[image: ]

	u3a Name: Stafford
	Date: 24.03.2026

	Name of person completing risk assessment checklist: Emma Bull

	Interest Group: Theatre & Concert Group 

	Description of Activity: Organising trips to a variety of productions at theatres around the region. Unless the show it at the Stafford Gatehouse, the trips usually involve transport by minibus or coach. 



DAY TRIP RISK ASSESSMENT CHECKLIST

This checklist is to help in the planning for a day trip. This isn’t an exhaustive list, so think carefully about any specific risks you may encounter. It is likely that you will need to add to this risk assessment checklist. This form can (and should) be altered to suit specific trip requirements. 

Where you identify a particular risk you should note the actions you will take to reduce the risk. It’s important to carry out a risk assessment before the trip takes place and you can add to this during your trip.

	
	Risk Assessment Checklist
	Yes
	No
	N/A
	If no, what actions will you take to mitigate this risk?

	Organising the trip
	Has the committee Chair (or nominated committee member) been made aware of the trip and been given a copy of the itinerary, contact details and attendees? 

	X
	
	
	The Committee Chair has access to this information on the Beacon System.

	
	Have all the participants been given the trip itinerary and details of the travel arrangements? 

	X
	
	
	This is shared via email ahead of the trip.

	

	Member Safety
	Have the names and contact details of all the members attending been collected and stored securely?
	X
	
	
	This information is stored on the Beacon System.

	
	Have the names and contact details of all the members attending been sent to the group coordinator (Helen Hood)? 
	X
	
	
	This is to be done for any trips using transport. 

	
	
	
	
	
	

	
	Have all the participants supplied the details of a person/next of kin who can be contacted in an emergency, and is this stored securely?
	X
	
	
	This information is requested as part of the agreement to the Theatre & Concert Group T&C. Whenever possible it will be stored on the Beacon System.

	
	Have all participants been made aware of the emergency procedures (such as what to do if someone becomes lost)?
	X
	
	
	All participants are given the leader's mobile phone number. 

	
	Is there a first aid box that is fully stocked and regularly checked? 
	X
	
	
	Theatres should all have their own First Aid supplies and trained staff at the venue.

	
	Have members been reminded to pack appropriate clothing/footwear for specific activities on the trip if appropriate (e.g., swimming, walking)?
	
	
	X
	Not applicable as we are attending theatre venues not going on activity break.

	
	Have members been reminded to bring any items they may need (such as medication) for the trip?
	X
	
	
	Yes - this is included in the  Theatre & Concert Group Information. 



	Other identified risks:
	What will you do to mitigate these risks?

	Boarding/ Alighting
	Use low-floor vehicles. Members are responsible for their own steadying; use a "buddy" for support.

	Mobility Aids
	Walkers/wheelchairs must be stored in the coach hold or designated area. Keep aisles clear at all times.

	Medical Issues
	Carry a secure list of member Emergency Contact Details. Members carry their own necessary medications.

	
	

	Theatre Access
	Pre-check for lifts/stairs. Inform the Box Office of the group's mobility levels for Personal Emergency Evacuation Plans (PEEP).

	Separation
	Establish a meeting point outside the theatre. Ensure everyone has the Organiser’s mobile number.

	Trips/Falls
	Avoid dimly lit stairs. Remind members to use handrails and report any venue hazards to staff immediately.
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	Version  
	Description of changes  
	Date of change
	Review date

	1.0
	Original Checklist 
	25.05.2025
	25.09.2026

	1.1
	Original Checklist – highlight area of focus
	12.02.2026
	25.05.2027

	1.2
	Revised after consultation with Group Coordinator 
	24.03.2026
	25.05.2027
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