1

[image: image1.png]Hull

City Council




Risk Assessment

&

Safe Working Procedures Form
	School

	Assessment No:

Assessment Date:
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Safe Working Procedures:

Consult and adopt latest policy/guidance published by DfES and LEA (Policy, Procedures & Guidance for Educational Visits and Off-site Activities).
Preliminary visit carried out and appropriate booking forms completed and returned to Museum Education service.
Use form to inform parents of visit details and ascertain pupils health conditions eg allergies.
Supervision ratio in accordance with guidance/ EVA.
Young people briefed.
Review and revise risk controls during the visit so they are appropriate to any new hazards or higher risks. 
Plan and test communications designed for an emergency

Have Plan B ready to respond to a curtailment of visit.

Emergency plan ready

Report and review immediate and underlying causes of any accidents/near miss experienced on visit to prevent a recurrence and defend against criminal/duty of care accusations/claims

Journey on foot planned to avoid fast traffic or narrow paths


	This safe working procedure should be followed, however, variations may occur due to site location and/or conditions.


	Personal Protective Equipment:



	Work Equipment:



	COSHH:



	Manual Handling:



	Training:



	Risk Remaining:



	Risk Assessment Review Date:



	Any Other Comments & Notes:



	Assessed by:

Name:  

Signature:

Date:
	Approved By:

Name:

Signature:

Date:


On completion this form should be filed with the visits records of the school. 
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<your date>





<Your School>





 Visit to Hull Maritime Museum / Ferens Art Gallery








   Accidents/ incidents inside museums, assault, abduction, public access, walking to and from Museums, getting on and off transport, young people getting lost or separated.








1.  The Overall Group Leader will ensure that:


All staff briefed regarding roles, responsibilities and procedures


School and LEA has emergency plan for dealing with an incident on an educational visit


Leader conducted pre-visit inspection to check the venue and facilities, identify hazards ( including interactive exhibits) and ascertain fire/emergency evacuation procedure.


It is reasonable to assume that HCC Museum Service ( the operator) has suitable and sufficient Safety Management Policies and Systems (inc. Fire Policies and Risk Assessments and First Aid) in place


Leader has a copy of Planning an Educational Visit from Hull Museum Education and has completed and returned a Booking agreement prior to the visit.


Staffing ratios are in line with LEA guidelines for a Category 1 visit and take into account any disabilities and/or special needs of the group


All leaders will be briefed regarding risk assessment and control measures


Parents have been informed of arrangements prior to visits and written consent given


Contact details of parents will be held by the  group leader and home emergency contact during the visit


Home contact and all leaders will be briefed regarding emergency procedures


Leaders will carry mobile phones


At least one Leader has appropriate current first aid qualification


First aid kit will be easily accessed by all leaders


Any medication will be kept  secure and accessible only to leaders 


Leaders are aware that they need to maintain ongoing risk assessment












































All Accidents, Incidents and Emergencies

















































































































2. 


      A.  Assault


Abuse by public


Given drugs


Abduction


Terrorist attack





























3. Young person lost/ separated












































4. Periods of indirect or remote supervision (e.g. if children are allowed to visit shop independently). Possibility of any of above risks.









































5. Museum / Gallery Environs – collision with traffic, getting lost or separated








2.  The Overall Group Leader will ensure that:


Young people will remain in pre-arranged groups or pairs  


Young people will operate buddy system - each responsible for named other(s) and must accompany each other at all times (inc. visits to the toilets)


Young people are briefed to inform/request permission from adult leader if they wish to leave main group for any reason


Young people will be briefed regarding their response if approached by stranger or if they are offered anything by a stranger


Leaders will keep alert to media reports of specific and relevant terrorist threats, and if necessary adapt or cancel programme if risk is perceived as unacceptable


3. 


Leader will conduct pre-visit to check walking routes and potential hazards


Group will be divided into small units (no more than 8) each with own specified adult leader


Individual young people will never be on their own


Group members will wear distinctive colours/uniform


Leaders will wear distinctive colours/identification


Leaders will make frequent head counts particularly at arrival/departure points, and when separating and reforming 


Young people will be briefed regarding procedure if lost/separated


All leaders and young people will be briefed clearly regarding rendezvous times and places





4.


Leader will check that locations are suitable for remote supervision


Young people will be sufficiently briefed and assessed as competent (any individual for whom indirect supervision is not considered suitable will be directly supervised)


Clear guidelines and emergency procedures will be set and understood


Young people will remain in groups or buddy systems at all times and should not leave the building without permission.


Young people will know how to contact staff if they have a problem


Staff understand that they are still responsible


Rendezvous points and times will be set


Leaders and young people will be briefed re. arrangements, including time and place of meetings. 


The central meeting point arranged will be staffed by fulltime rota or at very regular times





5.


Young people will be supervised at all times whilst outside and will not leave the building without permission of a leader.
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Task or Operation Risk Factor:�
�
On Completion of this Risk Assessment, using the matrix  below, please workout the remaining Risk Factor:�
�
Low:�
   �
Medium:�
�
High:�
�
�
SEVERITY�
LIKELIHOOD�
�
Description:        �
Value:�
Description:�
Value:�
�
Negligible�
1�
Unlikely�
1�
�
Slight�
2�
Possible�
2�
�
Moderate�
3�
Quite Possible�
3�
�
Severe�
4�
Likely�
4�
�
Very Severe�
5�
Very Likely�
5�
�
Multiply chosen Severity Value with Likelihood Value will give you the level of Risk Factor:     Low is equal to:         1 to 4. �
�
                                      Medium is equal to:   5 to 12.�
�
                                      High is equal to:      13 to 25.�
�





















3 of 4








3 of 5














6.


Bus/Coach will pick-up/drop-off as close to the pedestrian areas as possible


One staff member will be first onboard and last off board


One staff member will be last onboard and first off board


Staff member will stand by and check doorway as young people enter or leave


Group will be briefed regarding need for orderly entry/exit


7.


Young people to be seated when on bus/coach. 


Young people will not be allowed on front seats of buses/coaches


Leaders will ensure that seat belts, where fitted, are correctly used by everyone.


Leaders will position themselves on the transport so that all young people are supervised at all times.


8.


Walking routes will be planned to avoid fast or dangerous sections of road and unfenced quayside


Walking routes planned will have wide pavements


Walking routes will be planned to cross roads at designed crossing points or at specified locations which are considered to be low risk


All walking routes beside roads will be closely supervised by staff, especially bus only thoroughfares.


Staff will be fully briefed with respect to supervisory responsibilities


One staff member will be at the front of the group, one at the back, with the others positioning themselves alongside the group between the students and the road/river itself


Group will be briefed regarding need for orderly walk to the museum and the necessity to stay on the paths at all times unless instructed otherwise.











Task or Operation Risk Factor:�
�
On Completion of this Risk Assessment, using the matrix  below, please workout the remaining Risk Factor:�
�
Low:�
   �
Medium:�
6�
High:�
�
�
SEVERITY�
LIKELIHOOD�
�
Description:        �
Value:�
Description:�
Value:�
�
Negligible�
1�
Unlikely�
1�
�
Slight�
2�
Possible�
2�
�
Moderate�
3�
Quite Possible�
3�
�
Severe�
4�
Likely�
4�
�
Very Severe�
5�
Very Likely�
5�
�
Multiply chosen Severity Value with Likelihood Value will give you the level of Risk Factor:     Low is equal to:         1 to 4. �
�
                                      Medium is equal to:   5 to 12.�
�
                                      High is equal to:      13 to 25.�
�









6. Injury getting on and off  


    buses/coaches























7. Injury as result of traffic 


    accident























8. Injury as result of pedestrian  


    collision with vehicle






































�





Mobile phones	First Aid Kit(s)		
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First Aid








If all the above control measures are implemented the risk remaining will be minimal





During and immediately after the visit and prior to future visit if planned.





Review experience from previous visits/other groups








Head/EVC





Group leader 








