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Girlguiding



Risk assessment – activity outside normal meeting place
Fill out this risk assessment for each activity not included in your unit risk assessment, including any adventurous activities, you do outside your normal meeting place. Adventurous activities are listed on the Adventure for girls webpages and can be found by searching under the category ‘Adventurous activity’. In addition, if the activity is adventurous, it will have a call out box with an ! on the page highlighting this (for example see Archery / Girlguiding). Where the activity is adventurous there will be a need for an additional risk assessment to be conducted by the qualified instructor or activity centre.

This could be one-off activities or activities that continue throughout the year. It is important that you review this risk assessment if there is any significant changes, and at least annually.

Note: We have a separate risk assessment template if you’re doing adventurous activities not included in your unit risk assessment outside your normal meeting place. We also have separate templates for residential trips in the UK and international trips.
People potentially at risk: All staff, volunteers, members, visitors, members of the public and anyone else the activity may impact.

Where hazards may be encountered: At the meeting place, during the activity.

It is recognized that not all risks are foreseeable and that there will always be a requirement to be assessed dynamically at the time of the activity – this means they cannot always be recorded but it is good practice to try and record them either contemporaneously or as soon as possible after they have been identified and assessed.

	Name of unit:
	 

	Activity covered by the risk assessment:
	Travelling by bus with Girlguiding Scotland

	Name of person completing the risk assessment:
	

	Date and timings of activity:
	

	Location of activity including postcode:
	


	Factors contributing to risk
	Control measures

What is, should or could be put in place to control the risk?
	Local action required
	Confirm local controls in place, or actions being taken and who is taking them

This box should not be left blank. If not applicable, insert N/A
	Date completed

	Manual handling of equipment and luggage
	Consideration is given to the weight, size and amount of equipment and luggage participants will need to handle.
	Have you reviewed  the equipment/luggage you’re taking and considered safe lifting, and the practical aspects of handling/carrying it? Do you need to give participants any guidance?

Health, safety and welfare procedure
	
	

	Meeting the unit in the station/stop being complicated or stressful, causing the group to miss the bus of putting a negative spin on the day if the group becomes stressed
	Arrange a suitable meeting place which is out of the way of the public and is easy to locate 

 

Check whether the station/stop has multiple entrances and landmarks which could cause confusion 

 

Leave plenty of time to meet before the bus is due to depart 


	Consider meeting at a location outside the station/stop and travelling together 

 

Avoid meeting in carparks or areas of the station/stop with additional hazards 


	
	

	Missing the bus could cause stress and a long wait, impacting further activities, girls being collected or unit finances
	Arrive at the bus station or stop  

Locate the nearest public toilet to the bus stop and give everyone a chance to use it before getting on the bus

Ensure you know where the bus stop is in advance
 

Ensure girls keep their belongings with them whilst waiting for the bus, so when it arrives they are ready to get on.
	Have alternatives planned in case you miss the bus for whatever reason


	
	

	Navigating through the bus station without anyone getting lost or getting in the way of others
	Never run for a bus as this can cause accidents in both the group and members of the public

Before the journey ensure that a leader understands where everything in the station is – for example platforms, toilets, lifts, bridges.

Ask members of staff for help if unsure 

Maintain correct section ratios and ensure leaders are keeping an eye on the whereabouts of girls 


	Ask a member of staff for help if you are unsure
	
	

	Waiting for the bus, ensuring that no one gets in the way of traffic or other bus users
	Ensure that everyone is waiting away from the road, and are still rather than running or playing

Sit on benches if available

Maintain correct section ratios and ensure leaders are keeping an eye on the whereabouts of girls

If the bus is already at the stop don’t cross immediately in front of it in case it drives off, and when exiting the bus don’t go immediately in front of the bus 

Maintain correct section ratios and ensure leaders are keeping an eye on the whereabouts of girls 


	Warn girls in advance of the dangers of standing too close to the edge of the pavement

	
	

	Boarding the bus and avoiding slips, trips and falls
	One volunteer should get on the bus first and one will get on last to help girls and ensure no one is left behind. Encourage girls to use available handrails 

 

Any possessions held in the hands are at risk of being dropped so make sure that these are securely within bags or zipped pockets

If the doors start to beep or close do not linger by them and don’t try to force the doors back open

Ask the bus driver to lower the door if necessary

	
	
	

	Standing on the bus causing anyone to get tired, irritable or fall
	If the group needs to stand on the bus ensure that everyone can reach a handrail and are not blocking exits 
	For longer journeys or with younger girls, swap seats if possible so that people aren’t standing for too long, and take seats as they become available

	
	

	Poor behaviour on the bus causing irritation to other passengers and giving a bad image of Girlguiding
	Ensure that girls are sat comfortably without feet on the seats, speaking at a normal volume 

 

Put all litter in the bins or take rubbish away with you 

Make sure they know they might not be able to sit together and may need to sit next to strangers 


	Create guidelines with the group before you go so that everyone knows the behaviour expected of them 

Take activities to keep girls calmly entertained (see Get on Board challenge pack)
Make sure that girls know that there is no guarantee that they will be sat with their friends
	
	

	Movement around the bus – slips, trips and falls or travel sickness caused by the motion of the bus
	Remain seated at all times while the bus is in motion. 

Do not use the stairs while the bus is moving
	See travel sickness (below)
	
	

	Using the toilets – getting to the toilets and getting locked in
	Ensure that girls understand how the toilet buttons work before they use the toilet  

 

Some girls (especially younger girls) think the buttons are fun, so ensure that people are only going to the toilet if necessary 
	Check in advance if there will be toilets available on the bus, and let girls know that they may not be able to access a toilet. Ensure you can visit a public toilet before getting on the bus, and research in advance the nearest toilet to your destination. 
	
	

	Incident or emergency on the bus causing any group member to be unsettled, hurt or killed
	Make sure before boarding that the girls know to follow bus driver and leader instructions in case of an emergency 

 

Follow normal Girlguiding procedures and have emergency and home contact details readily available


	
	
	

	Other bus passengers displaying unpleasant behaviour
	Move away from anyone displaying unpleasant behaviour. Let the conductor know or call the police on 111 or 999 
	
	
	

	Travel sickness 
	Ask parents in advance if their daughter is likely to experience travel sickness, and to provide medication if they are used to taking this. 

 

Take sick bags and spare water.  


	
	
	

	Luggage and lost property getting lost or stolen
	Store all large luggage in the luggage space provided  

 

Keep luggage out of the way of other passengers and away from the edge of the platform/train doors
 

Make sure everyone has double-checked they have all their belongings before you get to your stop 

 

Keep all belongings with you at all times and beware of thieves 


	In case of lost property, contact the bus company to see if they can reunite you with your property. Put your contact details onto important items. 


	
	

	Temperature or weather 
Group members could overheat, get wet or get cold waiting on train platforms.  

 

Girls could get too hot or cold, making the rest of their journey uncomfortable 

 

Storms affecting travel – flooding, leaves on the line, trees down, power lines down, signals out, etc. 


	Ensure girls bring suitable clothing for the weather, knowing that they will be waiting for a bus, and wear layers as they may get too hot on the bus. 

 

Check the weather forecast in advance, and ensure girls dress sensibly wearing suncream or warm hats where necessary.  

 

Check in advance if your journey will involve waiting outside for any length of time, and make sure girls will be the right temperature. 

 

 


	Keep an eye on the weather forecast for any weather warnings that might affect travel
	
	

	Anyone with accessibility needs being unable to get on or off the bus, or there not being a wheelchair space available on the bus
	Ask for the driver’s support getting on or off the bus

Plan extra time in case your group can’t get on the first available bus

Research in advance to check that the bus is accessible for your group’s needs 


	
	
	

	Cancellations / delays meaning the group may be unable to reach their final destination at the desired time


	Look before you travel at alternative routes you could take

Work with bus staff to navigate unexpected delays

Have home contact system in place for communicating with parents or carers if there is a delay
	
	
	

	Lost tickets meaning the group is unable to board the bus or is fined
	Keep tickets in a safe place

If using digital tickets ensure you have a charger or power bank with you

Have extra unit funds available as a contingency if replacement tickets are needed
	
	
	

	Group members getting lost or separated
	One leader will get on the bus first and one will get on last to help girls and ensure no one is left behind

Make sure girls have a way of contacting you and have a meeting place for if they are lost

Do regular headcounts

Make sure girls know where you’re going in case they get separated from the group
	Consider asking the girls to wear something to help spot them easily, such as neckers


	
	


By completing and filling in controls and dating this form, you agree that you’ve tried your best to think about risks and put measures in place to manage them as far as is reasonably practical.
	Name of person completing risk assessment: 
	Membership number: 

	Role: 
	Date review initially completed: 

	Signature*: 


* Both electronic and wet ink signatures are acceptable.

Review history
	Date
	Signature
	Summary of changes
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