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RISK 
MANAGEMENT PLAN – SCHOOL EXCURSION VISIT

Name of School: _______________________________________  Group/Class: ____________________ Number in Group: _______________

Name of Principal: ____________________________________    Name of Excursion Coordinator: ___________________________________

Description & Location of Excursion: ____________________________________________________________________________________

Date(s) of Excursion:__________________________________   Contact Number: _________________________________________________

Accompanying staff, parents, caregivers, volunteers: _________________________________________________________________________

TRAVEL (Consider transport to the venue)

	Activity/Location
	Hazard Identification
	Risk Assessment
	Elimination or Control Measures
	Who
	When

	Coach transportation to Centre
	·   Vehicle Faulty

· Vehicle Accidents

· Struck by vehicle during boarding
	6

3

5
	· Book vehicle appropriate for group

· Ensure vehicle operators hold appropriate licences and insurance

· Ensure participants stay seated throughout travel

· Enforce rules and monitor behaviour

· Brief participants on emergency procedures

· Ensure participants enter and exit vehicle in a safe manner
	Excursion Coordinator

Vehicle Operator

Group Leaders

Group Leaders

Coordinator &

Group Leaders
	Prior to booking

During transportation

On arrival


VENUE (Consider potential hazards such as location, crowds, slippery floors)

	Activity/Location
	Hazard Identification
	Risk Assessment
	Elimination or Control Measures
	Who
	When

	General
	· Site uninsured

· Injury due to OH&S issue
	6

6


	· Centre maintains Public Liability insurance and Voluntary Workers Personal Accident Cover.

· Centre has a commitment to managing OH&S issues and conducts regular audits of the Centre and all exhibits
	Management

OH&S Committee
	Ongoing

Ongoing

	Participants walking/crossing roads
	· Struck by vehicle when crossing roads
	5
	· Ensure participants enter and exit vehicle in a safe and controlled manner – proceed immediately to Centre entrance to avoid cars in parking areas 
	Group Leaders
	During Visit

	Entry and Stair Access
	· Trips and Falls
	6
	· Ensure participants walk up stairs with enough spacing between them

· Non slip safety surface on stair access

· Stairs fitted with hand rails
	Group Leaders

OH&S Committee
	During Visit

Ongoing

	Floor Surfaces inside and outside Centre
	· Trips and Falls

· Slippery or rough surfaces
	6

6
	· Ensure participants walk only inside and outside Centre and up and down stairs

· Ensure all inside floor surfaces are not wet

· Safety talk given to participants before activities commence
	Group Leaders

Centre Staff

Centre Staff
	During Visit

Before Visit

During Visit

	Exhibition centre
	· Inappropriate Powerpoint usage

· Inappropriate use of Fire Extinguisher
	5

6
	· Safety covers installed in unused powerpoint sockets

· Appropriate supervision of participants in seminar room

· Ensure chairs are adequate distance from all fire equipment in room and that children are well supervised at all times
	OH&S Committee

Group Leaders

Centre Staff
	Ongoing

During Visit

Before Visit

	Maintenance & Repairs
	· Injury due to

      unsupervised  

      access during 

      repairs
	6


	· Appropriate signage for Non Access areas

· Appropriate supervision of groups within Centre
	Management

Group Leaders
	Ongoing

During Visit


ACTIVITIES (Consider activities planned on the program)

	Activity/location
	Hazard Identification
	Risk Assessment
	Elimination or Control Measures
	Who
	When

	General Safety and Use of Exhibits in Centre
	· Injury due to exhibit use
	5
	· Regular exhibit audits performed by OH&S committee and exhibits kept in a state of good working order

·  Safety talks given to schools on arrival
	OH&S Committee

Centre Staff
	Ongoing

During Visit

	Activities Specific

(Please see attached sheet re activities undertaken whilst visiting Centre)
	· Injury whilst using activity

·  Inadequate supervision
	5

6
	· Regular audits performed by OH&S

       committee to ensure safe working exhibits 

       that are regularly maintained

· Volunteer guide allocated to each group 

       gives instructions re safe practice of using 

       equipment

·  Small group numbers to ensure adequate

        supervision at all times

· Instructions given at beginning re group

       conduct within Centre

· Incident Report procedures in place
	OH&S Committee

Guide

Centre Staff

Centre Staff

OH&S committee
	Ongoing

During Visit

During Visit

During Visit

Ongoing

	Staff and Volunteers
	· Untrained or  

   unqualified staff 
	6
	· Education Officer is a qualified school

       teacher

· Education Officer and key volunteers hold

       current Senior First Aid certificates

· Volunteers undergo safety inductions and

      training sessions and have all signed a  

      Working with Children check
	Management

OH&S Committee

Centre Staff and Management
	Ongoing

Ongoing

Ongoing


EQUIPMENT (Consider resources that impact on the activity such as appropriate & sufficient clothing, shoes, protection from environment,                                activity specific equipment)

	Activity/Location
	Hazard Identification
	Risk Assessment
	Elimination or Control Measures
	Who
	When

	Appropriate Footwear and Clothing
	· Tripping or foot    

   injury on bike 

    pedals
	5
	· Participants should wear closed-in and sturdy shoes to allow proper use of the bike exhibit
	Group Leaders/ Coordinator
	Before Visit


PEOPLE (Consider nature of participants such as maturity, behaviour, child protection issues, fitness, medical conditions & disabilities)

	Activity/Location
	Hazard Identification
	Risk Assessment
	Elimination or Control Measures
	Who
	When

	Child Protection
	· Child Protection    

  Related Incident
	6
	· All volunteers are screened and have signed a “Prohibited Employment Declaration” 

· Centre Education Officer has had a police check performed 

· Students are never left alone with an adult
	Management

Management

Centre Staff
	Ongoing

Ongoing

Ongoing

	Medical
	· Access to First 

  Aid

· Inappropriate 

  medical attention
	5

5
	· First Aid box clearly labeled and all volunteers are able to access first aid kit – at least one trained Senior First Aider available at all times

· Information obtained prior to visit of any special needs or health issues to be aware of

· School to ensure that participants carry appropriate medication at all times
	OH&S Committee

Centre Staff

Group Leaders


	Ongoing

Before Visit

Before & During visit

	Special Needs
	· Incident due to  

  inadequate special 

  needs 

  considerations
	5
	· Lift access available for students in wheelchairs

· Disabled toilet facilities available

· Level floor (with no ramps or steps) inside Centre for good wheelchair mobility.

· Tactile bumps fitted

· Ability to participate in specific activities after discussion with Centre staff

· Special needs identified at time of group booking
	OH&S committee

Management

Management

Centre Staff

Centre Staff and Coordinator
	Ongoing

Ongoing

Ongoing

During Visit

Before Visit


OTHER (Consider The Hazards specific to related stay)

	Activity/Location
	Hazard Identification
	Risk Assessment
	Elimination or Control Measures
	Who
	When

	Emergency Procedures
	· Fire or  

  Evacuation 

  Procedure
	4
	· Alarms fitted in Centre will sound automatically in event of fire

· Fire extinguishers located in prominent areas

· Evacuation points & signs posted

· Trained senior first aider in centre during visits

· Trained Fire Warden in Centre during visits

· Volunteers trained in evacuation procedures
	Fire Warden

Fire Warden

Fire Warden

Centre Staff

Centre Staff

Centre Staff
	Ongoing

Ongoing

Ongoing

During Visit

During Visit

Ongoing


Risk Assessment



LIST OF ACTIVITIES UNDERTAKEN BY STUDENTS VISITING FUTUREWORLD

N.B. – All activities are supervised by a trained volunteer guide at all times.

           Activities may vary from visit to visit.

Station 1 – The Greenhouse Bike – Students ride a modified exercise bike to determine how much greenhouse gas different electrical appliances produce. Bike is fitted with a safety cover and all sharp edges are padded. Pedals have been modified to stop as soon as the child stops pedalling. Ensure shoelaces are done up. Children with known medical conditions affected by physical exertion must be well supervised. 

Station 2 – The Wave Machine – Students see how the prototype of the wave machine at Port Kembla functions. 

Station 3 – The Solar Car – Students are able to sit inside a model solar vehicle that has functioning steering and braking capabilities. The car is fixed to the ground and is padded throughout. Safety signage is also apparent on the vehicle. 

Station 4 – The Solar Sailor – Students are able to see the real life prototype of the Solar Ferry that runs on Sydney Harbour. There is no entry to the actual boat and it is viewed behind a roped off area. Children are also able to use a torch to make a small model of the ferry work using the torch to provide solar energy. The model is restricted by a grill. Children are told not to point the torch at people.

Station 5 – The Mini Eco-House/Waste Not – Students are able to see how they can save energy and water in the home. Students also decide what to do with waste by deciding what can be recycled and what cannot.

Station 6 – Wind Energy – Students are able to turn a handle to spin three wind turbines and produce electricity. Turbines and fan are encased within a perspex box and grill. There is also a simulated computer program the children are able to use to build a turbine within a time limit.

Station 7 – Water Catchment Model – Students using food dye are able to see where pollutants from various sources end up in our stormwater system. Water is used to simulate rain. 

Station 8 – Solar Pump – Students with adult supervision operate a solar powered pump outside to see what factors affect how well solar cells work. 

Risk Assessment Matrix�
�
How serious could the injury be?�
How likely is it to be that serious?�
�
�
very likely�
likely�
unlikely�
very unlikely�
�
Death or permanent disability�
1�
1�
2�
3�
�
Long term illness or serious injury�
1�
2�
3�
4�
�
Medical attention and several days off�
2�
3�
4�
5�
�
First aid needed


�
3�
4�
5�
6�
�



Severity – is a measure of an injury, illness or disease occurring. When assessing severity, the most severe category that would be most reasonably expected should be selected.�
Likelihood – is defined as the potential that an accident will happen that may cause injury or harm to a person. When making assessment of likelihood, you must establish which of the categories most closely describes the probability of the hazardous incident occurring.�
�
Legend


1 and 2	Extreme risk; consider elimination of the activity. Otherwise determine controls that are reasonably 


	practicable to minimise the risk.


3 and 4	Moderate risk; determine controls that are reasonably practicable to minimise the risk 


5 and 6	 Low risk; manage by routine procedures. �
�
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