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	Name of workplace: 


	Name of workplace manager:  Phone:  Fax:  

	Risk assessment focus:                                   Excursion Coordinator:  Nicholas Staniford                  Excursion Date: 
Location:  Group/Class:  
Accompanying Staff:   

	Location/activity
	Hazard identification type/ Causes
	Current Controls
	Risk Matrix Score
	Elimination or Control Measures
	Who
	When

	Pre Planning 
	Adherence to DEC Risk Management Policy and Procedure
	Endorsed by Deputy Principal/s
	6
	* Liaison with School Deputy Principal/s                     * Liaison with Venue                                                  * Liaison with Parents                                             * Liaison with Students
	Deputy Principal/s
	As Required

	First Aid / Allergens
	Incident resulting in injury.

Allergic Reaction.

Bites and Stings.

Asthma Attack.
	Staff hold current certifications in e-Emergency Care, Anaphylaxis and if required, CPR
	6
	* Students and parents advised of excursion first aid procedures. 

* First aid requirements included in debrief to students/ volunteers/ staff at school prior to departing on excursion.                                             * Staff check and take required student health care plans.                                                                        * Staff take required student medications.                * Staff take first aid kit with current Epi-pen.              * Staff carry the emergency contacts for students, school and DEC.                                                                            * Students take their in-date Epi-Pen; if required. Checked by staff student has epi-pen.
	Students
	Prior to Excursion

	Student Supervision.
	Student lost.

Student accosted.
	Staff adhere to department policy (line of sight).

Adherence to staff/ student ratio policy.
	6
	* Students advised to maintain visual contact with staff at all times.                                                        * Students identifiable in school/sports uniform.

* Staff carry mobile phone for contact with accompanying members and school.                        * Students leaving supervised group area (Toilet etc.) are accompanied by staff and line of sight maintained.                                                                * Staff to student ratio to not exceed 1:8 for students participating in activities. 1:20 onshore.                            * Teacher to carry record of students’ permission notes with clearly identified venue address, transport and session times, school mobile phone number.
* Inform Principal/DP’s immediately with name of lost student.

* Ascertain location of where student was lost, contact Police.

* Principal/DP’s to liaise with parents.


	Staff Member/s
and Students
	Prior to Excursion.

Duration of Excursion.

	Student Behaviour.
	Student behaviour impacting on self and others.


	Staff follow DEC student behaviour policy.
	5
	* Staff take required student behaviour plans.

* Student advised in debrief prior to commencement of excursion of appropriate conduct.

* Staff to check if student/s are on code before going on excursion if applicable.

* Students identifiable in school/sports uniform 

* Students that pose a high risk to themselves or others are not invited to attend and are supervised at school. 

* Parents are notified in permission note of this.    * If a student’s behaviour becomes an issue during excursion, staff organise ‘time-out’ in a designated safe area.
	Staff Member
Students.


	Prior to Excursion.
Duration of Excursion.

	School Discipline Code 
	Student violates school discipline code to the extent that they endanger themselves or others
	Students are made aware of behaviour expectations
	5
	* Administration / Elimination – students with a record of serious behaviour sanctions prevented from attending the excursion.

* Administration – verbal instruction to students about expected behaviour. 

* Isolation – student separated from group under the supervision of a member of staff                         * Elimination – behaviour detrimental to the point that a single student or all students are returned to school.


	Staff/ Excursion coordinator/ School Executive
	Prior to, during and after the match or Whenever Required

	Vehicle transport to excursion venue - Redbus
	Boarding Vehicle
Vehicle accident


	Students instructed    on appropriate behaviour for bus travel.                           Students also instructed on entering / exiting bus. 
	6
	* Ensure vehicle operators hold appropriate licence and insurance.                                            * Check availability of seat belts.                            * Vehicle to be appropriate for needs of the group.                * Enforce rules and monitor behaviour.                    * Students board and exit bus on footpath.

	Excursion  coordinator

Teachers
	Prior to booking

On Excursion

	Walking to and from Venues
	Uneven ground

struck by vehicle on road
	Instruct students on expectations of road safety. Students closely supervised by staff. Students walk in group with supervising staff at front and rear of group.
	5-6
	* Wear enclosed footwear/remain on pedestrian walkways and crossing at all times.                           * Teachers attending to supervise excursion

* Brief participants on rules and behaviour            * Students debriefed prior to leaving school and again at venue on rules and behaviour expected while on excursion.                                                 * Under guidance from staff, remain on pedestrian pathways and use designated crossing when available. 

* Participants briefed on possible hazardous areas prior to activity.
	Staff Member/s
	Prior to Excursion Duration of Excursion



	Accidents / Injuries 

Snorkelling
	Injury to Students -      * Asthma                      * Broken Limbs            * Anaphylaxis               * Cuts & Abrasions                  * Bruising                                    * Muscle Strains           * Soft Tissue Injuries    * Hard Tissue Injuries                      * Facial Injuries             * Concussion
	Students take care of minimise risks and          ensure necessary procedures/instructions  are being followed.

	4-5
	* Ice / First Aid Kit available with Epi-pen – dress wounds – Refer to doctor if needed. Ring Parents and Ambulance if needed.                                      * Teacher Trained in  Snorkeling Certificate/ First Aid/CPR.                          * Provide Sunscreen.                                             * Students to always be supervised by a teacher.                        * Maximum of 8 students per Teacher in the water.                 * 1:20 onshore

	Staff Member and Students
	When Required

	
	Fatigue / Dehydration
	Students to have own water bottle
	5
	Drink Water during day when required
	Student
	When required

	
	Bleeding
	
	5
	The following procedures need to be adhered to -                 * all clothing, equipment and surfaces contaminated by blood must be viewed as potentially infectious and treated accordingly                  * participants who are bleeding must have the wound dressed and securely covered                       *any blood covered body area (and surface area where appropriate), must be cleaned thoroughly and any blood covered clothing and equipment cleaned or removed prior to the participant recommencing the activity
	Staff Member and Student
	When Required

	
	Injury to staff member requiring medical attention

	
	5

	* Administration –  notification to school via phone

* Substitution – alternative staff member assume responsibility for students and organise medical care.                                                                           * Administration – assessment made of continued viability                                                                      * Isolation – students removed from area.  

                           
	Excursion coordinator

	Whenever possible


	Snorkelling
	Student Preparation
	Students take care to minimise risks and ensure necessary procedures/instructions  are being followed
	6
	* For snorkel swimming in chest deep water in optimal weather and water conditions and where students can enter and leave the water easily, students must be able to demonstrate basic water competence and confidence.                                   * For snorkel swimming and snorkel diving in open water, students must be able to:                                # swim continuously for 200 metres, any stroke, then perform survival sculling, floating and treading water for ten minutes without the use of fins. 
	Staff Member
	Prior to start of activities

	
	
	Revision of how to clear mask, buddy system, snorkeling signals, how to clear snorkel, area to be snorkeled (boundaries)
	6
	* All students should have a clear understanding of the revision procedures before entering the water. 
# An understanding of buoyancy concepts.    # Knowledge of the dangers of separation from the group, hyperventilation, hypothermia, pressure/depth relationship of ears, sinuses, mask and lungs, and how to equalise pressure in ears and mask air space.                         # Practice ditching and replacing a weight belt (if worn) in the water.     # Clearing a flooded snorkel and mask.  Surface diving techniques, including equalising ears when descending.                 * Entry and exit methods.Rescue techniques.                 # Correct finning technique.                        # Hand signals (OK and not OK).                # Appropriate safety practices such as the buddy system where one partner dives and one partner remains on the surface.


	Staff Member/s
	Prior to start

	
	
	Pre-snorkelling briefings.
	6
	* Potential hazards of the venue, including water and weather conditions.                   * Boundaries of the area (snorkel divers must remain within a fifty (50) metre radius of the diving flag).             * Proximity to staff and a reminder of the importance of staying with the group.             * Time limits applying to the dive activity.        * Checking essential equipment and ensuring it is in working condition and fits correctly.                * Reviewing essential techniques (clearing mask, equalising, finning, surface diving). * Review of emergency procedures and what to do if in trouble in the water.                           * Safety practices to be used such as the buddy system, hand signals etc.                   * Reminders re hyperventilation, hypothermia symptoms and how to avoid/relieve a cramp. * Safety reminders regarding marine animals, people fishing and boat hazards.       * A check that students with asthma and potentially needing medication have it with them.


	Staff Member/s
	Prior to start

	
	
	Post dive briefings checks 


	6
	* Ear discomfort.                    * Signs of hypothermia.               * Difficulty with breathing.                      * Headaches.

	Staff Member/s
	At end of Snorkel

	Venue
	
	Students take care of minimise risks and ensure necessary procedures/instructions  are being followed
	6
	* Snorkelling should be confined to swimming pools and sheltered swimming areas and recognised safe snorkelling venues. Until participants have completed an Ocean Snorkel Diving Course, the depth of the water should not exceed five (5) metres.                                          * The snorkel diving point in open water should be within 200 metres of the shore or within 100 metres of the boat.                                                 * The teacher-in-charge or the instructor must have current knowledge of the area to be used and be certain of its suitability for the program and the group.    
Open water diving must not be undertaken:
* In conditions where visibility is less than three (3) metres.                                                             * Where the current is greater than 0.5 knots.       * Where unbroken waves are greater than 0.5 metre in height.                                                       * An open water site must be marked with a diver’s flag displayed in a recognised fashion, which is the international letter ‘A’.
Such sites should also have:

* Safe entry and exit points with minimal water movement.                                                             * No obvious dangers, such as boat traffic or people fishing.                                                        * Stable weather conditions with no obvious threat of a sudden change in the weather that could affect the safety of the activity. 
	Staff Member and Students
	Prior to start of Activities at Venue

	
	Venue Evacuation 
	Students to be informed of meeting spots and emergency exits. Staff and students stay together and exit venue as instructed by Venue Staff
	5
	* Verbal instruction to students about potential risks and safety measures.

* Students instructed on evacuation procedures and safe meeting place outside the venue.                      * Staff to mark roll outside venue.                              * Notify school of evacuation, change of plans and any missing students.                                               * Assessment made on viability of continuing carnival. Keep school updated with situation and changed plans.

* Cooperate with Emergency Services Personnel, keep students calm by giving them information.

* Check transport timetables, move students away from venue to another meeting point, near transport, mark roll, return to school.

* Call Police 000 if necessary
	Staff and Venue Staff.
	Prior to leaving school

On meeting up after evacuation.
As Required



	Equipment
	Snorkel, Mask, Fins and Wetsuit 
	Students minimise risks and ensure necessary procedures/instructions  are being followed
	6
	* Exposure suits should be worn, unless in a heated pool. Wetsuits should be worn when it is appropriate.                                                            * The mask must be a good fit made of soft rubber, silicon or silitex so that no water leaks into the air spaces and must have nose pockets. The plate should be made of tempered safety glass. The faceplate should fit snuggly (the more snug the fit the easier to use and clear if it should accidentally fill with water).                                     * The length of the snorkel should not exceed 30 cm, longer snorkels are a distinct hazard. The snorkel should have a 2cm bore, be smooth on the inside and have a comfortable mouthpiece with a keeper.                                                        * Fins, appropriate for the size of the student, should fit comfortably and move easily. Weight belts, used for snorkel diving, must have a quick release buckle. Weight belts are not to be worn without a wetsuit. Snorkel swimmers must not wear a weight belt. 

* A dive flag is mandatory for open water venues and must be displayed at the site at all times.       * For snorkel diving, a safety float should be towed by a staff member if more than 50 metres from the shore, boat or platform.                           * Personal Floatation Devices (PFD) will be made available on request.
	Staff Member Student
	Prior to Leaving School and at Venue

	Student Safety - Student/s inappropriately approached by stranger
	Psychological / physical harm to student
	                              Ensure students stay together and follow all instructions.
	5-6
	* Verbal instruction to students about potential risks and safety measures. In particular students instructed to notify a teacher when leaving venue to go to toilet and on return.

* Students instructed to remain in pairs or groups at all times, particularly when going to toilets. Also to notify teacher immediately should anything happen.
	Staff Member and Students
	As Required

	Walking to and from activity.
	Struck by vehicle.

Uneven footpath
	Students closely supervised by staff. Students walk in group with supervising staff and front and rear of group.
	5-6
	* Students debriefed prior to leaving school and again at venue on rules and behaviour expected while on excursion.                                                 * Under guidance from staff, remain on pedestrian pathways and use designated crossing when available. 

* Participants briefed on possible hazardous areas prior to activity.

	Staff Members Students
	Prior to Excursion

Duration of Excursion

	Environment 
	Wet weather
	Staff and students to wear appropriate clothing and footwear and utilise shelter where possible
	3
	* Weather reports monitored.

* Game day altered to suit conditions, if required.

* Follow advice from trained / supervising venue staff.

* Parents notified in permission note alternate arrangements for dangerous weather (wind, hail, thunderstorms etc.).

* Supervising teacher and venue supervisor to make final judgement on cessation of activities.

* Duty of care to students overriding priority.

* Supervising teacher and venue supervisor to make final judgement on cessation of activities.


	 Staff Members
	Prior to the start of Game/Excursion
Duration of Game/Excursion 

	
	Violent Electrical Storms
	Staff and students to wear appropriate clothing and foot wear and utilise shelter where possible.

Activity ceased upon presence lightning
	3
	* Weather reports monitored.

* Participants evacuated to a safe location.
* Supervising teacher in discussion with venue supervisor to make final judgement on cessation of activities.


	Staff Members
	Prior to the start of Game/Excursion
Duration of Game/Excursion

	
	Hot / Humid.

Hyperthermia / Heat Stroke.

Dehydration.
	Staff and students to wear appropriate clothing and foot wear and utilize shelter where possible.

Staff trained in First Aid and e-Emergency care.
	3
	* Staff take first aid kit with in-date Epi-pen.
* Weather reports to be monitored.

* Students advised to bring personal drink bottles and sunscreen.
* Students advised in permission note to wear protective clothing and bring a change of clothing.

* Staff to bring drink bottles from school

Monitor and supervise students’ condition.

* Identify shaded areas for protection.

* Debrief student/s that they can sit out and take a break as an option.

	Staff Members
	Prior to the start of Game/Excursion
Duration of Game/Excursion


	
	Extreme cold

hypothermia
	Staff and students to wear appropriate clothing and footwear and utilise shelter where possible.

Staff trained in First Aid, e- Emergency Care.


	3
	* Staff take first aid kit with in-date Epi-pen.
* Weather reports to be monitored.

* Students advised in to wear protective clothing and footwear and bring a change of clothing.

* Monitor and supervise students’ condition.

* Identify sheltered areas for protection.

* Debrief student/s that they can sit out and take a break as an option.


	Staff Member


	Prior to start of Game/Excursion
Duration of Game/Excursion

	
	Sun Exposure
	School adheres to DEC sun safety policy

Staff and students to wear appropriate clothing and utilise shelter where possible
	3
	* Students wear hats

* School sunscreen bottle to be taken to sport
* Students advised to bring personal drink bottles and sunscreen

* Monitor and supervise students condition

* Identify shaded areas for protection

	Staff Members

Students


	Prior to start of Game/Excursion
Duration of Game/Excursion

	
	Sun Protection
	Students take care of minimise risks and ensure necessary procedures/instructions  are being followed
	5
	Students are to be instructed to use adequate sun protection, e.g. an SPF30+, broad spectrum, water resistant sunscreen reapplied regularly
	Staff Member and Student
	When and if required

	
	Environmental Conditions – Tides, Weather, Temperature, Visibility


	
	6
	* Assess weather conditions.                                 * Select dive location having regard for the depth of water, tidal flow and currents, visibility, water temperature, underwater vegetation, marine life, protection from watercraft.


	Staff Member
	Prior to and during activity

	
	Marine Stingers e.g. Blue Bottles

Marine Animal attack 
	
	5
	* Check conditions of surf and currents.                * Check conditions of weather and avoid overly cloudy conditions or days after heavy rain.            * Check for schools of bait fish in vicinity 


	
	

	
	
	
	
	
	
	

	Relevant additional information reviewed and attached:              Yes              No

Plan prepared by: _________________________________________ Position: _______________

Prepared in consultation with: ____________________________________________________


	Date: ______________

Communicated to: _______________________

	Monitor and Review: Monitor the effectiveness of controls and change if necessary.  Review the risk assessment if an incident or a significant change occurs. 


*Note assessments of risk vary with the particular circumstances (eg. nature of the workplace, student group)
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