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Risk Assessment Template for Hazardous Activities / Processes / Work

Risk Assessment:
Details:
	Description
	Cardiff Airport Trip

	Department:
	SOTAH

	Location:
	

	Author:
	Jacqui Jones

	Line Manager:
	Maggie Inman

	Date:
	January 2018

	Applicable Equipment:
	

	Associated Risk Assessment(s):
	

	Version:
	

	Review Date:
	8/11/2018

	Approved by:
	

	Reason for latest update
	



Print name:		__Jacqui Jones_________________________________
Signed: 			_______________Jacqui Jones____________________
Authorised by: 		___________________________________
Print name:		___________________________________
Risk Assessments 		
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Appendix 3
Risk Assessment Template for Events / Field Trips

[bookmark: _Toc269838255]Event Risk Assessment:
Details: Field Trip to Cardiff Airport – Presentation by Commercial Director, behind the scenes tour of airside, checkin, departure and arrivals as well as retail, security, conference and executive lounge facilities, organised by Jacqui Jones
	Event Description
	SOTAH Field Trip

	Department:
	SOTAH

	Event Location:
	Cardiff Airport

	Event Organiser Name
	Jacqui Jones

	Numbers of students attending
	[bookmark: _GoBack]23 students from level 5 ITO, Level 6 Strategic Travel and Level 7 MTour

	Students with additional needs (please describe)
	None

	Numbers of staff attending
	 Jacqui Jones 
Mike Davies

	Number of first aiders attending
	1

	Start Date:
	11th Jan 2018 Leave 1.30pm

	Return Date:
	11th Jan 2018 Return about 8pm

	Assessment Approved by (Line Manager):
	Maggie Inman
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Event Risk Assessment 		
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Event Risk Assessment
	Ref
	Hazard / Task / Activity
 Area of Concern
	Persons at Risk
	Existing Controls
	Describe Any Further Controls Actions Needed
	Actions By Whom
	Action By When

	

	Mini Bus to Cardiff Airport or students own transport

	Students and staff at risks of accidents
	Use of University Mini Bus with staff driving and a 2nd staff member in case of illness
Students due to location requested that they are able to meet at the airport using their own  transport 
	List of student names held by Faculty office for the trip.
Medical/personal details  and field trip code of conduct forms have been completed at the start of the year by year tutor with the full group and kept on file in case needed
	
	

	

	Presentation by Commercial Director of CWL
	Students and staff
	CWL is a public venue owned by Wales Government and operated by a professional team providing facilities for the travelling public and conference facilities. There is currently high security at the airport due to UK’s terrorism alert
	
	
	

	

	Tour of land and air side facilities 
	Students and Staff
	High level security at the airport but still risks which are out of everyone’s controls and normal risks of trips and falls
	
	
	

	

	
	
	
	
	
	


Version Control
	Author:
	JJ

	Department:
	SOTAH

	Location:
	SOTAH

	Line Manager:
	AC

	Date:
	

	Applicable Equipment:
	

	Associated Risk Assessment(s):
	

	Version:
	1

	Review Date:
	Nov 2017

	Approved by:
	AC

	Reason for latest update
	Annual update



FULL RISK ASSESSMENTS MUST BE COMPLETED FOR ALL VISITS
NOTES:	
(i)	This form must be approved by the Head of School at least 5 working days before the date of the visit.
(ii)	In the event of any student or member of staff listed below failing to attend for whatever reasons his/her name must be given to the Faculty Secretary.
1. For purposes of Health Insurance the Tutor-in-Charge of the visit must make known to all members participating in the visit, the provisions contained in the relevant Insurance Notes. 

1. If travelling overseas, check the Foreign and Commonwealth Office Website www.fco.gov.uk.  

The Tutor / Organiser of the proposed Educational Visit must record the names of Students and Staff who have agreed to participate in the Visit / Fieldwork or other Educational Activity.













Document Version Control

Document Reference:	Technical & Property Services – Health & Safety Guidance Note HSGN 2
Document title:	Risk Assessment

	Version:
	4.0

	Reason for update
	To simply existing document and to add new risk assessment templates into the appendix. 
Too add section 6 – Authorisation of a Risk Assessment 30/4/15

	Reviewed on:
	16/06/15

	Review Date:
	April 2017 (may be updated prior to this date in response to statutory or organisational requirements).


	Relevant
Legislation:
	Health and Safety at Work etc. Act 1974 
Management of Health and Safety at Work Regulations 1999 (MHSWR) 

	Approved:
	Hywel Griffiths – Director of Operations
Operational Health and Safety Groups: Swansea, Lampeter and Carmarthen

	Author:
	Leigh Thomas
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