	Risk Assessment for exchange visit to Bergisch Gladbach, Germany – 31st January – 7th February 2010

Group Leader – Judith Ram Prasad
Other Member of Staff:  Kate Porteous
Risk Assessment prepared by Barbara Bettsworth, Head of German

	GENERAL

LOCATION?

 EVENT? ACTIVITY?
	SIGNIFICANT HAZARDS


	 CONTROL MEASURES


	OVERALL RESIDUAL RISK RATING

(Low/Med/High)

	Travel - General
	All Accidents/ Emergencies
	· Group leader will have read and will follow School policy regarding transport on educational visits
· Headteacher, Governing Body and EVC approval sought and granted in advance

· Parental consent and medical information obtained prior to booking flights and coaches
	

	Travel - General
	All Accidents/ Emergencies
	· Group leader will carry a mobile phone (with ready charged battery and call credits if “pay as you go” )

· Pupils will be told to ensure they have a fully-charged mobile with them at all times, and that they keep the phone switched on so that they can be contacted easily – pupils will be reminded to bring their mobile charger and European adaptor plug
· Pupils will be instructed to contact the group leader first, in the event of any problem, and then only to phone home when instructed to do so by the group leader
· Group leader will have a copy of Emergency Procedures including all emergency contact numbers
· Group leader will at all times carry copies of all documents: Form 1, Health forms, Consent forms, photocopies of passports and EHIC

· Base contact (Mrs Gill Jackson) will be made aware of responsibilities and the need to be contactable 24/7. She will also have copies of all documents held by the group leader.
· Group leader will have an appropriate current first aid qualification

· A complete first aid kit will be checked and taken with group 

· The first aid kit will be easily accessible except where alternative kits are available e.g. on board aircraft.

· Any personal medication will be kept secure by individual group members and the group leader will carry a spare kit for the diabetic pupil
· Leader will have prepared a contingency plan in the event of an accident or breakdown (inc. safety of group, and planned means of onward travel or return home) 
· Emergency contact numbers given to all staff 
· Parents given emergency contact numbers
· List of known medical conditions including copies of Health Plans will be carried by the group leader or accompanying staff member – update of needs given in writing on day of departure as necessary
	Low

	Travel -General


	Defective vehicles, or unsafe drivers or operating procedures     
	· Only bona fide, reputable companies will be hired

· Coach transfer in England operated by Staintons

· Coach trips in Germany arranged by partner school with reputable companies
· Staff to sit at various points throughout the coach, where possible
· Seat belts provided, staff to check, remain facing the front, seated at all times.
· Regular checks to make sure seat belts remain fastened.
· Pupils aware of safety procedures in an emergency – coach driver briefing prior to departure.
· Supervision when boarding and leaving coaches
· On the first leg of the journey, shortly after leaving Lancaster, the group leader will instruct all pupils to enter her mobile contact number into their personal mobiles. Pupils will then text their name to the group leader during the journey to the airport so that she can contact them easily at all times.
	Low

	Travel - General
	Misbehaviour  

injury to self, others inside transport, or passers-by
	· A code of conduct will be issued and discussed at the pupil information meeting on Wednesday 20th January 2010 – parents to sign consent and repatriation form
	Low

	Getting on/off transport
	Falling down stairs/steps 

Injury, 

Collision with passing vehicle 
	· Choose safe locations to get on/off transport 

· Instruct group to wait until told to enter or leave

· In Germany, staff to remind pupils of direction of flow of traffic and on-the-spot fines for crossing when the pedestrian lights have turned to red.
	Low

	Stopping off points during journey 

Or

Periods of indirect supervision


	Collision with passing vehicle

Pupil separated or lost

Abduction/ Attack by stranger

Collision with passing vehicle

Pupil separated or lost

Abduction/ Attack by stranger
	· Close supervision and head counts during any breaks in journey and getting on and off transport

· For periods of indirect supervision, group members will be assessed as sensible and competent (any individual for whom indirect supervision is not considered suitable will be directly supervised)

· Students will be briefed regarding hazards and conduct/behaviour required

· Students will remain in groups of no less than three at all times, including visits to toilets

· Students  will be briefed how to contact staff by mobile phone if required

· Students will be briefed regarding procedure if lost/separated

· Students will have ID cards with contact details of accommodation, school and staff mobile numbers – students will be instructed to carry these contact details at all times
· Students will be briefed clearly regarding rendez-vous times and places

· Staff will understand that they are at all times responsible and be fully briefed with respect to supervisory responsibilities
	Low

	General

travel


	Injury or Illness 

Travel sickness


	· Students (and parents in the briefing letter) will be reminded to bring personal medication, along with medical certificates if required
· Students will have written parental consent and will inform leaders if medication is taken or required

· Both teachers will carry comprehensive information regarding medical conditions and relevant medication, including a copy of the pupil’s health plan where one exists
· Students will be briefed to eat/drink sensibly 
	Low

	In event of accident or breakdown


	Trapped 

Further injuries

Further collisions by other vehicles

Further injuries
	· Aisles and emergency exits will be kept clear of obstructions

· Leaders will brief students regarding emergency procedures

· Students will be asked to store bags in the overhead areas and not on the floor of the coach (legal requirement in Germany)

· If the German coach has a rear or mid-point door, one member of staff will sit beside this door, and the other member of staff will sit at the front of the coach (legal requirement in Germany)
	Low

	General Assessment for Overseas Visit

	All visits abroad


	All accidents/ emergencies


	· Leader to understand fully and be prepared to fulfil  supervision responsibilities e.g. possible need to accompany sick or injured group members to/in hospital and possibly to be repatriated back to UK)

· Both members of staff to know that they are  “on duty” and understand that they maintain responsibility for students at all times

· Staff from host school will assist in the event of an emergency

· Safety advice and guidance will be obtained from relevant sources such as the Foreign and Commonwealth Office Travel Advice Unit prior to departure

· All group members will be made aware of all such guidance, including local customs, laws and regulations, and of potential hazards specific to the country visited

· Group members (and parents) will be made aware of potential health risks in the country visited

· Comprehensive travel insurance will be provided, including cover for rescue and medical services, and repatriation to UK (including an accompanying adult)

· Details of insurance policy available on LGGS website
· All members of the party to carry an EHIC – pupils are responsible for looking after their own EHIC, although Group Leader has a photocopy of all of the cards
	Medium

	All visits abroad (especially Tropical countries)
	Unclean water

illnesses/ infections
	Group members will be briefed:

· not to swim in lakes/streams under any circumstances

· to wash hands thoroughly and regularly, especially before eating
	Low

	All visits abroad
	Lost group member
	· Students will be briefed to stay together as a group and to look after each other and to know what to do if they become separated from group

· Group members will know where and how to contact a staff member in an emergency

· Meeting points will be agreed 

· Students will be briefed to stay in groups of 3 or more at all times when unsupervised.

· Staff will discuss and establish an emergency procedure in the event of a group member becoming lost or overdue

· Give each pupil a card with details of staff contact numbers, school (U.K.), staff accommodation address, transport details in both English & language of the country being visited.
	Low

	Activities organised by exchange school 
	Accidents

   Injuries


	· Overall group leader will check that any activities provided are suitably risk assessed and managed 

· Any activities provided will be suitable for the age and ability of the group, and will be appropriately supervised by staff 
	Low

	Accommodation

	General – exchange accommodation 
	High risk activities

during home stays
	· Good understanding between schools re standards required

· Pupils well matched with hosts

· Parents and host family encouraged to make contact

· Foreign school inform host families re their “duty of care” to under age guests

· Briefings to pupils and parents re pupils’ responsibility to take sensible decisions

· Pupils have telephone school mobile contact number for group leader at all times
· Pupils are instructed to use the code “I’ve lost my socks” in order to alert the group leader that there is an urgent problem which the pupil does not want to discuss in front of the host family. This is the pupil’s request for urgent assistance from the group leader.
	Low

	General – exchange accommodation
	Food and diet
	· Supply information to the host families well in advance on any dietary requirements so that they can be met.
· Pupils with specific dietary requirements will be told how to explain their needs in the target language and provided with a crib sheet detailing the key vocabulary they need
	Low

	General – exchange accommodation
	Child abuse/ attack by stranger
	· Host school has excellent vetting/selection procedure for host families

· Pupils have telephone contact with accompanying teachers at all times.

· If any pupils are unhappy with their host family for whatever reason, they must inform the accompanying teachers at the earliest instance
	Low

	General – exchange accommodation
	Student well-being
	· Staff to talk with and ask students about their experiences with their host families each time they meet with them to monitor and risk assess
	

	Travel by coach/plane

	Travel -General
	Driver error  Traffic accident


	In the UK

· Only coaches from a bona fide, reputable company will be hired

· All coach transfer has been arranged with Staintons

· Unplanned – leader to assess suitability of other forms of transport
	Low

	Using transport in Germany
	Equivalent EU safety standards
	In Germany
· The above will be implemented wherever possible and the leader will assess the risk at each stage and decide whether to make use of any particular mode of transport.

· Train everyone re right hand traffic. Explain host country’s traffic systems, pedestrian crossings etc.
	Low

	Travel by Plane

	General Travel


	Pilot error accident

Defective plane accident
	· It can be reasonably assumed that that all airlines in Europe are operated by bona fide, reputable companies with acceptable, independently-regulated safety management systems, so prior written assurances from those companies are not usually considered necessary, unless warranted by specific concerns .
	Low

	At airport
	Vehicles colliding with pedestrians in car park

Group member apprehended on suspicion of terrorism
	· Leader will closely supervise departure/arrival of group members from/to the coach at the coach drop-off point
· Group leader will remain with and supervise any pupil who has to undergo a body search

· Leader will ensure that group members are fully aware of, and do not carry, items that are illegal or considered unsafe (e.g. knives) 

· Leader will brief group members re. importance of not jesting about possession of bombs, drugs or other terrorist activity
	Low

	Getting on and off plane
	Individual separated and left behind 


	· Leader will ensure that boarding and leaving the plane is carefully supervised, and will carry out a head count at each stage of process (e.g. passport control, baggage check, customs etc)

· One member of staff to lead pupils onto the plane, one to stay at the back
	Low

	Whilst onboard
	All accidents

Attack from a stranger
	· Leader will ensure that group members read and/or listen to the airline’s official safety instructions, and will help explain emergency procedures to the group if required

· Leader will give clear rules for behaviour and conduct before journey begins.

· In the event of an emergency or health concern, the leader will notify a member of the cabin crew immediately
	Low

	Whilst onboard
	Panic attack

/ sickness
	· Group members will be informed about recommended preventative measures, if appropriate.
	Low

	Visit to City Sites

	General 


	All Accidents, Incidents and Emergencies


	· Leader will carry school emergency plan for dealing with an incident on an educational visit

· Contact details of parents held by leader and home/base contact

· Home contact and all leaders briefed regarding emergency procedures

· Both teachers to carry mobile phone

· Leader has appropriate current first aid qualification

· First aid kit is checked and taken with group at all times, except where an alternative kit is available (e.g. onboard plane) 

· Itinerary and arrangements to be discussed with pupils daily

· Both staff members aware that they need to maintain ongoing risk assessment

· Programme is planned to avoid high risk situations
· Staff will adapt planned activities in case of severe weather conditions
	Medium

	General
	1. Assault

2. Abuse by public

3. Given drugs

4. Abduction

5. Terrorist attack
	· Pupils remain in groups of three  

· Operate buddy system - each responsible for named other(s)

· Staff members have a register and are responsible for registering half the party each

· Pupils briefed regarding response if approached by stranger or offered anything on streets

· Leaders keep alert to media reports of specific terrorist threats and if necessary adapt or cancel programme if risk perceived
	Medium

	Activities and Events Organised by Host Institution

	All Exchange visits
	Inappropriate planning/ programme or supervision

Accidents or abuse 
	The Group Leader will ensure that:

· there is good communication between both institutions
· there is a full understanding and agreement of the standards required and expected by both parties

· the programme/itinerary is planned and agreed well before departure

· supervision ratios  (10:1) and arrangements for all students are suitable and sufficient throughout
	Low

	All  Exchange visits
	High risk activities during  stays

Accidents


	The Overall Group Leader will ensure that:

· there is a good understanding between the visiting organisation and the host organisation regarding the safety standards and level of supervision and care required

· organisers are informed of any adventurous, hazardous or unusual activities that are proposed, approval will not be given

· Pupils have telephone contact number (mobile numbers) for both members of staff at all times
	Low

	
	Accident to Group Leader
	· Each member of the group will have a list of contacts.

· The location of the mobile telephone will be made known to the members of the group

· The numbers of the LGGS contacts and the Germany school contacts will be programmed into the phone and group members instructed to call both in the case of an emergency.

· Group members will be made aware of how to contact the emergency services in Germany - 112

	Medium



	Specific Activities to be undertaken in Germany

	In Dietrich Bonhoeffer Gymnasium
	All accidents, incidents & emergencies.
	· Pupils to be aware of whereabouts of group leader within school

· Host school to follow standard procedures to provide emergency assistance if necessary.
	Low

	Day trip to Cologne
	All Accidents, Incidents and Emergencies


	· Pupils instructed to sit together on the bus and then also on the train to and from Cologne. Pupils will be told to listen carefully to instructions about where and when to alight, and will be reminded to ensure they have all their belongings with them when leaving the bus or train
· Pupils will be counted on and off the bus and the train
· Group Leader is familiar with the bus route and the train journey and has completed the journey with school groups before

· On arrival in Cologne, girls will be instructed to walk straight out of the train station, without stopping at the shops en route, in order for the whole group to assemble promptly and safely in front of the cathedral

· Limit time of activities – pupils to be told of exact times and places for rendez-vous.
· Know where to locate an adult at all times – pupils will be provided with maps of the areas they are visiting.
· Minimum group size 3 (maximum 6)

· Choose pedestrianised streets (whenever possible) / limited sized areas (but remind pupils of road safety – vehicles approaching from opposite side, little green man at pedestrian crossings)

· Ensure supervision in small groups as necessary

· Carry out regular head counts

· Remind pupils to keep wallets safe, take cheap cameras, leave “Hi-Tech” equipment at home.

· Stay in main areas – avoid back alleys

· Avoid anyone who looks threatening

· Watch traffic.

· Listen to and apply/enforce safety briefings and notices 
· Pupils will be reminded in advance about the need for sensible footwear if they are intending to climb to the top of the cathedral: they should climb at a sensible pace, keep to the right of the staircase both ascending and descending, wait at the top level until the whole group have arrived before beginning the descent.
	Medium

	Day trip to Aachen
	All Accidents, Incidents and Emergencies


	· Thorough briefing prior to trip to include road safety, contact with general public, meeting points etc.
· Pupils will be instructed to remain together as a group when walking into the city centre as there are a number of roads to cross – pupils will be reminded at regular intervals of the protocol of crossing the road in Germany (look right; only cross when the green man is lit; do not proceed once the light has turned to red)

· Limit time of activity – clear rendez-vous time to be agreed with and noted by the pupils, Pupils to note that the arrival point and final meeting point for departure will be different. Group leader will ensure that all pupils fully understand the instructions for meeting up.
· Know where to locate an adult at all times – pupils will be provided with a map of Aachen city centre (the mainly pedestrianised area)
· Minimum group size 3 (maximum 6)

· Ensure supervision in small groups as necessary

· Remind pupils to keep wallets safe, take cheap cameras, leave “Hi-Tech” equipment at home.

· Stay in main shopping area – avoid side streets

· Avoid anyone who looks threatening
	Medium

	Visit to chocolate factory
	All Accidents, Incidents and Emergencies


	· Guided tour booked in advance

· Listen to and apply/enforce safety and hygiene briefings and notices.

· Note any allergies before tasting or purchasing chocolate.
· Staff disperse throughout the group.

· Supervise and limit number of pupils in any confined area.
	Low

	Visit to Schloss Bruehl
	All Accidents, Incidents and Emergencies


	· Thorough briefing prior to visit to include road safety, timing of the visit, general behaviour expectations
· Pupils to be reminded about the need for sensible footwear and warm clothing as there could be icy conditions.

· Pupils will be provided with overshoes, but they need to wear these with due care, and need to remove them when going up and down stairs.
	Low


This Risk Assessment is being used as the basis for a particular visit to:  
Bergisch Gladbach , Aachen and Cologne








Date: 31st January – 7th February 2010
It has been accepted and approved by:-

Visit Leader’s signature:











Date:

It has been accepted and approved by:

Headteacher’s signature:                                                                                   


Date:

Educational Visit Coordinator signature:

Signature(s) of other staff likely to be involved in the leadership of visits:




Date:
Appendices attached:

Appendix A:
A copy of the parent information letter

Appendix B:
A detailed itinerary

Appendix C:
Details of pupils requiring specific supervision for medical reasons
