To ensure all participants travelling via a coaches vehicle are safe the following checklist must be completed prior to the travel date (Appendix 1) and it is essential for guardians to complete the consent form below for any trips (Appendix 2).
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Circumstances which allow a coach to travel alone:
‘Unforeseen’ would only apply in the event of an accident or where something unexpected has happened and there is no other alternative but to take a child alone in the car and to fail to act would put the child at risk of harm. Where these situations are unavoidable, and whenever possible, the full consent of either the Welfare Officer, Head coach or Official in the club and/or the child’s parents should be obtained.

Trip Ratios:
There are no legal minimum requirements and supervision levels should be informed by a full assessment of the needs of the group, the experience and skills of the adults providing supervision and the specific hazards associated with the trip e.g. trips abroad. 

British Gymnastics recommends a minimum of one adult to 10 children. This ratio may need to be increased if:
· The group is made up of primary school aged children
· Children with special needs
· The trip is of a nature where more supervision may be required e.g. trips abroad 
· If the group is mixed sex there should be at least one male and one female supervisor
· There should always be at least two adults accompanying any group
· If the group included people with special needs, there may be some specific skill requirements of supervisors that need to be considered
· In some cases parents or designated carers may need to be included (further information on the provision of personal care is contained within the British Gymnastics Safeguarding Children: Safe Environment guidance). 

Ratios must be sufficient to ensure that if there is an accident and a participant needs hospital treatment or another emergency arises, there is at least one adult who can remain with the group.

Children under-8yrs
Club will only allow Under 8yrs to travel if the club is confident that suitable and sufficient controls/safeguards are in place. 

Individual Needs
Guardians have a duty to provide adequate information about their child that is likely to be relevant to the management of the trip. The parent or the participant (if adults) will be asked to confirm the following on the consent form: 
· Any disabilities/special needs and/or medical needs or recent illnesses/pregnancy or recent childbirth
· Information on any allergies, dietary needs, any other relevant information about the participant e.g. phobias, travel sickness
· Level of competency in relation to any other planned activities e.g. swimming 
· Any other information they consider relevant
· Emergency contacts
All guardians will receive written confirmation of any trips and details on the consent form and copies will be available via the trip lead.

Contingency plans:
Prior to any trip, a risk assessment must be carried out to consider what would happen in all possible scenarios. Best and worst case scenarios are to be considered to ensure correct procedures are in place to deal with these situations e.g. a missing child (Appendix 5).

The driver/coach is in charge of performing ongoing/dynamic assessment of risks throughout the trip when the need arises. Risks may need to be reassessed in the light of:
· Changing weather
· Illness or injury
· Behavioural problems 
· Emergencies. 

Contingency Plans for the following will be identified on each trips risk assessment:
· Ensuring the safety of everyone in the group 
· Establishing the identity of any casualties and arranging immediate medical attention 
· Ensuring there is at least one adult available to accompany casualties to hospital and adequate supervision of the remaining participants 
· Providing access to relevant medical information 
· Notify the police and other emergency services 
· Informing parents 
· Contacting provider/tour operator and insurers 
· Contact British Gymnastics in the event of a major incident, particularly if there are likely to be any media enquiries 
· Recording the incident details - e.g. an account of what happened (including time of key events), details of casualties and injuries, action taken and plans, witness details, photos, evidence and any other relevant information 
· Completing any incident/accident reporting forms as soon as possible
· Notifying the British Embassy/Consulate (if the incident is abroad) 
· Retaining any receipts of costs incurred in the emergency (for the insurers)
Appendix 1: Checklist:
	TRIP NAME:
	

	TRIP LEAD:
	

	TRIP DATE:
	

	TOPIC
	Checklist
	Yes
	No
	N/A
	Date

	General
	Have you completed a risk assessment for the trip? (Appendix 4)
	
	
	
	

	
	Have you addressed any specific special needs of the participants? e.g. Diet, Disability related, Religious etc.
	
	
	
	

	
	Has the Code of Conduct for travelling been completed by all travelling? (Staff/volunteers/passengers)
	
	
	
	

	
	Are all trip staff and participants members of British Gymnastics?
	
	
	
	

	
	Have you considered any additional insurance needs for the trip?
	
	
	
	

	Driver/ vehicle
	Have you identified the roles required and responsibilities for trip staff?
	
	
	
	

	
	Has a Service Provision Checklist been completed (if required)?
	
	
	
	

	
	Does the driver have adequate first aid provision?
	
	
	
	

	
	Do you have all the necessary directions and maps?
	
	
	
	

	
	Following has been checked and received copies of:
All driving licences
Car insurance documents
MOT documents (if the car is over three years old);
	
	
	
	

	
	Checking driving experience if needed:
Additional training may be required for anyone driving a minibus
Contact the Driver and Vehicle Licensing Agency (DVLA) for further details);
	
	
	
	

	
	Does the vehicle provide a seatbelt for each passenger
	
	
	
	

	
	Ensuring the transport provision is accessible by participants with physical disabilities if applicable
	
	
	
	

	Guardians
	Have you circulated responsibilities and contact details for all staff to parents?
	
	
	
	

	
	Have parental consent forms been completed for all participants? (including emergency contacts etc) (Appendix 2)
	
	
	
	

	
	Have you completed a detailed itinerary and circulated it to participants and their parents?
	
	
	
	

	
	Checked if passengers with booster seats are required?
	
	
	
	

	
	Organising central pick-up and drop-off points (to avoid the driver being alone with a child)
	
	
	
	

	Trip Staff
	Have all trip staff completed appropriate Safeguarding training?
	
	
	
	

	
	Have you circulated contact details for all traveler's?
	
	
	
	

	
	Staff and volunteers aged 16 years+ have a current DBS?
	
	
	
	

	
	Have you ensured that all coaches and/or instructors are suitably trained, updated and qualified?
	
	
	
	

	
	Are all trip staff aware of procedures for reporting accidents/incidents?
	
	
	
	

	Welfare
	Do you have a sufficient ratio of trip staff (1:10 plus one if under 10 participants) and are they of the appropriate gender?
At least two adults with any travelling group
	
	
	
	

	
	Has the club Welfare officer been made aware of the trip?
	
	
	
	

	
	Has the club welfare officer approved the risk assessment?
	
	
	
	





Appendix 2: Consent form
	In a position where a coach/staff member will be transporting a child, 2 adults (18yrs+) will always be present in the car and named below. A risk assessment will be completed for this trip - if you would like a copy of this risk assessment please email: risingphoenixgymnastics@outlook.com and a copy will be sent to you via email.

	Trip Name
	
	Trip Date
	

	Trip Lead
	
	Trip Adult 2
	

	Trip Description/ Purpose
	

	Trip Address
	

	All travellers are asked to meet at the address/time above

	Central meet location for departure (drop-off)
	Address:


	Time:

	Central meet location for return (pick-up)
	Address:


	Time:

	Trip Lead Contacts
	Name:
	Contact Number:

	Adult 2 Contacts
	Name:
	Contact Number:

	Non-Travelling/ Travelling Allocated Welfare Officer
	Name:
	Contact Number:

	Trip Requirements:
No nuts allowed on any trips
	Hydration





	Food/Snacks
	Funds
	Clothing
	Other

	GYMNAST DETAILS

	Participants Full Name
	
	Date of Birth
	

	Any medical details (including any allergies, dietary needs, other relevant information about the participant e.g. phobias, travel sickness
	

	Emergency Contact 1
	Name:
	Contact Number:

	Emergency Contact 2
	Name:
	Contact Number:

	Travelling Code of Conducts - Please tick box for confirmation

	I confirm I have read and agree to the Travelling Code of Conducts for Guardians
	

	I confirm the participant has read and agree to the Travelling Code of Conducts for Participants
	

	Travelling Confirmations - please provide a signature for each confirmation

	I understand what this trip is for entails and aware of drop-off/pick-up times
	

	I agree I have received all information required for this trip
	

	I give permission for my child (participant) to travel on the trip named above
	

	Date agreed
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Appendix 3: Travelling Code of Conduct
	TRAVELLING CODE OF CONDUCT

	Club/Staff/Driver
	Guardians
	Participants

	All staff travelling have agreed to follow the clubs code of conduct for travelling:
· Take on the duty of care of participants travelling
· Provide all details of travel to guardians
· Keep communication open to all guardians and participants
· Provide communication of:
· Arrival to event
· Departure from event
· Any delays or issues which may occur
· Drive appropriately and to the law 
· Including driver safety such as first aid kit to hand, wearing a seatbelt, temperature in the car etc.
· Not to Consume alcohol or substances which may impact judgment, performance or behaviours before or whilst travelling (including smoking/vaping)
· Do not allow unchallenged, any breaches of these Standards of Conduct
· Do not:
· Make offensive or abusive remarks/jokes, derogatory comments etc.
· Carry out any flirting, sexual advances or unnecessary touching
· Bully, Harass or discriminate 
· Cause offence or intimidation through non-verbal conduct 
· Perform from gestures that could be offensive
· Display offensive or inappropriate pictures, objects, written material (including slogans on clothing), tattoos, graffiti, flags or badges and social media posts
· Abuse or misuse any relationship of trust or position of power or influence.
· Respect the confidentiality of information provided 
· Report promptly any concerns, or present evidence or other information concerning any abuse or neglect of a child or adult at risk or other matter within the scope of the British Gymnastics Safeguarding Policy and provide full particulars of the matter to British Gymnastics.
· Inform the Club &  British Gymnastics of any criminal conviction, caution or warning issued by the police
· Inform the club British Gymnastics if they are arrested for or charged with a criminal offence
· Complete a British Gymnastics Criminal Records check as described in the Criminal Record Checks Policy and Guidelines document
· Not discuss the performance of a gymnast during a competition within the earshot of any coach, gymnast or member of the public
· Not to engage in practices which are known to be harmful to the physical or psychological wellbeing of a gymnast, e.g. inappropriate or restriction of access to food and fluids etc.
	All guardians of travelling participants are asked to agree to:
· Provide all medical and travelling details of the participant including car seat if needed
· Provide permission for the participant to travel and attend event/course/comp/camp etc
· Ensure participant has agreed to follow their Code of Conduct
· Be on time:
· Arrive to drop-off participant at the agreed central location on time
· Arrive to collect participant at the agreed central location on time
· Keep communication for any delays to the above
· Ensure participants have all gymnastics equipment needed for event including foods and fluids
· No nuts allowed!
· A filled water bottle!
· Express Grievances and Complaints following RPG’s procedure – contacting our Welfare Officer 
· Please use correct and proper language at all times – no swearing or derogatory terms.
· Never 	punish or belittle a child for poor performance or making mistakes

	All travelling participants are asked to agree to:
· Ensure all gymnastics equipment for event is ready including foods and fluids
· No nuts allowed
· Correct clothing worn
· A drink!
· Inform the driver/staff of any medical issues during the travel and at event
· Do not behave in a way which may distract a driver
· Wear a seatbelt
· Be polite to staff 
· Ask questions if unsure of event
· Do not bully, belittle or make hurtful comments to staff or other participants travelling/at event
· Do not use ‘bad language’ or yell/abuse anyone
· Respect and Celebrate difference in the club - do not discriminate against anyone else
· Listen to all staff travelling
· Follow all and instructions and safety points provided by staff
· Try your best and enjoy the event!


	Signed & Dated: 

	Staff:




	Guardians:
	Participants:



Appendix 4: Risk Assessment
	Rising Phoenix UK Day Travel Risk Assessment

	Travelling Details

	
	Name
	DOB
	Role

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	Participants: (e.g. the age/competence/fitness/usual standards of behaviour/experience, any special educational needs/disabilities, medical needs (including having sufficient medication and contingency plans if an adult has to accompany a participant to hospital), adult to gymnast ratios, the competence/experience/qualifications/training of the adults etc.)

	State hazards and actions implemented to ensure risk level is as low as practicable:

	Transport: (e.g. meeting points/handovers, modes of transport, competent drivers, driving hours, suitable vehicles, weather conditions, travel/road conditions, supervision, cancellations, missed connections, journey routes)

	State hazards and actions implemented to ensure risk level is as low as practicable:

	Other activities: (e.g. swimming/beach activities, parties, shopping/sightseeing trips, meals etc.)

	State hazards and actions implemented to ensure risk level is as low as practicable:

	Health Hazards In regard to the country and area(s) where you are to travel are there any specific health hazards relating to the following?

	Area in which you are travelling:

	State hazards and actions implemented to ensure risk level is as low as practicable:

	Availability of medical aid: (e.g. in the event of a serious injury, sub-standard medical care

	State hazards and actions implemented to ensure risk level is as low as practicable:

	Safety risks In regard to the country and area(s) where you are to travel in are there any specific safety hazards relating to the following: Local issues: (e.g. unrest, muggings/robbery, customs, culture, religion, dress, language, communication with emergency service, legal differences etc.)

	State hazards and actions implemented to ensure risk level is as low as practicable:

	The list of examples given adjacent to each section are not exhaustive and are given merely as an aide memoir, you should spend some time thinking of any other health or safety hazards that may be encountered and what risk reducing measures can be implemented

	Emergencies You must hold emergency contact details for all participants, a copy of which must be retained by the club. You must also supply each family with a list of emergency contacts. Have you addressed this? YES/NO Will the Head of Delegation be carrying a mobile phone with you at all times and have you ensured that international roaming has been activated? YES/NO

	If yes to above please insert mobile telephone number:

	UK emergency contact: please insert name and telephone number(s)

	

	Is the above contact available at all times? YES/NO If ‘NO’ please supply an alternative contact and contact information including the relationship of this person to you.

	

	What emergency first aid arrangements have you made?

	What contingency plans have you in place in case of interruption to your travel plans, accommodation or event plan?

	I confirm I have obtained information of any existing medical conditions for all participants and to the best of my knowledge all participants are physically and mentally fit to travel. All participants (or where under 18, their parent/carer) are responsible for ensuring that they have adequate supplies of any prescribed medication for the duration of the trip.

	I confirm I have reviewed this risk assessment and am happy that suitable and sufficient arrangements have been put in place to minimise foreseeable risks as far as is reasonably possible

	Completed by club owner: Amy Beck
	Signed:

	A copy of this risk assessment must be kept on file at the club for quick reference if required. The contents of this assessment should also be communicated to all participants





	Risk Assessment Number:

	Date of Assessment:

	Additional Information check sheet/risk assessments required. 

Substances Hazardous to Health: 
Manual Handling:      
Display Screen Equipment:  
New and Expectant Mothers:        
Young Persons:                                                                                      
	


☐
☐
☐
☐
☐
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	Task / Work Activity / Work Area Assessed:

DRIVING
	Assessment carried out by:


	
	
	

	

	
	Worst Case Outcome
	
	Likelihood
	
	Risk Rating
(Outcome x Likelihood)
	

	
	5
	4
	3
	2
	1
	
	5
	4
	3
	2
	1
	
	High
	Medium
	Low
	

	
	Fatality
	Severe
Injury
	Lost time
Injury
	Minor
Injury
	No Injury
	
	Certain
	Very likely
	Likely
	Unlikely
	Remote
	
	13-25
	5-12
	1-4
	

	

	Persons affected by the Activity
	Identified Hazards
	Control Measures Already in Place 
	Outcome
	Likelihood
	Risk Rating
	Further action required?
Yes/No

	
Employees 
	Injury or becoming stranded due to breakdown of vehicle or mechanical failure of the vehicle. 
	Breakdown cover is required for all vehicles. Vehicles are subject to regular servicing and maintenance in line with the manufacturer’s recommendations. Drivers of vehicles are to carry out periodic recorded checks of their vehicles. All vehicles have MOT (where necessary). 
	5
	1
	5 – MED
	YES

	Employees 
	Inability to summon assistance in the case of an emergency. 
	Anyone driving has a mobile phone and can contact help if required. Employees to ensure adequate charge on mobile phone before leaving and they have in car chargers provided to enable them to recharge their phones if required. 
	4
	1
	4 – LOW
	NO


	Engineers/ family/ partner 
	Inability of family/ partner getting in contact with Engineer in the case of an emergency. 
	Engineers are provided with company mobile telephones and the Engineers family/ partners have the contact details. 
	5
	1
	5 – MED
	YES

	Employees/ other road users 
	Collision or road traffic accident due to tiredness when travelling long distances. 
	Drivers instructed to take a break if they feel tired and they are advised to have a break of at least fifteen minutes after two hours of driving. If drivers are travelling long distances to carry out work they have accommodation provided for the evening to ensure that they do not drive two long journeys in one day. 
	5
	1
	5 – MED
	NO

	Employees 
	Stress from being lost. 
	Employees either have good knowledge of the road networks or are provided with satellite navigation systems or use their company phones to locate their jobs. 
	5
	1
	5 – MED
	NO

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Further Control Measures
	Further Control Measures Follow up

	
	Allocated to (name)
	Target date
	Date completed

	Driver’s licences to be checked periodically – annual checks to be implemented. 
	
	
	

	A system of periodic (monthly) monitoring should be implemented to ensure that first aid kits are maintained in an effective condition i.e. used / out of date articles replaced. Employees should be instructed to report the use of first aid materials. 
	
	
	

	Checks to be undertaken to ensure that drivers of company vehicles are carrying out their vehicles checklists at appropriate intervals. 
	
	
	

	Emergency contact procedures to be documented and given to the drivers of company vehicles. This should include the contact details for relevant office personnel/ emergency contact person to be provided to employees’ family/ partners to enable them to get in touch with employee if they cannot gain contact via their mobile phone. 
	
	
	

	Risk Assessment Reviews

	Suggested Review Date (either after significant changes, actions completed, or annually):
	

	Risk Assessment Reviewed by (name): 

	
	Risk Assessment Reviewed by (name):
	

	Date: 

	
	Date: 
	

	Comments: 

	
	Comments: 

	

	Next Suggested Review Date: 

	
	Next Suggested Review Date:
	

	Risk Assessment Reviewed by (name): 
	
	Risk Assessment Reviewed by (name):
	

	Date: 

	
	Date: 
	

	Comments: 

	
	Comments: 

	

	Next Suggested Review Date: 

	
	Next Suggested Review Date:
	




[bookmark: _ocfq2jy7kw5n]Appendix 5: Missing Child Contingency Plan 
[bookmark: _c9pdxbimz5sl]
[bookmark: _y1959c5b2y4a]Participants safety is maintained as the highest priority at all times both on and off the premises. Every attempt is made through carrying out the outings procedure and the exit/entrance procedure to ensure the security of the children is maintained at all times. In the unlikely event of a child going missing, our missing child procedure is followed.

Procedures to Reduce Opportunity for a Missing Child
1. All staff to carry register/list of participants travelling
a. Register taken at any departure/arrival/during event
b. Continuous ‘head counts’ throughout the day to aid continuous monitoring of travelling children
2. Contact details available to all staff
3. Ensure children are aware of emergency exits and meeting places if needed
4. All children accompanied by a staff member/small group
a. No child will be left alone at any point during the trip 
i. Exception of toilet facilities: 
1. Children will be monitored outside of the toilet facility 
2. Asked to use facility in pairs or more
Participant Missing Whilst Travelling
1. As soon as it is noticed that a child is missing, staff travelling ask children to stand with their designated 2nd adult and carry out a headcount to ensure that no other child has gone astray. 
a. Lead staff member searches the immediate vicinity, but does not search beyond that.
i. Including changing rooms, toilets, public and private areas and the club grounds
ii. Staff contact venue security to aid search and contact police
1. If venue does not have their own security - venue manager is contacted
iii. The staff leader contacts the police and reports the child as missing
1. Prepare a detailed physical description of the child, including: approximate height; build; hair and eye colour; clothing he/she was wearing, as this will be required by the police
2. Club owner (if not present) is contacted immediately 
a. The owner contact guardians and welfare immediately
i. The incident is reported (if not on the outing) and the incident is recorded
3. Staff takes the remaining children back to the safe indoor environment..
4. The Staff leader contacts the chair, director or owner and reports the incident. The chair, director or owner comes to the setting immediately to carry out an investigation, with the management committee, (where appropriate).
5. The staff leader/designated staff member may be advised by the police to stay at the venue until they arrive.
Investigation
· Staff keep calm and do not let the other children become anxious or worried.
· The staff leader together with the chairperson or representative from the management committee or owner speaks with the parent(s).
· The chair, director or owner, carries out a full investigation taking written statements from all the staff in the room or who were on the outing.
· The key person/staff member writes an incident report detailing:
· The date and time of the report.
· What staff/children were in the group/outing and the name of the staff designated responsible for the missing child
· When was the child last seen in the group/outing?
· What had taken place in the group or outing since the child went missing
· The time that it is estimated that the child went missing.
· A conclusion is drawn as to how the breach of security happened.
· If the incident warrants a police investigation, all staff cooperate fully. 
· In this case, the police will handle all aspects of the investigation, including interviewing staff. Children's Social Care may be involved if it seems likely that there is a child protection issue to address.
· The incident is reported under RIDDOR arrangements (see the Reporting of Accidents and Incidents policy); the local authority Health and Safety Officer may want to investigate and will decide if there is a case for prosecution.
· The insurance provider is informed - British Gymnastics
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