Event Risk Assessment:

Details: Swansea Plantasia drawing trip
	Event Description
	Swansea Plantasia

	Department:
	School of Design & Applied Arts

	Event Location:
	Swansea Plantasia 

	Event Organiser Name
	Kate Coode & Georgia Mckie

	Numbers of students attending
	25

	Students with additional needs (please describe)
	

	Numbers of staff attending
	2   (1am and 1pm)

	Number of first aiders attending
	0

	Start Date:
	30/1/20

	Return Date:
	30/1/20

	Assessment Approved by (Line Manager):
	




Print name:		Kate Coode
Signed: 			[image: ]

Authorised by: 		
Print name:		 
[image: SMULogo]
[image: SMULogo]
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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

	1
	Independent travel from University
	25
	Public meeting place in well lit area due to time of departure.

	Students to be informed to stay in groups of 3 or more. 
Staff mobile number given out to students. 

	
	

	2
	Arrival at Plantasia, Swansea
	25
	Make students aware of their new environment and possible dangers
Ensure students are mindful to look after their belongings/valuables
Students will be informed of risks before walking through Cardiff e.g. traffic flow and direction of traffic
Checkpoints/meeting place to be arranged
Register taken & itineraries given out
	All students to be in groups and allocated to a member of staff for visit to Musuem. 
All students to inform a member of staff before they have free time ; where they are going and to keep in contact by phone.
	Staff
	Throughout day. 

	
	Discussions before the trip
	25
	Regular meetings to discuss the trip and any issues
Medical questionnaire distributed to students for completion
Mobile phone numbers collected
Students advised not to consume alcohol.
	Records of medical questionnaires to be taken on the trip for information
	staff
	Prior to trip

	
	Security alerts,
bombings, riots
abduction/
kidnapping,
shootings, political
demonstrations
	25
	Be fully aware of the current security situation in all EU major cities.
Ensure you follow the recommendations for local transport.
Avoid all demonstrations/large gatherings. 
	Students will be informed Prior to leaving and to be cautious when in crowded areas. Keep phone available at all times.
	Staff
	Throughout day. 

	
	Out and About in Swansea
	25
	If you choose to find your own way around Swansea and not stay with the scheduled visits. Have you told your trip supervisor? 
Have you made sure that you can be contacted?
Do you know exactly where you are going and how to get there?
If you are returning home after dark, have you considered possible risks (
Are you likely to be carrying valuable items?
Are valuables and easily stolen items too visible or accessible (e.g. laptop or portable computer, mobile telephone, tools, briefcase or handbag)?
Do you carry a personal alarm?
	Students and Staff to be told of increased traffic in Swansea and to remain aware and vigilant. Not to use headphones when crossing roads.
	Staff 
	Throughout day.  

	
	Weather conditions
	25
	Check weather reports prior to leaving for Cardiff. 
	Advise students and staff to wear appropriate waterproof clothing
	Staff and students
	Prior and during day. 

	 
	Medical Forms
	25
	All medical forms have been received.
	All students will have information Prior to leaving to ensure that any personal medical needs have been addressed and students are responsible for own medication and health needs. 
	Staff and students 
	Prior and during day. 

	
	Existing Circumstances that could impact on any health and safety issues
	25
	Staff to be made aware of any existing conditions and put into place reasonable adjustments, and how they need to deal with these conditions.
	Students will be asked to notify staff before leaving for the trip of any Existing Conditions. This information must be shared with staff sand to let staff know how they would like the staff to deal with these conditions.  
Students will be told that it is their responsibility to let staff know before we leave for the trip
	Staff and students
	Prior and during day. 
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Version Control
	Author:
	Kate Coode

	Department:
	Art and Design / School of Design and Applied Arts

	Location:
	Dynevor DeLa Beche Street Swansea SA1 3EU

	Line Manager:
	Pete Spring

	Date:
	29/1/20

	Applicable Equipment:
	NA

	Associated Risk Assessment(s):
	NA

	Version:
	1

	Review Date:
	Click here to enter a date.

	Approved by:
	

	Reason for latest update
	



24h contact for the university/department (in case of emergencies while the group is on tour)



Staff 
Kate Coode:
mob: 07452814946

[bookmark: _GoBack]Georgia Mckie 
Mob: 07966185948






Students

	 




























FULL RISK ASSESSMENTS MUST BE COMPLETED FOR ALL VISITS
NOTES:	
(i)	This form must be approved by the Head of School 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.
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