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Risk Assessment
A risk assessment (Form 5) must be carried out and submitted as part of the approval process for Type A and Type B visits.  The risk assessment must consider all known risks and the control measures in place to mitigate them and must be flexible enough to accommodate any on-going or dynamic changes that may be required during the course of the visit. The planning process must include an alternative prepared and risk assessed activity (Plan B).  
The key areas to be considered are:

	People:
	
	Context:
	
	Organisation:

	Details of Group
	
	Activities Programme and Equipment
	
	Travel/Journey

	Staffing
	
	Venue/Environment
	
	Emergency Procedures


Prior to the start of any visit or activity, the following information must be available:
a) Completed Form 9 (Emergency Base Contact) and Form 10 (Visit Leader). 

b) Telephone numbers (both in and out of hours) of two designated senior members of staff. 

c) Mobile numbers of all staff and adult helpers on the visit. 

d) Names, addresses and telephone numbers of parents/carers of all of the children/young people and next of kin of all staff and adult helpers involved in the visit. 

f) Copies of the medical information and parental/carer consent (Form 3A, 3B,3C) for every child/young person taking part in the visit/activity. 

g) Copies of route plans, venues and alternative activities (Plan B). 

h) Vehicle registration numbers and passenger lists for each vehicle. 

i) Copies of the completed Risk Assessment (Form 5). 

j) For major emergencies, the telephone number of the County Council’s emergency duty team.

Visit Closed Procedure: There must be a clearly defined and agreed arrangement by the Visit Leader with the Emergency Base Contact to confirm closure of the visit. State what action must be taken by the Emergency Base Contact if the party has failed to return or make contact by the agreed time.
	Visit To:
	WCHS
	Date(s):
	13th Feb 2025

	School/Service:
	Pendle SSP Activities
	District / School No:
	

	Activities:
	UV Dodgeball  Yr5

	Name of Visit Leader:
	
	Date of Assessment:
	23rd Jan 2025

	Note:  The Risk Assessment should be known and understood by all involved, including staff and the children/young people.


	Risk Assessment for Educational Off Site Visits

	Key areas to consider
The bullet points below are provided as a guide
	Who Is Affected?
	Control Measures / Management Plan


	
	Pupils (P) Staff (S) Visitors (V)
	

	People
Details of the Group
Considerations:

· Staff/student ratios
· Any special needs?
· Any medical condition?
· Any food allergies to be considered?
· Any behaviour issues?
· Smoking – is this permitted, for whom, when and where?
· Alcohol consumption - is this permitted, for whom, when and where?
· Use of mobile phones - are these permitted, for whom, when and where?
· Other identified risks (please detail)
	P

S

V
	There will be a maximum of 10 pupils per school. 

Staff will supervise their children throughout the event. They will advise if any of their children has a specific need
No food or drink will be provided. Drinks will be kept outside the sports hall
Smoking and drinking alcohol is not permitted on the site
There may be a need to use a mobile phone by staff members. This will done away from the children, off the playing area.

If space allows, spectators will be allowed into the hall but do so at their own risk. They will be asked to sit on the benches at the ends of the sports hall only. 

	Staffing

Considerations:

· Confidence, expertise, qualifications, and training  

· Seniority
· Any medical issues?
· Are staff and accompanying adults known to the young people/pupils?

· Any related persons?

· Is there a designated First Aider?

· Is the First Aid qualification appropriate to the activity and/or location?

· Other identified risks (detail)


	P

S

V
	The event will be led the SGO Fiona Callaghan who has the relevant experience and qualifications to do so. The young leaders have been trained on how to assist in the event. They will be WCHS students. 
Staff may be called upon to support their pupils in the activity

No. Staff will make this known on arrival

Yes

Not known

Yes the accompanying staff member escorting the children will be designated first aider for their children. Fiona Callaghan is a first aider also.
The children will be playing in a designated area (sportshall). They will be supervised by their staff member once outside of this area ie for a break or snack. There may be parents or visitors present in the general areas.

	Context

Activities Programme and Equipment

Considerations: 

· Activities to be undertaken

· Who is responsible for overseeing the activities?
· How will tasks be organised to ensure safe outcomes? i.e. supervision/ school staff role allocation/ pupil preparedness
· General safety management

· Spare equipment and procedures for use
· How will you organise and manage transition between activities and/ or venues?
· How will any downtime be managed and organised including responsibilities for managing meal and break times and any overnight stay  N/A
	P

S


	The event is UV Dodgeball. The activity will take place in the dark although illuminated with UV light. It will involve throwing, catching and dodging balls. There is a very strong likelihood that players will be struck with the dodgeballs, even in the face. This will not cause any injury as they are ‘dodgeballs’ and are much softer than standard balls. It may cause a temporary stinging effect.  Event schedule distributed to all schools. Staff and young leaders are appropriately trained and sufficiently competent.
The children and staff will undertake a briefing with the lights ON to ensure they know the layout and where the playing areas are. Once all are happy, the lights will be turned off. There will be a short break half way through for a water and toilet break. The lights will be ON for this.

Fiona Callaghan SGO will oversee the event supported by staff and young leaders

Equipment used is fit for purpose and is appropriate for the age of the   children. The suitability of equipment should reflect pupil need and ability. Considerations such as size, weight, or shape should be carefully assessed when planning activities to make sure they are compatible with the developmental stages of the pupils. Areas of competition spaced out and coned accordingly

All necessary event, rules, procedures and plans given to schools prior to the event. These are supplemented by a teachers and players briefing immediately prior to the event starting. All parties given an opportunity to express any concern with arrangements.

A dynamic risk assessment is carried out prior to commencement of event

	Venue/Environment
Considerations: 
· Accommodation arrangements for staff and pupils

· Security
· General group supervision and contact points for overnight

· Management and organisation of toileting

· Accompanying staff responsibilities for groups when not on formal activities and overnight

· Fire evacuation procedures including fire drills and assembly points

· Seasonal considerations

· Weather forecast 

· Other identified risks (detail)

	P

S

V
	N/A

The children remain within the Sportshall unless they go out for a drink or to use the toilet both of which will be supervised by their staff member 

N/A

Staff will accompany their children to the toilets located close by
N/A
In the event of an evacuation the use of the fire doors in the sportshall will be used and muster outside. They will be escorted by Fiona Callaghan 
The event is indoors


	Organisation
Travel/Journey

Considerations:
· Mode(s) of transport
· Driver checks for seatbelts, doors, securing of wheelchairs and baggage storage

· En-route stops, frequency and management of groups during stops including toilet arrangements
· Parking arrangements

· Embarking/disembarking

· Organisation procedures including breakdown arrangements
· Other identified risks (detail)

	P

S
	Schools will be responsible for their own transportation to and from the venue.

	Emergency Procedures

Considerations:

· On location including evacuation in the event of fire

· Named Emergency Base Contact and arrangements

· Does the Visit leader and Emergency Base Contact have access to all the information outlined on the first page of this Form 5?

· Additional considerations for Overseas and city visits including evacuation from public spaces and group communication

· Action required by the Emergency Base Contact if the party has failed to return or make contact by the agreed time

· Local or National emergencies that may impact on the visit

· Do you have contacts for the LCC Communication teams for media relations and the emergency duty team?

· Other identified risks (detail)

	
	Schools will be responsible for these actions prior to arrival 


Risk Assessment Checklist
This is provided to support with the completion of the risk assessment.  It provides more information on some of the factors to be considered. The extent to which they need to be considered depends on the type of visit, location, duration, activities undertaken, and the groups involved. Some of the factors may not apply to all visits.

	People
	Details of the group

· Ratios

· Pupils with special needs or medical considerations

· Individual needs of all group members

· Behaviour issues

· Awareness of any medical needs, food allergies, any support with medication and procedure to be followed in the event of an emergency

· Expertise of extra adult help

· Informing centre staff of any issues
· Alcohol consumption 
	Staffing

· Confidence and expertise of all adults involved on the visit.

· Necessary qualifications and up to date training

· Non teacher supports/supervision (e.g. Parents, Coaches, NNEB’s ancillary helpers, students, older pupil etc.)
· Staff/adult special needs/medical considerations
· Related persons

· Designated First Aider

	Context
	Activities Programme and Equipment
· Activities to be undertaken and who is leading them
· Deployment and role of school staff throughout the visit and supervisory responsibilities defined and agreed to ensure safe outcomes
· Large group organised into small sub-groups

· Role of provider staff

· Management and organisation of transition between activities and/ or venues

· Management and organisation of downtime including responsibilities for managing meal/break times 

· Responsible adults identified for each group/individual pupil as necessary.

· Pupils involved in identifying/informed of potential hazards

· First aid requirements considered and fulfilled, and procedures in case of injury.
· Necessary details left with responsible person

· Emergency procedures understood by all participants

· Suitability of activities for age/experience/abilities of pupils involved and progression in activities

· Communication arrangements in place and understood by all.

· All activity areas defined and staff familiarity with areas
· Potential hazards identified, appropriate control measures implemented, and pupils briefed on residual risks
· General safety management

· Spare equipment and procedures for use
	Venue /Environment:

· Security of accommodation

· What level of freedom do pupils have?
· Access arrangements, are any doors locked?

· Location of staff bedrooms in relation to pupil bedrooms.

· Arrangements for staff patrols.

· Security arrangements and procedures.
· Location of other user groups.

· Fire safety arrangements and location of assembly points.

· Seasonal considerations/weather forecast/environmental controls.

· Appropriate clothing.

· Equipment, provided by school or the provider?

· Duration of the event, including Plan B.

· Journey details left with another person.
· Preparation and training of the group.

	Organisation
	Travel/Journey

· Appropriate type and size of transport for the activity – reputable provider with appropriate checks carried out including driver training.

· Small sub-groups for ease of monitoring.

· Arrangements for embarking/disembarking.

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

· Procedures on ferry, at airports etc.

· Appropriate seating including seatbelts and wheelchair access if necessary.

· Organisation for large groups walking on/crossing roads or other hazardous areas.

· Teacher/adult responsibilities.

· Pupils made aware of procedures.

· Potential hazards identified and pupils/staff notified.

· Appropriate standards of behaviour set and monitored.

· Register group.

· Safe assembly point.

· Check essentials are brought.

· Clear arrangements for dispersal. 
	Emergency Procedures

· All Visit Leaders aware of the Emergency Procedures for the centre/venue.
· Emergency Base Contact details and arrangements in place.

· Named Emergency Base Contact and arrangements

· Visit leader and Emergency Base Contact should have access to all the information outlined on the first page of this Form 5.
· Considerations for Overseas and city visits including evacuation from public spaces and group communication.
· Action required by the Emergency Base Contact if the party has failed to return or make contact by the agreed time.
· Local or National emergencies that may impact on the visit.
· Contacts for the LCC Communication teams for media relations and the emergency duty team.
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