
Excursion/site specific risk assessments

In the Scottish Executives ‘Health and Safety on Educational Excursions’ we are guided toward making sure all Off Site Excursions are adequately risk assessed.

The excursion risk assessment should not be the sole task of one individual, indeed one member of staff might agree to start the process, but all the staff going on the excursion should agree that the significant hazards have been identified and that appropriate control measures are in place. Many see this process as a valuable planning exercise. Hence the excursion risk assessment is ‘compiled by’ a group of staff that are all going on the trip.

With regards risk assessments the HSE provide the following advice in their publication ‘5 steps to risk assessment’

 

· “…focus on the risks that really matter in your workplace – the ones with the potential to cause real harm”

And within their publication the ‘Adventure Activity Licensing Regulations L77’

· 14. The scope of the risk assessment should be sufficient to identify the significant (non-trivial) risks arising from the activity.
Creating an excursion risk assessment should not normally be a lengthy exercise, it is not the place for listing ‘situations’ that might arise that would be inconvenient or embarrassing for the adults responsible for the group.
Below are the topics to be considered for each excursion, which are considered as ‘variables’.
Medical needs of pupils
Behaviour of participants
Weather etc
Crossing roads, railways, rivers etc
Group management decisions
These must always appear in your ‘Excursion Risk Assessments’. Where no hazard is presented by a topic, leave the title in the 1st column, type below it ‘no hazard’ and then complete the rest of the row noting that no control measures are req’d.
In addition to these standard topics, site/excursion specific hazards should be added where they are not covered in a generic risk assessment that has been provided by Highland Council e.g. Generic Risk Assessments for Adventurous Activities or Generic Risk Assessments for Team Sports.
There is no need to take information from the generic risk assessments and add it to your excursion risk assessment. For completeness you can upload a generic risk assessment to the visit form you create in EVOLVE.
It is important to review the ‘Excursion Risk Assessment’ when changes to the excursion/series of excursions take place, for example if new participants join in the group, adjust the RA where req’d, e.g. the new participants might have behavioural needs that require the control measures to indicate a change in the ratio of staff to participants.
On the next page there is a worked example of an excursion risk assessment. 
All staff should use this as a template for their own excursion risk assessment, by using ‘File’ ‘Save As’ and then deleting information under the topics that is not relevant and adding what is. Please do not use old templates.
It is better to have one row for each hazard as it makes it easier to keep the relevant information and numbers all in a line, more rows can easily be added by going to the toolbar at the top of the screen, select ‘Table’ ‘Insert’ ‘Rows Above’ or ‘Rows Below’

The topic guidance notes in colour on the next page can be removed from your finished excursion risk assessment by using ‘Table’ ‘Delete’ ‘Rows’ if you so wish.
George Reid

Outdoor Education Officer
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	Service: ECS
	Description of the Off Site Excursion: Whole year group going to the Zoo
	Compiled by: G Reid, E Whymper, R Smith

	HC Area: CSER
	Excursion Risk Assessment (Day trip)
	Date/s of trip: January 23rd 2012

	Name of Establishment: Everest High School


	Click here for Highland Council’s guidance notes re risk assessments.

For training call Employee Development on 01463 703057

	All RA’s should be reviewed/updated when changes are made to the excursion, e.g. to group, staff, transport, ratios etc.
	Date completed:

6th Jan 2012

	Step 1
	Step 2
	Step 3
	Step 4
	Step 5

	List potential Hazards here:
	List groups of people at risk from hazards.  Including those most vulnerable:
	List existing control measures or note where information may be found: e.g. in the Care and Welfare notes downloaded from Phoenix e1 into EVOLVE.
	Calculate the residual risk taking the presence and effectiveness of existing measures into account:

Severity  x  Likelihood  =  Risk Rating
	List further control measures necessary to reduce risk to an acceptable level and date of  their proposed introduction:

	Medical needs of pupils. Control measures include ensuring the group leader is aware of the known health problems of the group and the local authority policy on the administration of medicines to participants; sufficient medication is provided; there are sufficient adults competent in dealing with the medical problems in the group; and there are contingency measures in place for the group to be adequately supervised if an adult has to accompany a child to hospital



	Medical 

· Asthma attack
	2 Participants 
	· R Smith will visually check that the individuals concerned have their inhalers prior to getting onto the bus
· Or

· Please refer to in the Care and Welfare notes downloaded from Phoenix e1 into EVOLVE.
	2
	1
	2
	

	Medical 

· Severe allergic reaction to peanuts
	1 Leader (RS)
	· A reminder to all parents was included in the parental consent letter that no peanuts, peanut butter etc should be taken as part of anybody’s snack food / packed lunch
· RS carries his ‘epi’ pen at all times and E Whymper can assist if required as he has been trained how to administer an ‘epi’ pen.
	3
	1
	3
	

	Behaviour of participants. Control measures include a code of rules and behaviour, agreed as far as practicable with participants; rules for supervision (including model behaviour and example set by adults); and competence of supervisors to ensure disciplinary standards



	Behaviour
· Damage to other people’s property
· Inappropriate items given to the animals
	Public and wildlife
	· The pupil with the potential to be disruptive and cause damage will be supervised on a 1:1 basis by GR
· A general code of conduct has been discussed with the pupils during a ‘responsible citizens’ session
	1
	1
	1
	

	Weather etc. Control measures include obtaining local intelligence of tides; potential for flooding or flash floods; likelihood of sudden weather changes in mountains; streams that can change from benign to torrents in a short time etc; planning the itinerary to take the possibility of change into account; suitable clothing; ensure participants understand the risks and the reasons for the control measures, and having a plan B pre-assessed in case plan A has become too hazardous



	Weather

· Mild hypothermia
	Participants and leaders
	· All to be reminded to take a wind and waterproof jacket as well as warm clothing

· A check prior to leaving will be made to see that the necessary clothing is taken by the leaders
· RS group 1

· GR group 2

· EW group 3
	1
	2
	2
	

	Crossing roads, railways, rivers etc. Control measures include local intelligence; information on where the controlled or otherwise less dangerous crossing places are; ensuring appropriate levels of supervision and that participants are aware of, and comply with, rules



	Crossing Roads 

· Being run over by a vehicle - A number of very busy roads have to be negotiated when walking to one of the venues
	Participants, leaders and third parties
	· The least hazardous route has been selected

· All participants have been made aware of the Highway Code and the Tales of the Road 
· We will divide into sub groups when walking from the train station to the bus stop

· RS group 1

· GR group 2

· EW group 3
	3
	1
	3
	

	Group management decisions. Control measures include establishing meeting and collecting points; code of rules and behaviour agreements; cultural considerations such as dress codes, holy days; induction requirements for support staff etc.

	Group Management

· Losing a member of the group
	Pupils
	· Each member of staff has been allocated a group of pupils and will generally operate in these sub groups
· Meeting places have been identified for pupils to regroup at

· Times of when to regroup will be clearly given to the pupils

· During ‘free time’ pupils will be told to remain in groups of 3
	1
	1
	1
	

	Additional Topics. 

This is the place to add significant hazards that are not covered by the headings above or are not included in any of the generic risk assessments.

	Severe Illness

· Contracting E Coli
	Pupils and staff
	· Staff and pupils will be reminded to wash their hands prior to eating.
	2
	1
	2
	

	Animal Bite

· Infection from a bite
	Pupils
	· All pupils will be reminded not to push their fingers or hands through enclosure fences
	2
	1
	2
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