RISK MANAGEMENT SYSTEM

STAFF:

TRIP: SPCA

CLASS/GROUP:

LOCATION: SPCA, WESTNEY ROAD,
MANGERE, AUCKLAND,
TEL (09) 256 7300

CODE:

DATE:

NUMBER OF STUDENTS:

TRANSPORT:

RISK MANAGEMENT BEFORE THE SPCA TRIP
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PEOPLE

Instruct students of the
procedures in the event of an
emergency

Advise all staff, students and
volunteers of who are the first
aiders and where the emergency
kits are located

Advise students to take care

of their belongings

Reinforce the code of

conduct, identify any out of
bounds areas etc.

Ensure that these instructions

are explained in easy to
understand terms and check that
they understand these instructions
Any parent/guardian, who is
supervising or assisting on the trip,
should also be given the same
instructions as the students
Children must be told not to put
their fingers in the animal cages
and they should be made to
understand why.

Noise levels must also be kept low
as not to disturb the animals
Supervisors should be given a list
of the children they are to watch
over. If the supervisor is unfamilar
with the children, the supervisor
should also be given any
information that is necessary for
their well-being i.e.physical
restrictions.

Buddy up students so that they can
help monitor each other and to help
prevent anyone from straying off on
their own.

Re-inforce the ‘stranger

danger policies’

EQUIPMENT

Cell phone or some form of
communication to be taken and
their numbers to be given to the
school administrators and
parents/guardians

Health and Consent forms to

be taken

Ensure that the first aid kit is fully
stocked

Reinforce the code of

conduct, identify any out of
bounds areas etc.

Students should be given a list of
what clothing to wear including
covered and non slip footwear
Students will also need to be
reminded what items they should
not bring e.g. expensive items
that might get lost or damaged,
or heavy items that could weigh
them down if they have to carry
them around.

THINGS THAT COULD GO WRONG
Animal bite or scratch

Zoonotic disease

Chemical contact

Noise

Slippery Floors

Loss of property

Loss of students or adults
Property damage

Sickness to any students or adults
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ENVIRONMENT
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Outline on a map which
travel route you will be
taking and leave a copy of
this map at the school

in case of an emergency.
Ensure students are

aware of any environmental
hazards they may encounter
Check periodically with

the students if they feel
alright and/if they need a
toilet break.

Enforce policies around
keeping our environment
and themselves clean

Death or injury (psychological or physical) to any student(s), staff or

adult(s) on the trip.

SPEA

AUCKLAND



PEOPLE EQUIPMENT ENVIRONMENT
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DURING THE TRIP DURING THE TRIP DURING THE TRIP
PEOPLE EQUIPMENT ENVIRONMENT
&  The organiser of the SPCA trip &  Check to make sure that students &  Be aware of any slippery areas
(Education Officer) will conduct are wearing adequate clothing/ and if necessary hold student’s
an induction on arrival to the footwear hands to assist them in wet/
location. The officer will go through slippery areas
the emergency procedures and &  Be aware of any trip hazards and
assembly points, location of first caution the children where
aid and cleaning facilities, rules of necessary.
conduct etc with students and
supervisors

&  Possible hazards at the SPCA
(see THINGS THAT COULD GO
WRONG)

&  Regularly do a headcount of
students, particularly when getting
on and off transport

&  Always get another staff member to
double check (Take roll calls)
before and after departures.

&  Ensure reasonable supervision at
all times. Allocate groups of
students to individual adults.

& Do not change the planned
programme, or accept enforced
changesof plans without good
reason. Always keep students
informed of reasons for delays or
sudden changes of plans

&  Regularly monitor the students the
students health

&  Periodically remind students not to

put their hands in the cages

Students must walk don’t run

Ensure that noise levels are kept

down

&  Ensure that children wash hands
either before leaving the premises
or on arrival back at school

&  There are public toilets available
and hand washing facilities in the
dog adoption area.

EMERGENCY STRATEGIES

&  Health and Safety Consent Forms for all students to be completed prior to trip and kept with staff at all times

&  Staff and Supervisors to be made aware of any student with medical, emotional, behaviour problems etc...

&  Ensure that everyone is familar with emergency evacuation plans, assembly points etc. If an alarm sounds

the designated assembly area is in the front village green. The SPCA representative will run through the

procedures with the adults and students on arrival, before the trip commences.

Ensure that emergency/first aid equipment is fully stocked and readily available.

Ensure that everyone has appropriate/adequate clothing to suit the weather and activity, including footwear.

Communication equipment i.e. cellphones are in working order

Ensure that at least one person on the trip has a first aid certificate and that everyone knows who that

person is.

Ensure that the school and parents know where you are going to be, your time of departure and expected

time of arrival and ensure that you have a person outside of the trip that will be your check in person.

On arrival and departure from the SPCA, call and check in with assigned check in person to let them know

that you arrived safely or that you are now returning to the school. If there are any planned changes in travel

route or stops, this should also be communicated.

&  Ensure that you have contact numbers in writing and not simply just stored on your cell phone in-case of
equipment failure etc...
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