	Risk Assessment for visit to Spain – 20th – 27th January 2010
Group Leader – Kate Whitehouse
Other Members of Staff:  Luci Martin, Rachel Sandbach


	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 
	

	Travel - General
	All Accidents/ Emergencies
	· Group leader will carry a mobile phone (with ready charged battery and call credits if “pay as you go” )
· Group leader will have a copy of Emergency Procedures including all emergency contact numbers
· 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 accessed except where alternative kits are available e.g. on board aircraft.
· Any personal medication will be kept secure by individual group members
· 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)
	Low

	Travel -General

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

	Low

	Travel - General
	Misbehaviour  
injury to self, others inside transport, or passers-by

	· A code of conduct will be issued and discussed at the parent meeting.
	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 instructed  to enter or leave
· In Spain, staff to remind pupils of direction of flow of traffic.
	Low

	Stopping off points during journey 
Or
Periods of indirect supervision
Stopping off points, 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 or buddy systems at all times, including visits to toilets
· Students  will be briefed how to contact staff if required
· Students will be briefed regarding procedure if lost/separated
· Students will have ID cards with contact details of accommodation, school and leader mobile number
· Students will be briefed clearly regarding rendezvous times and places
· Staff will understand that they are still responsible and be fully briefed with respect to supervisory responsibilities
	Low

	General
travel

	Injury or Illness 
Travel sickness

	· Students (and parents in letter) will be reminded to bring personal medication if required
· Students 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 
· 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

	Low

	General Assessment for Overseas Visit

	All visits abroad

	All accidents/ emergencies

	· Leader to fully understand 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)
· Leader to know that she is “on duty” and understand that she maintains 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)
· Group leaders will have access to sufficient contingency money to cover the full cost of emergency medical treatment should it be payable immediately
	Medium

	All visits abroad (especially Tropical countries)
	Unclean water
illnesses/ infections

	Group members will be briefed:
· not to drink tap water, unless considered safe to do so (bottled drinks preferred)
· not to swim/bathe/wash in lakes/streams (especially stagnant water) under any circumstances
· to wash hands thoroughly and regularly, especially before eating
	High

	All visits abroad

	Medical/hospital treatment
risk of infection
	· Careful checks regarding professional standards and quality of hygiene/medical services will be made before allowing invasive medical treatment. Advice of host school and their advisers will be taken in such circumstances.
	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 provided by an external operator 
	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
• Agree rules at parents’ meeting re higher risk activities including evening free-time, alcohol, relationships, swimming, cycling etc
• Pupils have telephone school mobile contact number for group leader at all times
	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.
	Low

	General – exchange accommodation
	Child abuse/ attack by stranger
	· Host school has adequate vetting procedure for host families
· Pupils have telephone contact with accompanying teachers at all times.
· Check with families who will have access to the accommodation where the young people will be staying i.e. extended family, family friends etc.
	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/dynamic risk assess
	

	Travel by Taxi/coach/minibus/plane

	Travel -General
	Driver error  Traffic accident

	In the UK
· Only taxis from a bona fide, reputable company will be hired
· In Spain planned transport uses reputable company
· Unplanned – leader to assess suitability of taxis/form of transport
	Low

	Using transport in Spain
	Lower safety standards and difficulty in obtaining details of standards being met.
	In Spain
· 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.
	Medium

	Travel by Plane

	General Travel

	Pilot error accident
Defective plane accident
	· It can be reasonably assumed that that all airlines in the UK 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 taxi or minibus in car park
· 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 establish clear rules for behaviour and conduct before journey begins.
· Seats will be booked, wherever possible, in a single block to enable easier supervision.
· 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
· Leader to carry mobile phone
· Leader has appropriate current first aid qualification
· First aid kit is checked and taken with group at all times 
· Itinerary and arrangements to be discussed with pupils daily
· Leader aware that she needs to maintain ongoing risk assessment
· Programme is planned to avoid high risk situations
	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)
· 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 are good communications between both organisations
· 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 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 nos?) for relevant accompanying 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 Spanish 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 Spain.

	Medium


	Specific Activities to be undertaken in Spain

	In IES Botanic Cavanilles
	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

	Cookery lesson
	Burns, falls, cuts, hygiene.
	· Group leader with First Aid qualification to remain present for this activity.
· Students to listen to instructions and follow health and safety guidelines.
· Students to wash hands and tie back hair for hygiene purposes
	Medium

	Visit to the “Cuevas de San José”
	All accidents, incidents & emergencies.
	· Pupils to be briefed about emergency exits in case of panic attacks / feeling unwell whilst in the caves.
· Pupils to wear appropriate footwear and clothing.
· Pupils to behave calmly and appropriately.
· Pupils to remain with a member of staff at all times.
	Low


This Risk Assessment is being used as the basis for a particular visit to:  
IES Botanic Cavanilles, Valencia  











Date: 20th – 27th January 2010
It has been accepted and approved by:-

Visit Leader’s signature:
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Educational Visit Coordinator signature:
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