Risk assessment policies and procedures explained

This document sets out key information for school trip organisers about risk assessments. Since most of this information is already in the public domain, thanks to government publications or health and safety organisations, the document briefly explains:

· What a risk assessment is

· Why venues should be routinely assessed

· Safety management best practice

· The five steps to effective risk assessment and management

· Alternatives to conducting your own risk assessments and other issues

What Is a Risk Assessment?

Whilst there are many types of risk assessment, the actual concept is very straightforward:
· A hazard is identified e.g. slippy rocks
· Individual or groups are recognised as at risk e.g. children

· Decisions are taken about the potential likelihood and severity of the risk e.g. a particular walk is highlighted as dangerous

· Measures are taken to control the situation e.g. more rigorous supervision or alternative plans
Why venues should be risk assessed
Planning ahead is important – and the first thing you need to do is to know more about the environment you will be visiting or staying in.

This will inform your overall planning and demonstrate your understanding of best practice. You will also be able to gather useful information which can be given to pupils and staff during briefings.
Safety management best practice
Risk assessments should only deal with situations which are reasonably foreseeable and can be responded to with a range of practical measures.

Follow current good practice examples wherever possible; if alternative practice is to be followed it should be of an equivalent standard or better, not worse.

At least two or more leaders should participate in the planning process. Two people considering a range of options can usually draw up and implement reasonable measures.

Write down agreed plans; this gives you an evidence base and also means the plan can be disseminated when necessary.

The five steps to effective risk assessment and management

Step 1 - Planning
Ask yourself these questions:

Where are we going?

What challenges are we likely to face?

How will we meet these challenges?
Now you can devise appropriate training and supervisory measures e.g. pupil / teacher ratios, suitable clothing etc.
Step 2 – Using standard Risk Assessment forms
A risk assessment can be used on more than one occasion if necessary. Just be careful this doesn’t lead to complacency or indifference. Even if you return to the same place on a regular basis, the plan will probably need to be regularly checked even if the venue or the group hasn’t changed.
Step 3 – Conducting a specific risk assessment

This builds on the standard assessment to reveal details which may go unnoticed on paper.

Since each group is different, every visit should be considered unique. The final control measures will depend on the pupils and leaders as much, if not more, as the venue.
The specific assessment now forms part of your overall management plan for the visit.

Step 4 – Putting the plan into action
For most situations, group management skills exercised within schools will suffice. However, if the activities are technical or outside a leader’s experience, consideration should be given to recruiting expert help in the form of a local guide or instructor.

While your plan is your template, keep an eye out for changing circumstances or potential problems during the visit. Be prepared to take on the spot decisions.
Step 5 – Looking back and planning ahead
Get together with colleagues to reflect on how the visit went and talk about any experiences which could inform subsequent visits.

Alternatives to conducting your own risk assessments and other issues 
Using a Tour Operator – the risk assessment approach

Use of a properly selected tour operator can substantially reduce liabilities and work load. It becomes the tour operator's responsibility to carry out checks on all aspects of their visits. They can also give leaders the local information they need to develop their plans.

Using an experienced supplier means leaders can better allocate their time to developing their own plan and the delivery of the educational content of the visit.

However, don’t forget that you must request evidence of competence from tour operators. Ask for relevant licences and health and safety/risk assessments conducted by the operator prior to departure.

Financial Security

It is recommended that leaders obtain evidence that suitable arrangements are in place to protect the school and parents in case of financial failure.

Both ABTA and CAA members ensure any monies paid are financially secure. Schools can easily and instantly verify whether a company is a member of ABTA by visiting www.abtanet.com
And from March 1st 2005, companies displaying the ‘STF Assured’ logo conform to the School Travel Forum’s Code of Practice.

