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          S4GA Conf.   To be held 09/02/07.

Risk Assessment

Students 4 Global Action Conference, The Hewett School. Norwich 

	Hazard
	Risk
	How dealt with
	Who is responsible
	Action by
	Risk Level 

	SPECIFIC PARTS OF THE DAY
	
	
	
	
	Freq

0-10
	Risk

0-10
	FxR

0-100

	Arrival at Venue
	1. Traffic - Walking to venue from coach, minibus, across car park.   
	1. Teachers escort/oversee pupils
	1. Accompanying Teachers
	1. Schools
	2
	7


	14



	Initial & Final  Plenary Sessions
	1. Fire/Bomb threat. Robbery etc

2. Cuts or other injuries (slip on polished floor etc)
	1. Relevant information given at initial plenary briefing.
2. Teacher First Aiders identified,  First Aid available at The Hewett School+ mobiles held by NEAD staff members & others.  
	1. NEAD/ DLC staff to brief people at Intro 

2. Accompanying teachers/DLC staff.  
	1. NEAD/ DLC
2. DLC & Schools 
	1

2
	10

3
	10

6

	Workshops
	1. incidents within the workshop
	1. Pupils escorted to and from workshops 

2. Workshop rooms checked before + Eqpt PAT tested by Hewett School
3. Teachers to be present in all workshops.  
	1. Teachers with NEAD staff, volunteers & facilitators.  
2. NEAD/Hewett staff
3. Teachers
	1. Schools, UEA,NEAD

2. UEA
	1

1
	2

2
	2

2

	LUNCH in Main Hall
	1. Food Poisoning

2. Lost Pupils, abduction, molesting
	1. Caterers have appropriate Health and Safety measures

2. Accompanying teachers to ensure that no students leave the school site at any time during the day.  
	1. NEAD staff liaise with Caterers

2. Teachers 
	1. NEAD

2. NEAD then Schools
	5

2
	2

2
	10

4

	Departure
	1. Traffic, 

2. Walking to venue from coach, minibus, 
	1. Teachers escort/oversee pupils

2. Teachers escort/oversee pupils
	1. Accompanying Teachers

2. Accompanying Teachers
	1. Schools
	1

2
	7

3
	7

5


	Hazard
	Risk
	How dealt with
	Who is responsible
	Action by
	Risk Level

	GENERAL RISKS
	
	
	
	
	Freq

0-10
	Risk

0-10
	FxR

0-100

	Molesting by external parties


	· Abduction, assault, etc.
	1. Accompanying staff (teachers) must monitor their own pupils. 
NEADs Pre-Conference advice states “accompanying teachers must monitor their own pupils”.  
	1. NEAD to  advise on responsibilities.  
	Accompanyig Teachers  
	1
	10


	10

	Fire
	· Electrical Fire

· Other fires
	1. All Electrical Equipment is PAT tested

2. Fire Extinguishers at  Venue

3. Mobile Phones/ land line  to summon external emergency service assistance.  
	1. Hewett/ NEAD
2. Hewett
3. Hewett/NEAD staff
	DLC/NEAD
DLC
DLC/ NEAD
	2
	5
	10

	Bomb Threat
	· Disruption/Panic
	1. Hewett contingency plans for emergency assembly site (s)

2. Phones to summon Police 
	1. Hewett
2. Hewett/NEAD staff
	1. DLC
2.DLC/NEAD
	1
	10
	10

	Injury
	· Cuts, bruises etc & other injuries
· Electrical Fault 

· Traffic Accident
	1. First Aid Medical Assistance available at Hewett or via teacher First Aiders

2. All Electrical Eqpt PAT Tested

NEAD letter to schools advises Teachers to escort pupils across roads to and from venue
	1. Hewett/NEAD staff aware of procedures/contacts. Teacher First Aiders identified 

2. DLC staff

3. Accompanying teachers 


	1. DLC/ teachers/ NEAD
2. DLC/ NEAD 

3. Schools
	
	
	

	Poisoning
	· Catering


	1. Caterers have appropriate health and Safety measures in place


	1. Caterers after liaison with NEAD 
	1. NEAD
	2
	8
	16

	Robbery
	· Intruders
	1. All conference participants told to look after their  valuables, not leave them unattended.  


	1. Teachers after NEAD advice
	1. Schools


	1
	3
	3


Risk Assessment signed: 



 &  _______________________



Sandy Betlem (Schools Worker) & Alex Atherton (Hewett School) 
NEAD (Norfolk Education & Action for Development)

Dated:  01/02/07


Information on Health & Safety procedures for Schools bringing pupils to the 1st  Norfolk Students 4 Global Action Conference 

We aim to make this a safe as well as an enjoyable event. Overall we assume that the accompanying teachers are aware of and will implement their own school trip policies and procedures. The accompanying teachers are responsible for the behaviour and discipline of their pupils during the conference and should as far as possible monitor their movements. The only time when accompanying teachers may be split up from their students is during the workshops. We expect the accompanying teachers to attend the workshop sessions and therefore there will be at least one qualified teacher present in each workshop. 

Please let NEAD know the name of your school party’s named qualified First Aider.  
Some other areas / issues we would like to draw your attention to include:   

1. Getting There/ Arrival:  Accompanying Teachers are responsible for the safety of their pupils when getting to the conference venue, crossing the car park, etc. The conference starts in The Hewett Schools West Hall. This is accessible to wheelchairs.  Registration is from 9.30- 9.40am in the West Hall foyer.   
2. Initial Briefing:  The conference starts in the West Hall at 9.40- 10.10am. Within the Introduction, we will deal with housekeeping issues such as what to do in the event of fire, bomb threats, injury etc. We will also advise participants that they should not leave any valuables lying about or unattended – please could you advise pupils of that as well before they arrive. 

3. Workshops:  After the initial Plenary the workshops will be held in classrooms near to West Hall. There is no need to exit the building to reach  workshop rooms.  NEAD staff &  volunteers will escort pupils there. Could all schools please advise us before the event of any special needs your colleagues/ students have with regard to access.  
4. Getting to Lunch:  Lunch will be served in the West Hall – again NEAD staff, volunteers & facilitators will be available to escort groups (with their teachers too).   

5. Lunch:  This will be provided at 12.30- 1.10pm (as will morning break refreshments at 11.10- 11.30 am), by external Caterers (Sugar & Spice), but could you advise us, well in advance, of any special dietary needs or other serious issues – food allergies amongst colleagues students etc. 

6. During the Lunch Break:  Students must stay in the lunch area other than to use the toilets located close to the West Hall. We stress that students should not leave the site at any time during the conference. 

7. Afternoon Plenary:  Is from 1.10- 2.45pm in the West Hall. 
8. Leaving the Conference:  As with arrival the accompanying teachers are responsible for ensuring their students safety between leaving the Hewett School buildings and getting to their coaches, minibuses. If required NEAD staff / volunteers can assist teachers with this – just ask. It would be helpful if you can depart before 3.05 (when The Hewett School finishes) otherwise you will have to wait until 3.20pm
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