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	GENERIC RISK ASSESSMENT – OVERSEAS VISITS (Includes All Visits Risk Assessment and Battlefield tours)

	State the location and type of visit

	GROUP SIZE
Young people:
Adults:

	ESTABLISHMENT
	

	WHO MIGHT BE HARMED:
	

	HAZARDS
(e.g. what might cause significant harm?)
	
EXISTING (GENERIC) CONTROL MEASURES
	
Write YES if in place, 
NO if not
(or N/A)
	ADDITIONAL (SPECIFIC) CONTROL MEASURES
Briefly outline how you will apply the control measures or any additional measures specific to the visit.
	
RESIDUAL RISK RATING
High, Medium, Low

	Poor decision making and leadership
	Leader competence must be approved by OVC and Head of Establishment with advice from the Outdoor Adviser, when appropriate, for specific venues.  For Overseas Expeditions, visits to Developing Countries or Exchange Visits see separate Risk Assessments. 
· Visit leader and accompanying staff are suitably competent to lead the visit and are familiar with both language and culture
· Undertake a pre-visit or outline how the venue has been checked if a pre-visit has not been carried out. 
· It is recommended that third party organisers/school travel companies hold the CLOtC Quality badge, where this is not the case, ensure suitable checks on the provider have been undertaken. The OV2 form is a useful document to support this process, refer to OEAP National Guidance 4.4h on Using external providers and facilities .
· Ensure the establishment and the party leader have a register of those taking part in the visit and it is uploaded onto EVOLVE or a record left at the establishment, including medical information and emergency contact details. 
· Refer to the Employer Off-site Visits Policy for general information on conducting safe visits and OEAP National Guidance Visit Leader Checklist and Overseas Visits.
· Check on the day of departure to take account of absence(s) and alter accordingly. 
· Refer to the Employer Off-site Visits Policy for general information on conducting safe visits.
· Ensure supervising staff are competent, understand their roles and are briefed regarding the outcome of risk assessments
· Ensure all participants are briefed on the itinerary, and expected behaviour.
· Ensure all participants, including staff, are aware of the emergency procedures and risk assessments for this visit and understand their role how it may affect them, especially in an emergency. 
· Brief participants again at the beginning of the visit.
	
	

	

	Insurance
	· Check programme and level of cover with Risk and Insurance section or your office, insurance will be required even with EHIC cards. Ensure repatriation expenses are included and rescue cover. Parents should also be covered if they need to come out to stay. Personal belongings, baggage and money are covered
· Make sure that pre-existing medical conditions are covered
· Ensure travel is arranged through a bonded agency. 
	
	
	

	Passport and Visas – Loss, incorrect authorisation
	· If Group Passports are used copies are kept by all staff, in case the group is separated.
· Copies of Parental Consent forms MUST be taken, with additional copies left with the establishment.
· Photocopies of individual passports kept separate from actual passports.
· Passports should be valid for at least 6 months. Visas requirements must be clarified before the visit, especially non-EU citizens. See FCO website www.gov.uk/foreign-travel-advice 
· If travelling to the US ensure ESTA applications are made well in advance.
· New immigration rules some countries are now asking for additional parental permission if their children are being taken abroad by other adults or just one of the parents. This is particularly so for some non-EU countries such as South Africa. For further guidance when travelling to South Africa go to https://www.gov.uk/foreign-travel-advice/south-africa and see additional guidance in the resources section of EVOLVE – under Foreign Exchange Visits and Travel Abroad.
· Some young people leaving the country can be flagged on police watch lists, in which case evidence of parental consent may be asked for. 
	
	
	

	Exposure to weather 
	· Consider possible weather conditions and plan appropriate programme, clothing and equipment – Consider heat/exposure to sun/cold and rain etc. Take particular care in hot and humid environments guarding against heat stroke, heat exhaustion and sun burn.
· Provide clear information r.e. suitable clothing and equipment to young people and parents that takes into account conditions likely to be encountered during the visit
· Plan for young people who may not bring suitable clothing - check before departure and/or bring spares
· Daily weather forecast obtained and plans adjusted accordingly
	
	
	

	Slips, trips and falls
	· Ensure young people and staff are briefed about appropriate behavior around likely hazards such as steps/stairs, slopes and areas that are wet etc.
· If necessary have close supervision around such areas
· There should be no running around such areas
· Suitable footwear should be worn, if appropriate
	
	
	

	Special requirements (Staff and young people) – medical, behavioural, educational
	· Pre-existing medical conditions and required medication known. Details circulated amongst supervising staff, for both staff and young people. Obtain information from parents/carers. Use recommended consent form OV4
· Check there is insurance cover for those with pre-existing medical conditions
· Consent is obtained from parents/carers to treat minor ailments that may arise during a visit, such as use of sun cream, insect repellent and plasters.
· Young people and parents/carers are reminded to bring individual medication and this is kept secure (e.g. Asthma inhalers) and a record kept when any medication is given and dosages
· Take advice from SENCO and CP officer if appropriate
· Where appropriate follow individual care plans and make necessary arrangements for individual young people including individual risk assessment and additional staffing as necessary
· Programme arranged with due regard to mobility and special or transgender needs of all members of the group
· Check that any prescription drugs can be taken into the country being visited.
· For advice on Transgender young people and visits refer to the OEAP National Guidance FAQ document 6l
	
	
	

	Young people lost, separated or have to be removed from the group, inadequate supervision 
	· Ensure supervising staff are competent, understand their roles and are briefed regarding the outcome of risk assessments
· Pre - plan supervision before visit and brief staff.
· Young people understand arrangements, that they are part of a group and need to follow instructions
· There are clear expectations regarding the behaviour of young people and these have been discussed with them prior to the visit. With older young people this should include expectations regarding substance misuse. Expectations relating to staff consumption of alcohol and smoking should also be considered.
· Ratios are set as part of the risk assessment, in line with OEAP National Guidance and, where applicable, National Governing Body guidance.
· Plan and use suitable group control measures (e.g. buddy systems, large groups split in small groups each with named leaders, coloured caps etc)
· Discuss itinerary and arrangements and code of conduct with young people and staff
· Briefing to all on what to do if separated from the ‘Group’ e.g. meeting points, staff at a ‘central point’, emergency numbers, action in case of an emergency etc.
· Head counts by staff particularly at arrival/departure points, and when separating and reforming groups.
· Member of staff identified to remain at the venue if transport leaves before the young person(s) return. Return by staff/establishment vehicle or public transport. Establishment emergency contact informed.
	
	
	

	Managing and containing emergencies 
	· The establishment has an emergency plan for dealing with an incident on off-site visits, which is known and understood by staff who know how to contact sources of help both in country and at the accommodation
· Mobile phones carried, if available. Consider alternative methods of communications where there are no mobile signals.
· Ensure sufficient supervisors to deal with an incident and take charge of the rest of the group.
· List of young people, contact details of parents/carers and consent forms are held by visit leader and/or deputy leader and establishment contact, after-hours emergency person and contact number must be available.
· Leader and head/establishment contact has instructions as to what to do in an emergency, consideration is given to additional staff support for the group.
· Inform venue and or next of kin, if appropriate.
· If staff have to stay behind to deal with an incident, support young people or staff they are supplied with the means of returning home once next of kin arrive – spare car, lift home or money for public transport.
· Supervision re-organised to take into account the member(s) of staff now missing.
· Group return home early if supervision levels fall below the required standard for safety to be maintained.
· Consider the threat of terrorism in your emergency planning. Be vigilant and ensure that emergency meeting points are identified in case of emergency evacuations.
· A useful FAQ document on Visits and the Threat of Terrorism can be found on the OEAP National Guidance website
· Be aware of Safe Principles advice ‘Run, hide, tell’ from the Government. http://tinyurl.com/pp4fxmu (Cut and paste this URL into your web browser)
· Additional support can be found at Citizen Aid App - helps support you in difficult situations and tells you what to do. http://citizenaid.org/ 
· Contact NCC Emergency Duty officer (07985 381931) or Nottingham on Call (0044 115 915 1640/1633), if appropriate.
· Contact Outdoor Adviser for advice, if necessary; 0044 7944 038678
	
	
	

	Animals, insects, poisonous plants etc.
	· Avoid known high risk situations
· Take necessary avoidance action if encountered
· Ensure those with known allergies carry medication
· Check requirement for protection against malaria
	
	
	

	Illness or injury – Young people and Staff. Appropriate decision making to contain any incident.
	· At least 1 staff member with each group prepared to take lead in first aid. Check first aid certificate is current, and that an appropriate first aid kit is taken.
· Ensure the first aid kit is correctly stocked.
· First-Aid certificates are uploaded to EVOLVE
· Staff are briefed on emergency procedures and know how to call emergency services
· First-aid and travel sickness equipment carried, young people with travel sickness known 
· Member of staff identified to remain at the venue or accompany young person/staff member to hospital if necessary. Return by staff/establishment vehicle or public transport. Establishment emergency contact informed.
· Supervision re-organised to take into account the member(s) of staff now missing.
· Group return home early if supervision levels fall below the required standard for safety to be maintained.
· Mobile phones carried
· Emergency contacts with head/establishment and parents/carers arranged
· Parental Consent forms MUST be taken for all young people, and EHIC cards for all participants with copies held back at the establishment.
	
	
	

	Individual / remote supervision (includes field work, souvenir shopping, theme parks, historic sites etc)
	· Check location as suitable for this mode of supervision
· Ensure young people sufficiently briefed and competent (any individual young people for whom indirect supervision not suitable must be directly supervised) 
· Young people to stay in small groups of at least 4 and to stay with their group.
· Clear guidelines and emergency procedures set and understood. Young people remain together (buddy system – each responsible for named other). If they have to go for help they must do so on pairs.
· Rendezvous points and times set young people know how to contact staff
· Designated staff remain at a central contact point known by young people
· If appropriate, Issue ‘emergency cards’ briefing young people on what to do if they get separated, have information of where they are staying in language of the country visited and emergency numbers.
· Staff understand they are still responsible
· Parents/carers informed and consent given, if appropriate
	
	
	

	Adventurous activities during visits abroad
	· Parents/carers informed and agree to participation in adventurous activities.
· Adventurous Activities to be operated at equivalent standards to UK, seek advice from the Outdoor Adviser.
	
	
	

	Behaviour and Wellbeing of young people
	· Briefing of young people on any legal and cultural differences likely to be encountered such as dropping litter, crossing the road at pedestrian crossings, consumption of alcohol, sexual consent. 
· Young people have telephone contact number (mobile no?) for accompanying staff at all times.
· All participants know what action needs to be taken in an emergency.
· Ensure young people are well prepared and briefed for visits to the WW1 Battlefields and Concentration Camps, In terms of behaviour and emotional preparation. 
· There is a clear policy regarding the use of mobile phones
· There are clear expectations regarding the behaviour of young people and these have been discussed with them prior to the visit and recorded as a code of conduct or behavior.
· With older young people the code of conduct should include expectations regarding substance misuse, alcohol and smoking. 
· Expectations relating to staff consumption of alcohol and smoking should also be considered.
	
	
	

	Hazards in the resort
	· Specific risk assessment for resort completed by leader and code of practice for “non-directed time” agreed – Young people and other staff briefed
· Young people briefed re low risk places/areas in resort they may go 
· Young people know value of foreign currency
· No alcohol or drugs may be bought or consumed by young people, (make sure rules for over age young people regarding smoking and alcohol are clear)
· Young people stay in pairs/groups (buddy system)
· Young people know where and how to contact staff members and what to do if separated from group
· Staff know when they are “on duty” and understand they have responsibility for young people at all times
	
	
	

	Leaders’ own children
	· Consider before staffing agreed.
· If staff (teachers or volunteers’) families join the group, supervision of young people must not be compromised. Such staff should not be included in any supervision ratios.
· Staff children are similar age to group are supervised with young people or separate supervision arranged



	
	
	

	BATTLEFIELD TOURS – FRANCE AND BELGUIM

	Battlefield debris
	· Staff and young people must not handle or touch any items of battle related debris found on the ground.
· Appropriate supervision
	
	
	

	Remote supervision
	· See separate guidance, above.
· Ensure young people are well aware of the need to conduct themselves in a respectful manner. They must not run or climb over graves or monuments.
· They must also respect other members of the public on site, at the time.
	
	
	

	Tunnels and trenches
	· Briefing to take care – especially around barbed wire, corrugated iron sheeting, steep slopes and low roofing/bridges.
· No jumping in or out of trenches
· Suitable footwear – especially if muddy
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ASSESSMENT CARRIED OUT BY:					SIGNED:						DATE:
(THE CONTENT OF THIS RISK ASSESSMENT HAS BEEN SHARED		(Group Leader)						
WITH AND UNDERSTOOD BY ALL STAFF AND YOUNG PEOPLE 
TAKING PART IN THE VISIT)
	SPECIFIC RISK ASSESSMENT – OVERSEAS  VISITS
	

	State the location and type of visit
	GROUP SIZE
Young 
people:
Adults:
	

	ESTABLISHMENT
	
	

	WHO MIGHT BE HARMED:
	
	

	HAZARDS
(e.g. what might go wrong)
(including lack of / inadequate arrangements)
	
EXISTING CONTROL MEASURES
	
Write YES if in place,
NO if not
(or N/A)
	

	
	

	
	

	
	

	
	

	

	
	
	

	PLAN ‘B’
	

	

	
	
	

	

	
	
	

	ON-GOING RISK ASSESSMENT
Have staff been instructed to carry out ON-GOING risk assessments throughout the visit / activity e.g. as regards to changes of weather, tiredness / illness in the group, behaviour, problems made known by other groups at the same location etc.
	Tick when completed

	
	

	OFF-SITE VISITS COORDINATOR’S (OVC) COMMENTS (if any): 
	SIGNED
	DATE

	HEAD OF ESTABLISHMENT APPROVAL:
	SIGNED
	REVIEW DATE

	COMMENTS:
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