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Visiting Parliament 

	Event Name	Comment by Victoria White: For all headings in the doc, each word is capitalised - our style is just to caps the first word / for nouns etc
Education Visit to Parliament

	Event Date



[bookmark: _2slvztbyahpi]Risks Identified for this Event 	Comment by Helen Lock: The Risk rating needs to be revisited and I have attached the Risk Matrix that PS use for reference.
Consideration is required on the Likelihood and Consequence /Impact of each Risk you have listed.
As an example, the Potential Risk rating score should not be lower or equal to your Residual Risk rating when all controls are in place and working.

I have also attached on the document the Parliamentary Precinct Evacuation Plan showing exits and the two evacuation assembly points we have (used to be 1) and the Risk Matrix PS use. 
	The section below is to be completed in collaboration by the appropriate person at the visiting school and amended as required.



	Risk	Comment by Victoria White: Is there a reason these two are capitalised and the others aren't? If not, I'd suggest making them all caps or not
What could go wrong?
	Hazard
Why would this happen?
	Risk Rating
How serious?
	Controls
How can it be prevented? First try to Eliminate, then Minimise the risk
	Check
Controls implemented? Reviewed?
	Residual 
Risk Rating?

	Injury from construction materials	Comment by Victoria White: Same with the font size here, if there's a reason it's bigger ignore this comment, otherwise same as my comment above
	· Ongoing construction projects on the Parliamentary precinct
	〇 MEDIUM
	· Education Team staff requests relevant health information, accessibility requirements, or any considerations that need to be considered for specific groups, at the time of booking.
· Education Team staff will include information about visiting, expectations, and the requirement for footwear to be worn in confirmation email sent prior to visit.
· Education Team staff will provide a pre-tour Briefing for all visiting groups.  Briefing will cover: 
Emergency and Evacuation procedures 
Possible (Risks) harms if known
Expectations 
· Teacher/ school / leader to ensure adequate adult to student ratios in place. Minimum of 2 adults per group. 
· Teacher/ school / leader to have set expectations and introduced RAMS to their students/group. 
	
	〇 LOW

	Injury / separation from group
	· Large protest / gatherings or events happening onsite
	〇 MEDIUM
	· Education Team staff requests relevant health information, accessibility requirements, or any considerations that need to be considered for specific groups, at the time of booking.
· Education Team staff will include information about visiting, expectations, and the requirement for footwear to be worn in confirmation email sent prior to visit.
· Education Team staff will provide a pre-tour briefing for all visiting groups.  The briefing will cover: 
· Emergency and Evacuation procedures 
· Possible known risks
· Expectations 
· Teacher/ school / leader to ensure adequate adult to student ratios in place. Minimum of 2 adults per group. 
· Teacher/ school / leader to have set expectations and introduced RAMS to their students/group.
	
	〇 LOW

	Fire, earthquakes, natural disasters 
	· Natural event
· Accident
	〇 MEDIUM
(Dependent on magnitude of event)
	· All groups are briefed on the appropriate emergency and evacuation procedures at the beginning of the visit by Education Team staff.  
· Education Team staff undergo regular practice drills along the tour route.   
· All groups are accompanied at all times by Education Team staff.   
· Sprinklers installed throughout precincts; fire extinguishers located in key locations.   
· Appointed staff trained in use of safety equipment.   
· First aid provisions, first aiders and emergency wardens appointed and trained.   
· Emergency equipment and food supplies located in civil defence cabinets on each floor.   
· Education Team staff maintain radio contact with Security staff.   
	
	〇 LOW

	Impact injury caused through heavy security/fire doors closing.   
	· Visitors not briefed about the doors and how they operate.  
· Inadequate supervision.  
· Instructions not followed. 
	〇 MEDIUM
	· Adult supervision of students at all times with adequate adult to student ratio in place. Minimum of 2 adults per group. All groups are briefed about the hazard of security doors and instructed on need for care.   
	
	〇 LOW

	A member of the group gets lost/separated from the tour.  
	· Visitors wandering away from the group.  
· Inadequate supervision.  
· Incorrect adult-student ratio.  
· Instructions not followed. 

	〇 MEDIUM
	· Adult supervision of students at all times with adequate adult to student ratio in place. Minimum of 2 adults per group. Teacher to do roll calls/head counts at the start and finish of the visit.   
· Tail end adult/teacher nominated for duration of visit. 
· Group size is restricted to 35 people.   
· CCTV and Security monitoring on the tour route and will identify if anyone is separated from the group.   
	
	〇 LOW

	Trips, falls and moving safely around the buildings.   
	· Visitors moving too quickly or not being aware of their surroundings.  
· Lack of proper signage. 
· Slippy marble flooring.

	〇 MEDIUM

	· All visitors informed of health and safety precautions when walking around the precincts, including maintaining right of way for people working in the building, and holding the handrails where appropriate.   
· Footwear must be worn.   
· Teachers to monitor appropriate walking/ inside behaviour. 
· Education Team can contact Security for emergency event (including medical) and provide initial first aid assistance.
· Wet floor signs displayed. Any wet areas are pointed out to groups.   
· Education Team staff informed of daily hazards by relevant staff.   
· Radio contact is maintained to monitor hazards. 
	
	〇 LOW

	Medical event. 
	· Specific to ailment.  
· Teacher not disclosing relevant medical needs prior to visit.  
· Visitors with existing medical condition.
· Visitors not given the opportunity to use the toilet prior to beginning the visit. 

	〇 MEDIUM

	· Individual medical needs are to be disclosed by the class teacher prior to the parliamentary visit if necessary.   
· Groups will have the opportunity to use the facilities either at the beginning or end of their visit.   
· Students and adults are advised that anyone needing to leave the main group for whatever reason must ask an Education Team staff member.  
· Approval given to teachers to carry required medication on tour.   
· First aid room is available. 
· Education Team can contact security for emergency event (including medical) and provide initial first aid assistance.
· Teachers' responsibility is to contact appropriate parents/caregivers/guardians/emergency services.
	
	〇 LOW

	For Ngā Reo Whanake programme only 

	Impact injury when crossing the roads.
	· Visitors need to cross the roads between the National Library and Parliament.
· Driver not stopping at traffic lights.
· Driver not stopping at pedestrian crossing.
· Visitors not being aware of their surroundings when crossing / being too slow.
	〇HIGH
	· Adult supervision of students at all times. Adequate adult to student ratio in place.   Minimum of 2 adults per group. 
· All visitors informed of health and safety precautions when crossing the roads.
· Tail end adult/teacher nominated for duration of visit. 
· Education Team staff maintain radio contact with Security staff.   
	
	〇 LOW


[bookmark: _hdngg58ys3ay]

Ākonga with Additional Needs
Are there participants who require extra support to participate fully and successfully in this activity? 〇 Yes  〇 No
	Name
	Reasons for additional support
	Will there be an Individual support plan (Form 11) used?

	
	
	〇 Yes  〇 No

	
	
	〇 Yes  〇 No

	
	
	〇 Yes  〇 No


Consider: ORS/High health needs/Special funding, medical conditions, injuries, additional needs including sensory issues, dyslexia, autism, ADHD, anxiety and neurodiverse conditions, gender diversity, cultural considerations.

Please describe your support plan for this activity if individual plans are not used.
	


[bookmark: _h1yiswkytdof]Consider:  support staff, specialised equipment, prayer room etc.	Comment by Victoria White: Tiny thing, but could this be put below this box and bolded the same as the one above?
Specific Activity and Site Planning
Are there environmental operational limits that would cause this event to be cancelled?  〇 Yes  〇 No
	



Is this activity weather dependent? 〇 Yes  〇 No
If so, who is responsible for monitoring weather reports? 
	Who will check the weather the week before?

	Who will check the weather the day before?

	Who will check the weather during the activity?


	If a decision needs to be made regarding the weather, who will make the final decision and what will the process be?



[bookmark: _5692w9s5xylc]Site Specific Hazards on the Day
	Every activity site is different. Describe potential hazards that are known at the location where this activity will take place and how they can be managed (if they are not already covered in the Risk Assessment table at the top of this form). 



[bookmark: _j4qt5t52d5io]Site Specific People Related Hazards on the Day
	For this activity at this location, what are the potential issues relating to your leadership team, volunteers, service providers, student participants or interactions with the public (if they are not already covered in the Risk Assessment table at the top of this form). 




[bookmark: _z0umh3z106yr]Past Incidents
Have there been issues at this site or with this type of event in the past? 〇 Yes  〇 No
	If there have been issues at this site in the past, please describe what steps will be taken to reduce the possibility of it happening again.




[bookmark: _4xnguhwkwxda]Signed Off as Completed
	Completed by


	Signature
	Date (d/m/y)

	Approved by

	Signature
	Date (d/m/y)
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Table 1

Risk rating table

Consequence /Impact

Table 2

Risk Level

Response Expected

Insignificant

1

Minor

2

Moderate

3

Likelihood

Major

4

Catastrophic

5

High

Managementadvised. Action plans and management

responsibility specified with periodic scrutiny required.

Medium

Management responsibility specified. Managed by

specific monitoringand procedures.

* response times based on risk ratingwho needs to be notified and also the timeframes around notification and then timeframesraund corrective actions




