	DESCRIPTION  OF TASK / ACTIVITY
	Bus/Public Transport Travel (Generic)
This generic Risk Assessment form a basis for preparing an event specific Risk Assessment. 
It sets out general hazards and control measures for travelling with Young People on buses, public transport, school minibuses or parent transport during an excursion within the UK.
Additional comments can be added to cover the needs of specific groups or individuals. Lines can be removed in not required for simple journeys.
It is the responsibility of the Head of Establishment / Visit Leader to prepare a Risk Assessment that recognises these general hazards and provides adequate details of the hazards and control measures of their specific excursion.

	LOCATION
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	1
	Traffic hazard when entering or exiting bus.

	
	· Adequate Staff to Pupil ratio.
· Whenever possible Bus to be parked with passenger doors facing the kerb. When picking up pupils, this should be on the same side of the road as pupils. When dropping off pupils this should be on the same side of the road as the activity they are visiting.
· School staff will be present and supervise any road crossing.
· Before pupils leave the bus, school staff to check road for traffic and establish a route to a safe assembly area.
· If a road crossing is required, standard road crossing procedures to be used.
	Moray Council Guidance for Off-Site Excursions sets the following supervision ratios:
P1-3, 1:10
P4-7, 1:15
S1-4, 1:20
S5-S6, 1:30
Supervision ratios may need to be reduced to meet specific needs of the group.


	
	
	

	2
	Slip/Fall injuries when entering or exiting the bus.

	· 
	· Staff member stays at door to bus and supervises entry/exit.
· Pupils briefed about behaviour / running etc
	
	
	
	

	3
	Slip/Fall injuries whilst bus is in motion. 
	· 
	· Adequate Staff to Pupil ratio.
· Clear procedures set for behaviour on transport.
· Adults to be distributed amongst group and at the front and back.
· Seatbelts, where provided, must be worn at all times.
· Pupils briefed about appropriate behaviour on transport
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	4
	Road Traffic Collision
	Pupils
Staff
Others
	· Ensure staff or volunteer drivers are qualified to drive school transport
· If parents are providing transport, ensure they are approved and insured to drive with pupils in their car
· Nominate key individuals to take charge of passengers and act as first aider
· Nominated First Aider to carry a first aid kit
· Leader to have a mobile phone and emergency contact numbers
· Ensure all persons wear approved seat belts correctly
· In the event of a collision, all passengers to leave the vehicle and move to a safe location
· All group members must be accounted for
· Inform school contact
· Contact emergencies services if required
· All passengers to be briefed on the situation and any follow up actions to be taken.
	Consider including briefing staff and adult helpers on supervision requirements and procedures to be followed in the case of a collision.
Consider briefing young people on procedures to be followed in case of a collision.







School Contact to inform Parents
	
	
	

	5
	Vehicle Breakdown
	Pupils
Staff
Others

	· Use reputable bus company when hiring coaches. The driver is responsible for pre-use vehicle checks
· If using private cars gain assurance of roadworthiness from the driver before starting the journey
· Leader to have a mobile phone and emergency contact numbers
· In the event of a breakdown, all passengers and driver must exit the vehicle and stay together in a safe place
· All group members must be accounted for. 
· Inform school contact
	Consider including briefing staff and adult helpers on supervision requirements and procedures to be followed in the case of a breakdown.
Consider briefing young people on procedures to be followed in case of a breakdown.

	
	
	




	6
	Pre-existing medical conditions including allergies
	· Parents must complete consent and medical information forms
· Supervisors must familiarise themselves with any pre-existing medical conditions
· An adult will be nominated as the First Aid responders. If prescribed, First Aider to carry spare inhalers and auto-injectors
· All staff and group members are to briefed on appropriate First Aid for pre-existing medical conditions and the location and use of any inhalers or auto-injectors carried by members of the group
	
	
	
	

	7
	Motion/travel sickness
	· Children identified and medication/travel pills etc administered as appropriate
· Staff to be aware of any medical conditions that may impact on the trip
· Leader to have a mobile phone and emergency contact numbers
· Provision of suitable travel sickness bags

	
	
	
	

	8
	Falling Luggage
	· All luggage must be stored securely either in boot or under seats.
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· Due to the current security threat levels in the UK and worldwide the following measures should be considered and adopted where necessary:
· Ensure contact/medical details are up-to-date and easily accessible for the trip leader (and/or other staff and point of contact in school)
· Pupils are briefed so that, should an incident occur, they are fully aware the appropriate actions to take including the location of any muster point.
· All participants are briefed on actions to take if staff or pupils are separated for any reason.
· Staff and pupils should have a. list of contact numbers for all group leaders and school mobile /contact.
· Staff and pupils have ID on them at all times.
· Staff and pupils have ICE (In Case of Emergency) details of the next of kin on their phones.
· Leaders and pupils remain alert of any suspicious activities.
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