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Westminster Children’s University Activity Risk Assessment
	Risk Assessment is a legal requirement for all activities involving pupils, which take place off the school site. A Preliminary Planning Visit (PPV) is an essential part of this process. This form must accompany planning submitted for authorisation of visit. A copy of this form must be given to all adults taking part in the visit.

	Visit to: Regents Park/Kensington Palace
Group Leader : S Wilson Manager

	Date Of Visit : Ongoing 
Year Group: Mixed

	Date Of Preliminary Visit : 11/02/2022
Name of Teacher who made PPV : S Wilson

	What are the hazards?

· Names of main roads crossing: 2
· Names of minor roads crossing: 4
· Cross Major Roads by: pedestrian crossing
Supervision ratio: 1 adult to 8 children, one group of 8
· Names of all the adults on visit: 3
· Control of the group to/ from the place of interest: Children to walk in pairs within a group which has an adult leader and adult back stop
· Children to be contained within Princess Diana Park Palace Venue-Staff there create additional Supervision

· Pre booking mandatory
· Younger Children paired with older children

· Adult Back stop as minimum mid stop added according to ratio

· Younger Children at front of line for added supervision.
· Pre walk talk and expectations re-visited venue specific talks given by WCU and venue staff
· Hazards on the journey are: Crossing road, tripping over on pavement, safety on the bus – i.e. stairs.
Children left on the bus - Children get on the bus and stay with the adult leader of their group. One adult will ensure every child has left the bus if used, before they get off. Children disappear when going to the toilet - adult will accompany all children to the toilet and wait outside on most visits in Regents Park/Palace- this is a public venue with toilets so this is required here and to be planned. Sub-Leaders will accompany their groups and main lead/manger will supervise exits etc. overall. Safety on bus – children to stay seated until the bus stops but bus possible here with changes but train preferred.
· Terrorist attack: Be vigilant. Keep an eye out for suspicious behaviour, vehicles or packages. If we have any fears or suspicions whatsoever, we will inform the police straight away if possible. We can call the Police Anti-Terrorism Hotline on 0800 789 321. Make ourselves aware of emergency exits in buildings or on transport. 

In case of an attack: look for the safest way out of the building or away from the vicinity if outdoors – and leave as quickly and calmly as possible. If items are falling from above – get under a sturdy table. If you’re trapped in debris, stay close to a wall and tap on pipes so that rescuers can hear you. Don’t use matches or lighters in case of gas leaks.

When there is fire following an incident, stay as low to the floor as you can and exit as quickly as possible. Cover your nose and mouth with a wet cloth. If a door is hot to the touch, don’t open it. Try to stay below the smoke at all times.

If there is an explosion outside your building, stay inside away from windows, lifts and outside doors, in case there is another bomb in the area. If you saw the explosion, or any suspicious behaviour, tell the police what you saw. 

After an attack: Always be safe but whenever it is deemed safe to do so make your way back to school. Call group leader 07368103 if you can to get an update on the situation and inform the school when it is safe to do so. Call Ben Commins.
Adults to occupy line ends and supervise exits to each area if exploration is allowed -check availability and suitability of any additional activity e.g. workshops, exhibitions or talks
Suitability considered if Epilepsy is an issue within cohort-climbing/lighting
Parents to know free play element before signing attendance permission-booking in on that day
Suitability check cohort need and age to affect attendance no 1:1 participants
Meeting and possessions areas set up with staff and participants

All areas gated with staff supervising gated exit

Site safety check before free play

Weather Check

Suitable clothing

he journey involved:
1. Walk to 36 bus stop at top of Harrow Road-Elgin Avenue 4 minor and 1 main crossing 

2. Board 36 bus to Bayswater
3. Get off at Bayswater Road stop-1 main crossing

4. Walk along Bayswater road adjacent to Halfield estate-parallel to main road avoiding crowds
5. 1 main crossing 
6. Follow pavement to entrance arrive and at venue
7. Navigate park using signage

	Who might be affected by the journey? (Medical needs, Behaviour Problems etc., do they need an individual risk assessment?) 
Travel sickness 1:1 support provided by staff as required
Toilet needs 1:1 support provided by staff as required
Bus Stairs /boarding departing train –step-1:1 support provided by staff as required

In park trip/slip hazards

Dogs off leads

	Health and Safety measures before the journey commences (please tick):

(  Ensure that emergency first aid kit is carried and is fully stocked.
(  Ensure mobile phone is carried and is fully charged.

(  Brief pupils on code of behaviour for walking; Pupils to walk in pairs, quietly and calmly, being mindful of other pedestrians, using the pavements and setting an example to others.

(  Ensure pupils have appropriate clothing/ protection according to the weather.

(  Encourage pupils to use the toilet at school prior to the journey commencing.

(  Ensure all children have a packed lunch (if day visit). 

(  Day trip information sheet filled in and handed into the office.
(  Risk assessment signed off by the Head Teacher 2 weeks in advance.

(  Undertake individual risk assessment for pupils with physical or medical needs (see above) signed by the SENCo.

	Plan B – 

	Emergency procedures on visit:

· Pupils to assemble outside the entrance to: ENO
· Always inform school of any emergency and await instructions from the venue staff & Ushers, management then confirm via phone with Senior Leadership Team; 020 7641 5860 as possible.
· Return to school if possible otherwise,
· Call emergency services on the mobile telephone in the event of an emergency; fire, illness, missing children.

· In case of a terror attack, please inform the school main office.

	Signed by:           S Wilson                                                                     Signed by:

Date:              review 28/03/2024                                                            Date:

Risk Assessor        S Wilson                                                                                   SLT member


Educational Visits Checklist

Please ensure that the office has a copy of this checklist before you depart on your Educational Visit.
	Have you carried out a preliminary visit?


	✓

	Have you completed a risk assessment form and handed it to the Head Teacher?
	✓

	Have you booked the method of transport or applied for free tickets from Transport for London?
	✓

	Have you fully worked out the cost of the trip?


	✓

	Have you sent a letter out to inform parents and carers?


	✓

	Have you organised the adults to accompany you?


	✓

	Have you rearranged your playground duty? 


	✓

	Have you completed the Day Information – Educational Visit form and handed it to the Office?
	✓

	Have you collected the emergency contact numbers for the children you are taking if you are likely to return back late?
	

	Have you organised any money you may need to be available on the day?
	✓

	Have you informed the Bus, Tube or Train company you will be travelling with?
	✓

	Have you collected any packed lunches you have ordered from the kitchen?
	N/A

	Have you picked up your medical kit and ensured children have necessary medication with them?
	


Day Information – Educational Visit

(Please ensure that a copy has been handed into the Office on the day of the visit)
	Group Leader:
	Stella Wilson
	Teachers Accompanying:
	Hannah March & Ali Hussain with Youth Volunteer

	LSA Attending:
	N/A
	Parent Volunteer Names:
	

	Year Group:
	Mixed KS1-2
	Number of children:
	

	Date of visit:
	Ongoing through holidays-Set dates as shoes occur
	Number of Adults:
	3

	Visiting:
	Regents Park /Kensington Palace
	Teacher/ Adult Pupil ratio:


	1:8 one group of 9


	Organisation of Adult/Pupils:

Leaders to organise children in groups of max 8. Each group has a member of staff.

	Group size: 24 children, 3 adults. 1:8>

	Travel arrangements with times:

Leave School: 09:30 AM
Return time:  2:30 PM 

	If using a coach or bus. (What arrangement have been made for pickup and delivery)

Travel booked with TFL. When possible, Holiday travel bus only Adults pay for themselves-Here travel to be pre booked and on train Bakerloo Line

	If using public transport. (Including time to take transport on the way up and for return):
1.
Walk to 36 bus stop at top of Harrow Road-Elgin Avenue 4 minor and 1 main crossing 

2.
Board 36 bus to Bayswater

3.
Get off at Bayswater Road stop-1 main crossing

4.
Walk along Bayswater road adjacent to Halfield estate-parallel to main road avoiding crowds

5.
1 main crossing 

6.
Follow pavement to entrance arrive and at venue

7.
Navigate park using signage
Journey 45min-60 min each way

	Have you been on this visit before?
	Y
	N
	

	Will somebody have a mobile phone?
	Y
	N
	Number: 07368103790


	Names of SEN Children with potential problems

· Medical conditions

· Behavioural problems
· Allergies

	Name:
	Responsible Adult:

	
	None ,no 1:1 needs participants
	Stella Wilson WCU

	
	
	

	
	
	

	Has a risk assessment been filled in? YES

	First aider/s? Stella Wilson & Hannah March

	Have you discussed with helpers how to deal with behavioural problems?


	Y
	N

	What advice was given? Usual school behaviour policy to apply – a warning then Dojo points etc. 

Guidance on expectations of behaviour at all times. Children to stay with their adult at all times. Leaders to deal with any serious behaviour issues. Dojos, praise, prizes and stickers awarded for sensible behaviour. Main lead to take overall responsibility 

	Other issues specific to the establishment?
1. This is a public venue WCU staff will sit/stand strategically at allocated areas to ensure optimal safety-entrances 

2. WCU manger meets regularly with staff and managers to ensure this is most suitably actioned

3. Full supervision by venue staff and site checks/H&S also provided by venue staff
4. All content, preparation and allergy needs necessary are provided and discussed via mangers on the day and during planning to ensure allergens are controlled

5. Seating and meeting point allocated within reasonable WC  locality

6. Closed/gated environments

	Children staying behind in School: N/A
	Children not in School;     N/A         absent:
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