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	Event/Activity
	

	Date(s)
	

	Location
	

	Group
	

	Group Leader
	

	Contact Address
	

	Phone
	

	Email
	



	Activity
	Possible Risk
	Prevention
	Action to be taken to reduce risk
	Responsibility

	Before activity
	Health and Safety concerns 
	Leaders to check around the building or any issues before children arrive and while the sessions are in progress of any areas of concern.  
	The building should be assessed by the Church Safeguarding Officer with the property steward and/or their representatives at least annually and a written risk assessment report will be given annually to the Church Council. This will include fire safety procedures.
	

	At venue
	Inadequate supervision
	See Methodist Safeguarding Policy
	Ratio of adults to children to be at least the minimum laid out in the policy. 
	

	Child protection
	Child abuse
	All adults to be safely recruited, including DBS checks and have completed Creating Safer Places training.
Male and female leaders.
A register made of young people and leaders present.
Frequent headcount of young people, especially when off site. 
Young people briefed to stay inside the venue.  
Leaders should not all be from the same family or household. 
	All leaders to be Safely Recruited in line the Methodist Church Safer Recruitment Policy. DBS checked and have completed Creating Safer Places training.
Activity to comply with good practice in Safeguarding Policy.
Leaders to be aware of other adults in the venues.
All adults to receive a copy of the Code Of Safer Working Practice With Children And Young People
	

	Transport 
	
	Bus and driver hired from reputable company 
Collection:
Parents given clear information about times and location of pick-up points and bus not to leave pick-up point before time.
Parents given clear information about who to contact if their child(ren) cannot attend.
Parent’s to be contacted to confirm non-attendance if not at pick-up point.
Care to be taken entering bus and to be aware of traffic.
Journey:
Children to remain seated at all times during bus journey.
All children to wear seat belts correctly at all times when seated on bus.
Children not to distract driver.
If child unwell, ask driver to stop when safe to do so.
Child to be supervised while gets some fresh air.  To remain in sight of other leader who is to remain on bus.
Care to be taken exiting bus at venue and end of day and to be aware of traffic.
Collection:
All parents to have clear information about return. 
Have instructions from parents – written down by parents – if child is allowed to walk home alone from bus or if child is being collected by a different adult.
Use code words to identify adults.
	
	

	Missing child/group separated
	Lost child
	Group briefed to stay together and given an assembly point at venue and outside venue in case of evacuation
Group instructed to ask permission of leader to visit toilets 

	Headcount of group on arrival and departure of venue.
All leaders to monitor members of group during activities at each venue.
All leaders to be aware of other adults around the group.
If a leader becomes aware that a person is unaccounted take immediate action:
· Inform Schools and Families Worker immediately.
· Phone call made to young person’s phone if possible.
· Rest of young people left with a leader and others to search area.
· If young person cannot be found within a short amount of time inform Event leaders.
· Inform police of missing young person as soon as appropriate.  Taking into account: time of day; venue; measures already taken to find young person; length of time missing; any suspicious circumstances; the state of mind of young person when last seen.
· Parents to be informed (even if young person has been found).
· Incident report to be made at the end of the event (even if young person has been found).
	

	Activities
	Accidental injury

	Have up-to-date medical concerns forms for all young people.  
Leaders to monitor activity.
	Leaders to offer first aid if appropriate and to call emergency services if situation is more serious. 
	

	Food
	Allergic reaction to food
Choking
	Have up-to-date medical concerns forms for all young people.  Check these when ordering food.

	Leaders to offer first aid if appropriate and to call emergency services if situation is more serious. 
	

	First Aid
	Accidental injury or allergic reaction
	Have up-to-date medical concerns forms for all young people.  
One leader to be hold valid First Aid Certificate
	Leaders to offer first aid if appropriate and to call emergency services if situation is more serious.
	

	Social media
	Pictures/video posted
	Young people to agree ground rules for use of mobiles at group in conjunction with leaders.
Ground rules to be enforced by leaders.
	Consent from parents for photographs/video.
	

	Emotional needs
	Young person needing emotional support during session.
	Have agreed quiet area away from main group but within sight of group.
	Leaders to be aware needs of young people and to share concerns with other leaders, minister or safeguarding officer as appropriate.  See safeguarding policy for advice.
	

	Developmental needs
	Young people with different developmental needs
	Leaders to be aware of any additional needs.
	
	

	Fire or terrorist incident
	Burns, smoke inhalation
Emergency evacuation of building
	A register made of young people and leaders present.
Ensure young people know exits from the venue and the assembly point.  
Headcount of young people and leaders at assembly point.  
Report any individuals missing to emergency personnel as soon as possible.
	Leaders to be aware of surroundings and alert for any danger signals.
Evacuation to be made immediately if any danger suspected.
	

	Moving around venue
	Trips, slips, falls
	Clear rules on which areas of the venue young people will be using.
Venue is Methodist Church buildings and as such will have their own health and safety measures in place.
	Leaders to offer first aid if appropriate and to call emergency services if situation is more serious.
	

	Toilet/hygiene
	Illness
Abuse
	Young people told where toilets are.
Leaders to be aware who has visited the toilet and when they re-join the group.
Leaders to be aware of other adults present in the venue.
If toilet facilities not visible from group a leader to accompany child to toilet door.  If any concerns investigate situation immediately.
	
	

	Collection at end of event
	Young person not collected
	See information in transport section.
	Have up-to-date details for all young people.
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	Date
	

	Date to review
	



	Post event comments
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