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	Name of Group
	Action Bound
	Date of Assessment
	19/09/11

	
	
	
	

	Hazards?
	Who might be harmed and how?
	What are you doing already?
	What further action is necessary?

	
	
	
	Action required
	By whom
	when
	Done

	Abuse of children
	Clients
	Project coordinators ensure that all volunteers have provided Action with 2 references, filled in a CRB form and have attended an induction where the guidelines on working with young people have been outlined. Volunteers must never be in a one on one situation with a child. This will be monitored by other volunteers and project coordinators. 
	None
	
	
	

	Lost children
	Clients
	Project coordinators will allocate to each volunteer a child or group of children; they must be aware of where they are at all times.
A volunteer: client ratio of at least 1:2 will be maintained at all times by project coordinators. A list of all vols and all young people will be submitted to the safety coordinator in student activities (Volunteering Development Coordinator) in advance of any activity. Project coordinators will make sure every child is collected after the project and have their emergency contact details present. Project coordinators will have a checklist of all the children that are coming on the trip, and will not leave until they have all arrived. 
	None
	
	
	

	Bad behaviour
	Anyone by an uncontrollable child
	Project coordinators will brief volunteers to supervise children at all times and will lead on the behaviour management. Project coordinators will discipline the children where necessary and exclude them from further activities if they repeatedly misbehave.
Project coordinators will ensure there are enough volunteers on the project so that 2 volunteers could take a misbehaving child home in a taxi should a problem arise and the 1:2 ratio still be maintained.
	None
	
	
	

	Medical event
	Anyone
	Project coordinators will keep consent forms and contact details with at all times. They will also ensure all volunteers are aware of any medical conditions of the children if necessary (this will be disclosed on a ‘need-to-know’ basis). Project coordinators will keep medication on them at all times or with the children themselves if their parents have told project coordinators that they are capable of using it themselves. If the project coordinators need to take care of medication for the child then the details of the medication and instructions for use should be detailed on the consent forms. They will know where the nearest A&E is and how to get there. They will have a qualified first aider and first aid kit on every project and in every vehicle.
	None
	
	
	

	Injuries/ accidents eg choking, tripping, falling, slipping
	Anyone who participates in activities.
	Volunteers will supervise children to stop activities getting out of control, excluding children if necessary and making sure they are using equipment appropriately.
	None
	
	
	

	Allegation of abuse by child

	Volunteers 

	All vols will be trained in child protection. Any signs of physical injury noted when collecting a child from their home should be mentioned to the parents and noted in an incident form which should be submitted to the volunteer development coordinator. Any comments made by children / young people that allude to abuse or any other signs that lead someone to suspect abuse should be noted in a report form and submitted to the vdc. A child / young person and a volunteer should never be in a 1-1 situation and child : volunteer ratios of at least 2:1 should be maintained at all times.

	
	
	
	

	Transport problems
	Anyone
	A first aider will always be on the project. Project coordinators will know where the nearest A and E is and have planned a route. Volunteers will make sure everyone has seatbelts on at all times. Project coordinators will know the emergency contact details of children and volunteers.
	
	
	
	

	Volunteer awareness
	
	Project coordinators will make sure all volunteers are briefed before the project on what is happening during the day, the risks that may occur and preventative measures, as well as behaviour management.
	
	
	
	

	Confidentiality and data protection
	Volunteers and participants who have confidential information about them disclosed inappropriately. 
	Project coordinators will maintain the Confidentiality Policy. This means they will keep all confidential information secure (in locked electronic computer files or in a locked bag) and only disclose information on a ‘need-to-know’ basis or if there is a safeguarding, criminal or safety issue (in line with the policy). Volunteers are not permitted to take photos; project coordinators will carry an Action camera and only they will use this.  
	
	
	
	


N.B ‘Project Coordinators’ refers to Laura Carling and Heather Parker. ‘Volunteers’ refers to Action volunteers who have been recruited for the project.
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