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	Children & Young People’s Department 
	         RISK ASSESSMENT

         RECORDING FORM


	M34

	
	
	
	


	When completed a copy of this form must be sent to your Headteacher/Line Manager



	Location or

Address:
	Date assessment

undertaken:
	Assessment undertaken 

by:

	Activity or   29.
International Pupil


Situation:
Exchange Visit
	Review

Date:
	Signature:


	(1)
Hazard

	Risk
	
	(2)
Who might be harmed and how?
	
	(3)
What controls exist to reduce risk?
	
	(4)
What action can be taken to further reduce risk?

	Child Protection Issues
	
	
	
	
	Vetting (of families and accommodation)

Parents Evening

Detailed Programme

All Staff understand emergency arrangements

All Staff have student contact numbers, and vice versa

Activities are matched to pupils’ needs

Pupils are made aware of child protection issues
	
	

	Pupils being unhappy due to:-
	
	
	
	
	
	
	

	Host Family


	
	
	
	
	Appropriate matches of students.

Letters sent to host school with standards expected/hoped for from host families – Forms filled out and signed by parents.
	
	

	Sleeping arrangements.
	
	
	
	
	
	
	

	Standards of behaviour expected.
	
	
	
	
	Information given to parent/student on expected behaviour by letter and at parents’ evening.
	
	

	House norms:-

Alcohol, Smoking, TV, Curfew, Bedtimes, Food and Diet, Use of Internet.

Children with special requirements (allergies, medical conditions)
	
	
	
	
	
	
	


	Activities – higher risk activities.


	
	
	
	
	Parental Consent form from both sets of parents for high risk activities following briefing meeting and liaison between organisers.


	
	

	Use of house phone.
	
	
	
	
	
	
	

	Lack of supervision of students when with host families.
	
	
	
	
	Code of Conduct given to students.  Students know how to contact Teachers   24 hours a day.

Teachers-pupils in regular contact

Teachers accompanying pupils on all group visits
	
	

	Travel Arrangements.
	
	
	
	
	See RA3.
	
	

	Improper use of mobile phone.
	
	
	
	
	LEA’s document ‘Guidance on School International Exchanges’ (GSIE) read and acted upon.
	
	

	Pupils unable to communicate with host families
	
	
	
	
	Relevant sections of LEA’s Policy and Guidance Document ‘Educational Visits, Overnight Stays and Hazardous Activities’ read and acted upon.  Especially Ch.14, paras 23.
	
	

	Injury/illness of pupil when with host family.
	
	
	
	
	School Staff are competent and experienced and are aware of all responsibilities and duties (copy given to staff)
	
	

	Educational visits during visit
	
	
	
	
	Parents are fully informed of itinerary of visit.
	
	

	Visits to schools in host country
	
	
	
	
	Pupils involved in risk assessment.
	
	

	Children with special health needs e.g. allergies
	
	
	
	
	Group leader checklist completed – as in Guidance on School International Exchanges (GSIE) Document Appendix 3.
	
	

	
	
	
	
	
	Home/School agreement completed.  Example Appendix 6 (GSIE).
	
	

	
	
	
	
	
	Responsibilities of Parents/Teachers/Pupils are known.  Example Appendix 5 (GSIE).
	
	

	
	
	
	
	
	Letter sent to partner school requesting suitable supervision arrangements.  Example Appendix 1 (GSIE).
	
	

	
	
	
	
	
	Ongoing risk assessment will take place throughout the visit.
	
	


RISK RATING

a  SEVERITY 





b  LIKELIHOOD




c  FINAL SCORE RATING:  WHAT NEEDS TO BE DONE

5  Dying or being permanently disabled


5  Will almost certainly happen



16–25
Stop! Do not start activity again until risk is controlled

4  Serious injury/long-term illness


4  Highly likely to happen



10-15
High risk level, High priority.  Take action straight away  

3  Temporary disability/3 days off sick


3  Not so likely






to control the risk

2  Will need medical attention



2  Even less likely




 6-9
Medium risk level.  Tighten up controls and make a  

1  Minor injury eg bruise, graze



1  Unlikely to happen at all




plan to do something about risk

3-5
Fairly low risk level.  Low priority but keep possible action in mind.

1-2 Low or trivial risk.  No further action required.

So:  a x b = c

	ACTION PLAN

	Action Required
	Responsible Person
	Date for Completion

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	













Ratios












1:6, 1:12 If used for cover for sailing fleet.












Also dependant on size and safe working load of craft.

Additional Notes








Qualifications

· This is a ‘Category 3’ activity and therefore requires




At least one member of staff to be fluent in language

prior approval from the LEA.







of host Nation.

	LIST OF POTENTIAL HAZARDS

	No.
	Headings

	1
	Fall of persons from height

	2
	Fall of object/material from height

	3
	Fall of person on same level

	4
	Manual Handling

	5
	Use of Machinery

	6
	Operation of vehicles

	7
	Fire, including static electricity

	8
	Electricity

	9
	Drowning

	10
	Excavation work

	11
	Stored energy

	12
	Explosions (Chemicals/Dust)

	13
	Contact with hot/cold surfaces

	14
	Compressed air

	15
	Mechanical Lifting operations

	16
	Noise

	17
	Biological Agents

	18
	Ionising radiation

	19
	Non-ionising radiation

	20
	Vibration

	21
	Use of Hand tools

	22
	Adverse weather conditions

	23
	Chemicals/substances

	24
	Stacking/storage

	25
	Housekeeping

	26
	Lighting

	27
	Confined spaces

	28
	Cleaning 


THIS LIST IS FOR GUIDANCE PURPOSES ONLY AND IS NOT EXHAUSTIVE







(1)
List hazards something with the potential to cause harm here:


Seek to quantify the level of risk the likelihood of harm arising based on the number of persons affected, how often they are exposed to the hazard and the severity of any consequence.

(2)
List groups of people who are especially at risk from the significant hazards which you have identified:

(3)
List existing controls here or note where the information may be found:

(4)
List the risks which are not adequately controlled and the action you will take. Have regard for the level of risk, the cost of any action and the benefit you expect to gain:
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