	A Checklist For Risk Assessment : Visit and Journeys

	1.People
Staffing 

· Confidence and expertise

· Necessary qualifications

· Non teacher supports/supervision e.g. Parents, Coaches, NNEB’s ancillary helpers, students, older pupil etc.

Type of Group

· Ratios

· Pupils special needs/medical considerations

· Individual needs

· Knowledge of medical background

· Expertise of extra adult help

· Informing centre staff
	2. Context
Equipment

· Checked

· Spare/Emergency checked

· Satisfies any BSI etc standards

· Use equipment for purpose it was designed

· Suitability of equipment for activity

· Maintenance of equipment

· Handling, carrying, sitting

· Procedures for use

Security of accommodation

· What Freedom 

· Doors – which locked

· Staff bedrooms

· Patrolling

· Hotel security arrangements

· Fire certification

Seasonal Consideration

· Clothing

· Equipment

· Weather Forecast

· Duration of Event

· Journey Details left with another person

· Preparation and training of the group

· Any need to amend staffing ratio

· Any need to amend programme

· Any need to amend back up 

Working Area

· Limits Defined

· Potential Hazards identified and pupils forewarned

· Potential hazards minimised

· Sufficient space

· Staff familiarity with area


	3. Organisation
Activity Programme

· Large group organised into small sub groups

· Responsible adults identified for pupils

· Pupils involved with/informed of potential hazards

· First aid kit

· Necessary details left with responsible person

· emergency procedures known

· Suitability of activity for age/experience

· Progression in activities

· Procedures in case of injury

· “free time” carefully thought through 
· Activity requirements met

Journey 

· Small sub group for monitoring

· Organisation for embarking/disembarking

· Organisation for points at which mode of transport changes e.g. Coach to ferry

· Procedures on ferry, at airports etc

· Sufficient seating

· Driver regulations/ legislation

· Organisation for large groups walking on/crossing roads

· Teacher/adult responsibilities 

· Pupils made aware of procedures

· Potential hazards identified and pupils/staff forwarded

· Appropriate standards of behaviour set

Assembly/Dispersal

· Register group

· Safe assembly point 

· Check essentials are bought

· Clear arrangements for dispersal




