OUTDOOR ACTIVITIES (SCHOOLS)
Before undertaking any out of school activities, the teacher in charge of the class concerned must observe the following procedure.

(
The head teacher must be informed of the date, destination and approximate duration of the activity.

(
The class teacher must undertake a risk assessment for the class activity (see the risk assessment section of this policy for methodology and blank forms) 

In some cases where the activity is a visit to a registered activity provider the class teacher will need to provide information to the activity provider  for example : pupil age and ability, any specific medical requirements, number of supervisors attending etc  The registered activity provider is responsible for the risk assessments for the activity which he /she provides

(
If it is an activity during school hours, letters must be sent home to parents informing them of the nature of the activity.  A tear off slip must be attached for parents to acknowledge receipt of the letter.

(
If the activity is out with normal school hours and parents are to collect their children then this must also be on the tear off slip.

(
If the activity is residential then all parents must be issued with a consent form, emergency medical treatment form and the standard school letter detailing accommodation, transport arrangements etc.

(
Where the activity involves outdoor pursuits such as canoeing, hill walking etc. this may only be undertaken if:


1.
The activity is organised by competent persons and where relevant they are properly licensed;


2.
A qualified instructor is available;


3.
Participants are wearing suitable clothing;


4.
Any necessary safety equipment is provided.

(
In consultation with the head teacher, the class teacher will ensure there is suitable adult supervision whilst the pupils are undertaking the activity.

(
Where necessary, adequate insurance for the activity must be purchased.

(
Whenever requested, or if the head teacher deems it necessary, the school mobile phone should be made available for staff taking pupils out of school.  Checks should be undertaken to ensure that reception is available at the activity location
(
A travelling first-aid kit will be available.

(
When pupils are expected to walk along the public road to and from an activity suitable supervision and controls should be available including adequate staffing and physical controls if required.

THIS CHECKLIST MUST BE COMPLETED, SIGNED AND DATED BY THE STAFF MEMBER LEADING OR ORGANISING THE ACTIVITY AND SIGNED AND DATED BY A MEMBER OF THE MANAGEMENT TEAM, BEFORE THE ACTIVITY CAN PROCEED

A copy of this safety checklist should be held by Management and a copy should be held by the staff member on location at the activity along with participants medical consents.

This checklist has been completed in relation to:

	OBJECTIVES
	YES
	NO
	N/A

	Are objectives clearly stated?
	
	
	

	are they relevant and appropriate?
	
	
	

	LEADERSHIP 
	
	
	

	Is there an appointed Leader?
	
	
	

	Is there an appointed Depute?
	
	
	

	Are staff clear over their responsibility and personal roles?
	
	
	

	Are there sufficient staff competencies to deal with the programe?
	
	
	

	Have all staff been briefed?
	
	
	

	Is there acceptable staff/participant ratios?
	
	
	

	Are leaders competent in first aid?
	
	
	

	LEADERSHIP – EXTERNAL
	
	
	

	Is the activity being provided by an external agency?
	
	
	

	Are they national Governing Body approved and qualified for activity?
	
	
	

	Is their insurance provision acceptable?
	
	
	

	Have they been given data on group requirements and needs?
	
	
	

	Can the meet these requirements?
	
	
	

	PARTICIPANTS
	
	
	

	Are participants capable of coping with the activity?
	
	
	

	Have any modifications been made?
	
	
	

	Is the activity a repeat?
	
	
	

	Do participants understand the nature/risk of the activity?
	
	
	

	Has a participant briefing been completed?
	
	
	

	ENVIRONMENT/LOCATION
	
	
	

	Has action been taken to eliminate/reduce avoidable risks to manageable levels?
	
	
	

	Is the location appropriate for the type of activity and level of participants/leaders?
	
	
	

	Have adverse weather conditions been considered?
	
	
	

	If water based activities are planned have swimming competencies been established?
	
	
	

	Is cold water/open water immersion likely to affect the risk?
	
	
	

	If on open water can all participants swim a minimum of 10m?
	
	
	

	Have the specific hazards on this activity been assessed?
	
	
	

	Could a medical condition e.g. epilepsy affect the risk?
	
	
	

	If so has action been taken to minimise this to satisfactory levels?
	
	
	

	If an open water and epileptic can you confirm that they have been fit free for 1 year? (ref: RYA/SOUK/RDA requirements?)
	
	
	

	MEDICAL
	
	
	

	Has participant/staff medical data been obtained?
	
	
	

	Are all participants and leaders fit to take part in this activity?
	
	
	

	Have arrangements been made to provide necessary medication on location for participants who require this?
	
	
	

	Has the nearest medical assistance been established?
	
	
	

	Is there sufficient qualified first aiders and first aid equipment available on location?
	
	
	

	EQUIPMENT
	
	
	

	Does the activity provider take full responsibility for the equipment to be used?
	
	
	

	Is equipment safe and appropriate for the participants?
	
	
	


	OBJECTIVES
	YES
	NO
	N/A

	TRANSPORT
	
	
	

	Is the transport legal?
	
	
	

	Are drivers sufficient and competent?
	
	
	

	Is transport under the organisers control?
	
	
	

	HOME CONTACT
	
	
	

	Have parents/guardians been briefed?
	
	
	

	Have they been notified of the risks?
	
	
	

	Have they been contacted tel. No’s?
	
	
	

	INSURANCE AND LEGAL
	
	
	

	Is the activity within the Council’s indemnity cover?
	
	
	

	Is the activity recognised by Outdoor Education?
	
	
	

	Do all staff know their legal obligations?
	
	
	

	Has management approval been applied for?
	
	
	

	Where appropriate have parental comments been obtained?
	
	
	

	EVALUATION/DEBRIEF
	
	
	

	Have opportunities been made for participant and staff debrief?
	
	
	

	ACCIDENT AND EMERGENCY
	
	
	

	Has an emergency plan been planned and discussed with staff?
	
	
	

	Has clear communication been established between location and work base?
	
	
	

	Do staff know the procedures in the event of serious accident/incident?
	
	
	

	ON ACTIVITY SAFETY
	
	
	

	Have participants been issued with safety codes?
	
	
	

	Have participants agreed to a behaviour contract?
	
	
	

	Do participants understand their responsibilities and commitments to safety procedures?
	
	
	

	Have behaviour standards been conveyed to parents/guardians?
	
	
	

	Is there clarity over the supervision of participants behaviour between internal/external staff?
	
	
	

	OVERALL RISK ASSESSMENT
	
	
	

	WILL WE BE ABLE TO CONFIRM:
	
	
	

	The activity will be competently led and instructed?
	
	
	

	The activity level and location is acceptable?
	
	
	

	Sufficient attention has been to foresee all possible risks?
	
	
	

	All equipment is servicable and adequate?
	
	
	



This safety checklist has been completed by   
 (Signed)


 (Designation)

   (Date)

I am satisfied that all procedures and arrangements regarding this activity are appropriate for these service users.  I confirm authority for this proposed activity to proceed.

Line Manager:   
 (Signed)

   (Date)

ADDITIONAL COMMENTS/DETAILS

