RISK ASSESSMENT – Excursion Travel 






Vers 1 Dec18
Intended for use by The City of Edinburgh Council groups
	Department


	Communities and Families
	Unit/Section
	<Write the name of your unit, section, school or establishment here>

	Date of assessment
	<This is the date that you produced/updated the risk assessment>
	Assessor(s)
	<Person/s who updated this risk assessment for a specific excursion. It is helpful to include brief details of any qualifications they hold or experience they have in the activity>

	What is the activity?
	Travel to/from or during an excursion.

<Add more detail where appropriate>
	Where is the activity carried out?
	<Updated with excursion details (including copies of maps and/or grid references as appropriate>


Groups are expected to add controls in the fourth column and new rows where appropriate. This ensures it is adapted to meet specific contexts and needs. 
Group Leaders must make reasonable attempts to know Individuals’ needs linked to this activity and plan any reasonable adjustments and controls.                                       This must include any medication and treatment needs. 

Near misses MUST be reported to staff as per establishment and Council guidance. 

Consult Section 4 of the Communities and Families Excursions Policy.

	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	What further action is necessary?
Group Leaders or other relevant personnel must insert any additional actions/controls in this column. These will be unique to individual excursions/expeditions.
	Action by whom?
	Action by when?
	Done

	Walking
	
	
	
	
	
	

	Road Crossings


	Supervisory adults and participants.

Possible and potentially serious collision from vehicles.
	Formal crossing points will be used where available (zebra/pelican crossings).  Where unavailable, staff will select crossing points that allow a clear view of traffic and utilise central islands, calmed areas and other features that facilitate safe crossing. Route will be planned, shared and agreed in advance (risks minimised and busy locations/routes avoided whenever possible). 
Staff will supervise participants crossing in an orderly manner restricted to times when sufficient space between vehicles allows safe crossing at walking speed. Methods of crossing will be agreed in advance i.e. one behind each other or in one wide line (depend on crossing). 
Supervisory adults spaced throughout the ‘walking line’. 
	[If required, insert any additional controls] 
	
	
	

	General participant movement along pavement 

	Supervisory adults and participants, members of public.

Collision with traffic / accidental contact with a member of the public / participant separated from group.

	Participants will be briefed on walking in an orderly manner and allowing space for other pavement users. 

Approved volunteers will have knowledge of expectations and routines. 

Participants will walk in pairs whenever possible.

Single file on narrow pavements away from road edge. 

Supervisory adults will position themselves throughout the ‘walking line’, including the front and rear of group.

Supervisory adults to avoid walking on road to move up and down the ‘walking line’. 

Avoid becoming fragmented (front supervisory adult will check pace). 

Staff:participant ratio complies with CEC excursions policy (1:15 maximum) 


	[If required, insert any additional controls]
	
	
	

	Private coach
	
	
	
	
	
	

	Boarding / disembarking coach
	Supervisory adults and participants. 

Collision with traffic.
	All boarding / disembarking will be completed on the pavement side of coach.  Appropriate supervisory adult will exit first and supervise others coming off coach; participants will be moved to ‘holding space’ away from road edge.
	[If required, insert any additional controls]
	
	
	

	Coach in transit

	All, Traffic accident getting to venue or fire on board.
	Coach provided by reputable company using qualified drivers (normally approved CEC supplier). 
Seat belts to be always worn by supervisory adults and participants when the coach is in motion.

Exits and aisles to be kept clear.  Loose glass bottles not permitted on board.
Supervisory adults will sit throughout the coach, including near exit points. 

In the event of fire on board; supervisory adults will supervise evacuation of participants and move group away from vehicle to safe area.

Exits and gangways will be clear. 
	Seatbelt reminder & check made prior to coach commencing journey. 

	
	
	

	Minibus (self-drive)
	
	
	
	
	
	

	Boarding / disembarking minibus
	Supervisory adults & participants. 

Collision with traffic
	All boarding / disembarking will be completed on the pavement side of minibus.  Appropriate supervisory adult will exit first and supervise others coming off minibus; participants will be moved to ‘holding space’ away from road edge.
	[If required, insert any additional controls]
	
	
	

	Minibus in transit


	Supervisory adults & participants. 

Traffic accident getting to venue or fire on board.
	Driver to check minibus is roadworthy prior to journey (as per CEC Driver Handbook).

Only qualified drivers with CEC Minibus permit to drive vehicle. Approved by Head of Establishment. 
Seat belts to be worn by all occupants at all times when the minibus is in motion.

Exits and aisles to be kept clear.  Loose glass bottles not permitted on board.

In the event of fire on board; staff supervise evacuation of participants and move group away from vehicle to safe area.

Supervisory adult in addition to driver to be present for participant supervision. Supervisory adult located in the rear of the bus. Participants located in the rear of the bus. Additional supervisors if required. 
Exits and gangways will be clear. 

Journey route known by driver.
Check weather and road conditions as appropriate. Alter as necessary. 

Check for roadworks. Alter as necessary. 

Avoid relying on driving in convoys. 

Driver has breaks as appropriate and rested after long journeys. Comply with ROSPA minibus guidance:

https://www.rospa.com/rospaweb/docs/advice-services/road-safety/practitioners/minibus-code-of-practice.pdf
	Check seatbelt before commencing journey.
[Insert any additional information about route, driving hours and breaks for longer journeys – linked to ROSPA guidance] 
	
	
	

	Public Bus
	
	
	
	
	
	

	Boarding / disembarking bus

	All.

Collision with traffic / participant separated from group.

	Staff board/exit first & last – participants are head-counted onto and off bus.
Disembarking participants are directed to a safe ‘holding space’ as they disembark.
	[If required, insert any additional controls]
	
	
	

	Bus in transit
	All. 

Injury resulting from fall or impact on moving bus.
Poor behaviour - annoyance to other passengers
	Where possible Group Leader to contact bus company– inform them of a large group intention to travel, route details and approximate travel times
Group Leader to check bus route status prior to traffic. 

Unless available seating does not permit, all to be seated when the bus is in motion. Participants will be seated in pairs whenever possible. 
Staff to spread themselves sufficiently around bus to ensure all participants can be seen/supervised. Participants requiring additional support and supervision will be identified in advance. 
Supervisory adults and participants will wait for bus to start before leaving seat. Avoid walking down the stairs before the bus has stopped. 

Supervisory staff to be vigilant to minimise negative contact with members of the public. For significant concerns, the driver will be notified and Group Leader will intervene to de-escalate the situation. 

Group Leader will formulate a Plan B regarding buses that are busy. In advance; Option 1: decide on two groups travelling on buses if required (adequate and appropriate supervision will still be in place and telephone contact possible between supervisory adults); or Option 2: wait for another bus. 
	[If required, insert any additional controls]
	
	
	


	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	What further action is necessary?
	Action by whom?
	Action by when?
	Done

	Private Cars
	
	
	
	
	
	

	Car in transit.

	Supervisory adults & participants  – collision with traffic
	Ensure we follow Section 4.1.6 of the Excursions Policy
Only using short distance journeys, which are risk assessed, familiar to the driver.

Journeys of a longer distance must be further risk assessed and have the approval of the Excursions Coordinator a Head of Establishment. 

Adults who drive participants in their own car must ensure their passengers' safety in line with legal requirements. This includes: • ensuring that passengers wear properly adjusted seat belts; • having appropriate seating in place for children (including booster seating and seatbelt adjustment devices); • ensuring that the vehicle is roadworthy and has a valid MOT; and • ensuring that there is appropriate insurance cover for carrying the participants. This will require cover for business purposes. It is advised that adults provide exact details about the proposed driving to ensure the insurance does apply.
	If using private cars to transport participants, it is essential that parents are informed of the arrangements, to enable them to make an informed decision and provide consent.
	
	
	

	[If required, insert any additional controls]
	
	
	
	
	
	


	Manager’s name


	<Name of the person with overall responsibility for activities in your setting. It can your Head of Establishment, Business Manager, Excursions Co-ordinator – normally a member of the Senior Leadership Team.>
	Signature
	<The manager is signing to say the risk assessment is approved and has been shared with appropriate persons.>

	Date
	<Insert date>
	Assessment review date
	< Identifies when you plan to review the risk assessment. It can be either a set date or a trigger event (eg after a significant occurrence/near miss) or you could decide to state something like ‘before the next trip to this venue’ or ‘immediately after/before the next time this activity is undertaken’.>


Are other specific risk assessments required?
	Asbestos
	
	Control of Substances Hazardous to Health
	
	Display Screen Equipment
	

	Electricity
	
	Fire Safety
	
	Lone Working
	

	Manual Handling
	
	New and Expectant Mothers
	
	Noise
	

	Personal Protective Equipment
	
	Stress Management
	
	Vibration
	

	Work Equipment
	
	Workplace Health, Safety and Welfare
	
	Working at Height
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It's everyone’s responsibility
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