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	Risk Assessment Form for School Groups
	



	Branch: Western Plains Cultural Centre
	Manager: Andrew Glassop

Education Officer: Lara Scolari

Centre Coordinator: Bronwyn Brown

	Division: Community Services
	Telephone: 6801 4444

Fax: 
6801 4449


	
	

	Western Plains Cultural Centre
Dubbo Regional Gallery, Museum & Community Arts Centre
76 Wingewarra Street

DUBBO  NSW  2830

t. 02 6801 4444 f. 02 6801 4449 w. www.wpccdubbo.org.au e. info@wpccdubbo.org.au



	Date of Excursion:
Group/Class:

Name of Excursion Co-ordinator:
Contact No:

Accompanying staff, parents, caregivers, volunteers:
No. in group/class:


	Specific Task/Activity
	Potential Hazards
	Age
	Control Measures
	Who 
	When

	Transport to venue
	Boarding transport vehicle accidents


	All


	Remind students of rules for safe behaviour.  Follow transport safety instructions
	Co-ordinating teacher 
	Prior to visit and during travel

	Travel to and from coach / vehicle
	Traffic hazards

Footpath trip hazard
	All


	Road safety reminders, teacher supervision.  Remind students of rules for safe behaviour.  Remain on pedestrian pathways, use pedestrian crossings and obey pedestrian traffic signals
	Co-ordinating teacher 
	prior to visit and during travel

	Entering main foyer area
	Walking through entry when glass doors are closed
	All
	Students to re-group at entrance and wait for the automatic doors to open.
	Co-ordinating teacher 
	Prior to entry and on departure


	Specific Task/Activity
	Potential Hazards
	Age
	Control Measures
	Who 
	When

	Self-directed WPCC visits
	Trip hazard (due to objects placed in exhibition spaces and low light conditions)

	All


	Brief students on appropriate behaviour in the WPCC – no running, unruly behaviour, or touching artworks and artefacts

Non-slip flooring

Allow time for vision to adjust to lighting conditions

Place all bags in the Auditorium (if available) to avoid carrying bulky items


	Co-ordinating teacher 
	On arrival at the WPCC and supervision during visit

	
	Toilets out of sight 
	All
	Planned toilet breaks, students go to bathroom in pairs/small groups
	Co-ordinating teacher 
	Brief students on arrival at the WPCC and supervise during visit

	Guided tour of the WPCC
	Trip hazard (due to objects in the exhibition space and low light conditions).

Risk of injury to students and objects.


	All


	Brief students on appropriate behaviour in the WPCC – no running, unruly behaviour, or touching artworks and artefacts

Non-slip flooring

Allow time for vision to adjust to lighting conditions

Place all bags in the Auditorium (if available) to avoid carrying bulky items
	Co-ordinating teacher
Education Officer 
	Brief students on arrival at the WPCC and supervise during visit
During housekeeping talk to ensure safe environment

	Visit to studio spaces and meeting rooms in Community Arts Centre


	Trip hazard – stairs and lift to studio spaces.


	All


	Brief students on appropriate behaviour in the WPCC – no running, unruly behaviour, or touching artworks and artefacts

Non-slip flooring

Allow time for vision to adjust to lighting conditions

Place all bags in the Auditorium (if available) to avoid carrying bulky items

	Co-ordinating teacher 
Education Officer


	Brief students on arrival at the WPCC and supervise during visit
During housekeeping talk to ensure safe environment



	Access
	· WPCC is accessible by wheelchair

· Wheelchair accessible toilets
	
	

	OH & S
	· OH & S policy and procedures in place

· Emergency equipment/procedures

· Exhibition risk assessments conducted

· Regular workplace assessments and site hazard checks

· Staff have Senior First Aid Certificate
	
	

	Supervision
	· Staff / guides available for tours (bookings essential)

· Education Officer / Guide available to welcome teachers and students
	· Education Officer / Guide briefs groups regarding housekeeping rules including behaviour and safety



	Child Protection
	· Child protection policies and procedures in place

· Child related employment check of applicable staff
	· Prohibited employment declaration completed by all staff



	Exhibits
	· Low light conditions at times

· Works securely installed

· Some objects or works located on floor of exhibition space

· Audio-visual works may be present in the projection room (darkened space)
	· Appropriate warnings for strobing lights

· Exhibition spaces monitored by WPCC Ambassadors and CCT cameras



	Emergency Procedure
	· Evacuation plan and procedures in place

· Fire fighting equipment in placed and checked regularly
	· Exit lights

· Designated Chief, Deputy and Wardens to assist in evacuation

	Other Facilities
	· Café in operation every day except Tuesday

· Food and drink are not to be consumed in the exhibition spaces
	· Courtyard and nearby park available for students to consume their packed lunch

· Information about the Western Plains Cultural Centre www.wpccdubbo.org.au
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