedure / information card
· Pupils instructed on recognition and how to report to nearest theme park member of staff if help needed
	L
	Follow LEAs emergency procedures
Panic cards useful
Staff briefing and pupil awareness
	



This is a generic risk assessment for school use, which identifies the common hazards and risks associated with this type of visit or activity. Before undertaking the activity, group leaders must also make an assessment of any special risks, which are specific to their particular visit, venue or pupils.
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	Number    1    of         Sheets                                                                                                                  Appendix 5 Risk Assessment Form

	School:

Group Leader:

Other Staff:
	Location:

Purpose:

Group Size:         M               F               Total Ratio:


	Off-Site Visit/Activity
                                                                                                        Initial Risk Rating                                                                                   Residual Risk Rating

	Hazards Identified
(Task/Activity/Situation/
Process/Stressor)
	Persons at Risk
	RISKS IDENTIFIED
	
	 Control Measures
	
	Action Points &
Comments
	Tick if in place

	
	
	
	
	
	
	
	


	 

	

	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	






