[image: ]

Template Risk Assessment for Orienteering – Trips Away

This risk-assessment should be used to identify the risks and implement appropriate controls to help ensure a safe environment for all children and young people and adults.

Risk assessments are concerned with identifying the hazards (i.e. things which might go wrong or cause an accident/injury), evaluating the likelihood of a particular event occurring (i.e. level of risk) and putting measures in place needed to reduce or eliminate the risk.

A copy of this should be submitted to British Orienteering as the ‘Pre-Trip Risk Assessment’. 

In practice, a ‘dynamic’ risk assessment is conducted and amendments may be made during the activity to respond to changing conditions. In other words, professional judgements and decisions regarding safety will need to be made during the activity.  

If the control measures aren’t sufficient, the activity must not proceed.

All staff should read and acknowledge the Risk Assessment prior to undertaking the trip away. At the end of a trip, the dynamic risk assessment should be submitted to British Orienteering. 


	Name of Club / Association:

	
	Date of assessment: 

	

	Tour Manager:
	
	Welfare Officer: 

	

	Departure Date:

	
	Arrival Date:
	

	Number of participants:

	
	Age range of participants:

	

	Travel Arrangements: 


	


	

	Accommodation:

	


	

	Purpose of trip:


	
	


 


	Hazard[footnoteRef:2]  [2:  What are the hazards and who might be harmed and how?] 

	What control measures are already in place?[footnoteRef:3] [3:  What precautions have been taken or will be taken to reduce the risk? All levels of risk will require control measures to reduce the risk level to as low as is reasonably practicable.
] 


	What further action is needed to control risk?  
	Who is responsible for this and by when? 
	Done

	Airport

	Meeting Point/Group Separation
	· Pre-trip paperwork to clearly define the start point of the Trip and where responsibility is transferred to TM/ Chaperone.
· Pre-trip paperwork to clearly define the meeting point and window of arrival time (procedure for participant/volunteer missing this)

	
	

	

	Group Management
	· TM to clearly define the boundaries for all attendees (meeting points, timings etc) whilst at airport
· Juniors to move around in groups of 3 or more
· Juniors go through security with a team volunteer and head count prior to boarding flight
· TM to ensure they have contact numbers for the whole team
· All members to follow airport Health & Safety Guidelines
· TM to conduct participant and volunteer meeting on first day of event (as soon after arrival as possible)

	
	


	


	Delayed Flight
	· TM to ensure the relevant bodies are informed

	
	

	


	Delayed/Missing Luggage
	· Individual personnel to complete the relevant Airways form (team volunteer to accompany junior as appropriate)
· Ascertain when/where the missing luggage is due to be delivered & ensure more than 1 contact number is provided for delivery purposes.
· TM to ensure they understand what they can claim under insurance if equipment lost/broken
· Support provided to participants (particularly junior) as can be quite unsettling/ upsetting particularly if short timeframe before race
	
	
	

	Lost Passport
	· Procedures should be outlined in trip pack including contact number of the local embassy
· TM to carry copies of all forms/passports
· TM to have a nominated deputy
	
	
	

	Travel

	Driving
	· All drivers to meet the legal requirements of the country in which they are driving 
· Where possible over 25s only
· Only licensed and named drivers to be driving the vehicle
· Driving hours to be adhered to at all times
· Seat belts to be worn at all times when the vehicle is moving
· Hand luggage safely stored
· Procedure for accident/ parking tickets/ speeding fines clearly defined
	
	
	

	Transporting Participants
	· Follow safeguarding guidelines (where possible avoid travelling 1:1 junior/coach)
· Coaches/participants to match number of seats
· Buddy group systems used at stopping points
· All participants counted onto the coach/transport after every stopping point by appointed member of staff
	
	
	

	Communication Failure During Travel
	· Team Manager and designated deputies hold emergency contact details for all participants. 
· Parents/carers provided with emergency contact details before departure. 
· Communication arrangements explained in pre-trip information. 
· Participants informed of actions to take if separated from the group. 
· Alternative communication arrangements identified in areas of poor signal or limited internet access. 
· Key trip documentation available in both electronic and paper format.
	
	
	

	Overseas Travel and Local Requirements
	· Passport, visa and travel documentation requirements checked before departure. 
· Appropriate travel and medical insurance arrangements confirmed. 
· Local emergency numbers identified and shared with key personnel. 
· Local laws and customs considered during trip planning. 
· Medical treatment arrangements understood before travel. 
· Consular or embassy contact details available to Team Manager. 
· Appropriate procedures in place for loss of travel documentation.
	
	
	

	Accommodation

	Unauthorised Access to Accommodation
	· Accommodation provider informed that the group includes children and young people. 
· Room allocation planned and recorded prior to arrival. 
· Procedures established for visitors entering accommodation areas. 
· Participants informed not to admit unknown persons to rooms. 
· Supervisors aware of room locations and occupancy arrangements. 
· Night-time supervision arrangements established and communicated. 
· Emergency exits and evacuation routes identified and explained.
	
	
	

	Sleeping arrangements
	· Where possible U18s should not room share with over 18’s. If necessary, then prior consent from parent and over 18 obtained.
· All participants to have their own bed. 
· Where possible, males and females should not room share with the opposite sex. If necessary, then prior consent from parents obtained. 
· Juniors aware of supervisors room and location during downtime. 
· Accommodation rules/regulations to be adhered to at all times
· Emergency exits and procedures to be outlined by TM on arrival
· Rooms to be grouped together as much as possible with at least one supervisor on each floor if over more than one floor. 
· Pre-inspection of venue and detailed background knowledge of venue obtained before arrival. 
· Appropriate briefings relative to hazards or unforeseen hazards delivered by TM/venue staff. 
· When accommodation sourced by event, they must be aware of the groups age ranges and agree to accommodate them
	
	
	

	Lost Participants
	· TM to set clear boundaries, meeting points
· TM to ensure they have all the contact numbers 
· TM to define an appropriate plan if participants do not meet the timings/meeting points
· Follow lost person procedure (to be held by all volunteers)
	
	
	

	Chaperone
	· Clear Roles and Responsibilities to be defined prior to trip
· Staff to be of mixed gender where appropriate. Team volunteers available on a rota basis to cover over night/evening supervision
· Team volunteer contact numbers to be shared with parents/guardians as well as participants
· DBS/PVG/Access NI (or equivalent) check completed and cleared prior to trip departure
	
	
	

	Coaches/Participants

	Working with U18s
	· All Adults to be DBS/PVG/Access NI (or equivalent) checked as appropriate
· All team managers of U18 trips and all coaches of U18s should have had face to face safeguarding training, e.g. British Orienteering eLearning Introduction to Safeguarding and UK Coaching Safeguarding and Protecting Children (or home nation equivalent). 
	
	
	

	Medication
	· TM to hold all participants medication information 
· Team volunteers to carry First Aid kits whilst at the events
· All coaches to hold up to date first aid qualification
	
	
	

	Welfare
	· Trip paperwork to clearly define a nominated Welfare Officer and clear contact numbers for British Orienteering Safeguarding Team 
· The Welfare Officer to have completed the UK Coaching Time to Listen Course, or home nation equivalent and the British Orienteering eLearning Introduction to Safeguarding course. 
· All participants, coaches and team assistants must be familiar with and comply with the British Orienteering Code of Ethics and Behaviour, Codes of Conduct and Safeguarding Policies and Procedures.  
	
	
	

	Accident
	· Trip paperwork to include local Hospital address and Emergency Number
· Clear process to be defined in trip pack defining Roles and Responsibilities of TM in the event of an accident
	
	
	

	Behaviour
	· Behaviour of Coaches/Participants to be exemplary at all times (in line with Code of Conduct)
· Trip curfews, meeting points and behaviour made clear at Trip briefing. 
· Juniors to be effectively supervised for duration of trip to ensure they don’t have the opportunity to drink alcohol, smoke or take recreational drugs. 
	
	
	

	Additional Needs and Reasonable Adjustments
	· Medical, behavioural, disability and additional support needs identified prior to departure. 
· Reasonable adjustments considered and implemented where required. 
· Relevant information shared with supervisors on a need-to-know basis. 
· Dietary, religious and cultural requirements identified and accommodated where reasonably practicable. 
· Participants encouraged to disclose any concerns that may affect participation. 
· Individual support arrangements reviewed before and during the trip.
	
	
	

	Safeguarding

	Incident of abuse, malpractice or any form of harm to a child or adult at risk, or perceptions or allegations of such

	· Coaches and volunteers to work at all times in compliance with British Orienteering Safeguarding Policies and the Code of Conduct.
· Coaches and volunteers to have an appropriate DBS check, relevant Safeguarding & Protecting Children training as required by British Orienteering’s Safeguarding Training Requirements (3 yearly refreshers as required) and the eLearning for British Orienteering eLearning Safeguarding Course.
· Parents/carers and participants to be informed of reporting procedures for concerns.
· Where applicable, the Team/Club/Association Welfare Officer to be introduced to the participants, parents/carers, coaches, and volunteers.
	
	
	

	Unsuitable training programme
	· Training programmes appropriate to the age and stage of development for each participant to be written by appropriately qualified coach 
· Coach must have appropriate access to and have read individual participants Medical & Emergency Contact information.
· Appropriate participant to Coach Ratios as per guidance
· Coaches/volunteers to have an awareness of any existing or pre-existing medical/physical conditions of participant and to consider appropriate mitigations to training programme.
· Junior/parent (or guardian) to declare any condition that might impact on appropriateness of session participation

	
	
	

	Emergencies

	Fire / accident
	· Arranged MUSTER point established in the case of fire or other emergency at the venue, accommodation or during travel.
· Display evacuation procedures in venue for all to see.
· Provide a clear brief to all participants, staff and spectators regarding evacuation procedures at event venue.
· Ensure all staff have access to information relating to health and safety.
· Emergency contact details for all participants.
· Checks made to see if wifi is available at event arenas and steps taken to ensure paper copies of any necessary paperwork available if wifi is not accessible.
	
	
	

	Medical emergency
	· Coaches to have easy access to personal first aid equipment
· Responsibility of the participant to come equipped to sessions with required personal medication and to appropriately inform the coach.
· Coaches must have appropriate access to and have read individual participants Medical & Emergency Contact information.
· Coaches to have the ability to summon appropriate emergency help and assistance (in line with any site-specific requirements).
· Coaches to hold an appropriate first aid award
· Awareness of recognised first aid room or personal first aid equipment and location of nearest Defibrillator.
· Remove casualty to Hospital/Medical Centre for further observation or treatment as required.
· Coaches to capture and report any incidents, near misses and any notable incidents with British Orienteering
· Coaches should understand site-specific risk assessment, including emergency response plan.
	
	
	

	Welfare

	Mental Health, Wellbeing & Emotional Distress
	· Welfare Officer identified in trip paperwork and contact details shared with participants and parents/carers. 
· Participants provided with information on who they can approach if they are worried, upset or experiencing difficulties during the trip. 
· Coaches and volunteers to be aware of signs of emotional distress, anxiety, homesickness, bullying or social exclusion. 
· Welfare concerns to be recorded and escalated in accordance with British Orienteering safeguarding procedures. 
· Appropriate support arrangements identified for participants with known mental health or wellbeing needs. 
· Parents/carers informed where welfare concerns arise, where appropriate. 
· Participants encouraged to report concerns about themselves or others.
	
	
	

	Bullying, Peer-on-Peer Abuse and Social Exclusion
	· British Orienteering Codes of Conduct communicated to all participants before departure. 
· Expectations regarding behaviour and respect for others explained during trip briefing. 
· Supervisors to remain vigilant for bullying, discriminatory behaviour, initiation activities, hazing or exclusion. 
· Participants provided with clear reporting routes for concerns. 
· Any incidents managed in accordance with British Orienteering safeguarding procedures. 
· Appropriate supervision arrangements maintained during travel, accommodation and free time.
	
	
	

	Activity - Orienteering

	Injury
	· Activity level will be matched to group experience. 
· Safety briefing for all participants at event venue.
· Event Welfare Plan will be followed. 
· First aiders in attendance.
· All participants will have filled out medical forms before the event. 
· Relevant staff will have access to participants’ medical information.
· Emergency contact details for all participants.
· Scheduled morning & afternoon checks on food/medication/other welfare issues
	
	
	

	Weather

	Hypothermia
	· Coaches to hold an appropriate ‘in date’ first aid award.
· Appropriate clothing and equipment is to be worn at all times.
· Coaches aware of signs and symptoms of hypothermia and close monitoring of individuals throughout the session, remove participants from the activity and provide appropriate shelter, warmth and medical assistance if required
· Coaches to mitigate session plan appropriately based on participants ability and environment conditions
· Accessible area suitable to provide emergency shelter and warmth away from the elements.  Coaches to consider need for safety blanket to provide for participant and coach recovery from cold.
· Coaches to have the ability to summon appropriate emergency help and assistance (in line with any site-specific requirements).
	
	
	

	Sun Burn/Heat Exhaustion   
	· Participants to bring water as appropriate for session needs. 
· Appropriate use of a high factor waterproof sun cream. 
· Appropriate clothing and equipment to be worn.
· Close monitoring of individuals for signs and symptoms during the session. 
· See guidance from IOF 
	
	
	

	Electrical Storm, Strong Wind
	· Coaches are to check local weather before sessions and plan accordingly.
· Coaches to have the ability to summon appropriate emergency help and assistance (in line with any site-specific requirements).
	
	
	

	Media, Photographs and Online Communications

	Inappropriate Use of Social Media or Digital Communications
	· Participants informed of acceptable use of social media during the trip. 
· Images and videos only taken and shared in accordance with parental consent and British Orienteering guidance. 
· Participants discouraged from sharing live locations, room numbers or other personal information online. 
· Coaches and volunteers to communicate with young people only through approved communication channels. 
· Any online safeguarding concerns reported through established safeguarding procedures. 
· Parents/carers informed of communication arrangements for the trip.
	
	
	

	Supervision

	Inadequate supervision ratios
	· Supervision ratios determined according to age, maturity, needs of participants and nature of activities. 
· Risk assessment used to determine whether enhanced supervision is required. 
· Appropriate gender balance of supervisors maintained where possible. 
· Supervisors briefed regarding responsibilities and areas of oversight. 
· Contingency arrangements identified in case of staff illness or absence. 
· Supervision arrangements reviewed dynamically throughout the trip.
· Junior/supervisor ratios will always be met in the venue, accommodation and whenever else necessary. 
· Specify supervision ratios appropriate to the age, maturity, activity and environment and record these within the trip-specific risk assessment
· There will be the correct gender mix of staff to ensure male and female participant welfare support.
· Staff members will not enter participants bedrooms and as far as possible will ensure that a second staff member is present if there is an absolute need to do so. 
· All supervisors will be appropriately vetted and hold the relevant qualifications and training relevant to their position. 

	
	
	

	Free Time, Downtime and Off-Site Activities
	· Clear boundaries and permitted areas identified by the Team Manager. 
· Meeting points and return times communicated to all participants. 
· Buddy system in operation during free time. 
· Participants instructed not to leave designated areas without permission. 
· Age-appropriate supervision arrangements maintained throughout the trip. 
· Contact details for supervisors available to all participants. 
· Procedures established for late return or failure to attend meeting points. 
· Additional supervision provided where local risks indicate this is necessary.
· Procedures established for participants signing in/out where appropriate.
	
	
	




	Agreed by Tour/Trip Manager:
	Name: 


	
	Signed:


	
	Date:

	Agreed by Tour/Trip Welfare Officer:
	Name:


	
	Signed:


	
	Date:





	Assessor’s sign off:
	Name:


	
	Signed:


	
	Date:
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