
SAFE WORKING PRACTICE Group Visits to Banham Zoo / Africa Alive!  
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WHAT VISITS INVOLVE? 

All authorised visits by Schools, Pre-Schools, Special 
Needs Schools, Groups, and Uniformed Groups to 
either Banham Zoo or Africa Alive!  
 

WHAT ARE THE RISKS?   

Slips, Trips, Falls, Traffic, Infections, Inappropriate 
behaviour if poorly supervised. 
 

WHO IS RESPONSIBLE  

The named organiser on the booking form                              
has overall responsibility for managing this visit. 
 

WHAT INFORMATION DOES THE PARK 
REQUIRE? 

The name and mobile telephone number of contact 
on booking form who is responsible for managing the 
group. 
Mobile telephone number and name also for the 
person responsible for the group on arrival if different 
from above. 
 

Group and Schools General Information. 
In order to help the group organiser fulfil their 
responsibility we ensure; 

 A free familiarisation pre-visit for the group 
leader is available 

 A first aider is on site to assist and provide 
information 

 All play equipment is checked and recorded 
weekly with an annual inspection by external 
qualified assessors 

 All food outlets operate under Environmental 
Health regulations, with regular unannounced 
spot-checks carried out 

 Daily checks by staff reporting back to 
management. 

 Main entry and exit points covered by CCTV 
and manned at all times. 

 Two way radio cover to all areas of the parks 
to enable speedy searches for missing 
persons. 

 Various hand washing facilities around the 
Parks for use by all visitors. 

 A safe speed limit is in force on-site and silent 
vehicles are fitted with sounders 

 

WHAT SHOULD YOU DO IF THERE IS AN 
ACCIDENT OR EMERGENCY? 

In the event of any incident involving personal injury, 
the First Aider must be summoned /consulted and an 
entry made in the accident book by the first aider.  
Any near miss incidents where somebody could have 
been seriously injured must be reported in the same 
way before leaving the site for an investigation to be 
conducted. 
 

WHAT MUST YOU DO BEFORE YOU VISIT? 

A free familiarisation visit is offered for the group 
leader before the visit to complete a risk 
assessment specifically focussing on the needs 
of your group. 
 

Ensure an appropriate level of adult supervisors 
for the group age and size. 
 

YOUR RESPONSIBILITIES AT THE TIME OF THE 
VISIT. 
Ensure children always wash their hands thoroughly 
before eating, after any contact with animals, and 
again before leaving the park/zoo. 
 

Check that children stay in their allocated groups 
throughout the visit and the group is accompanied by 
a responsible, supervising adult at all times. 
 

No group members are allowed to climb on walls, 
fences, gates; animal pens etc, or go over the safety 
barriers. 
 

Animals are approached and handled (when this is 
permitted) quietly and gently, do not chase, frighten, 
or torment the animals in our care. 
 

Guidelines are followed as instructed when getting on 
or off the train. 
 

Children must be accompanied and supervised at all 
times – with no exception.  All children aged 15 and 
under, are required to be accompanied and 
supervised by an adult at all times, whilst in the 
park/zoo.  This includes when pupils are on the Road 
Train. Teachers must remain in the same carriage as 
their pupils and maintain close supervision. This is for 
their safety and the welfare of the animals in our care.  
We advise groups to always have adult supervision for 
children whatever their age.  No children should be 
allowed to wander off unaccompanied when in the 
Park/Zoo. 
 

All children must remover their shoes and wear socks 
when playing on indoor play equipment which is age 
appropriate and guidelines are on each site as to 
ages. 
 



OTHER INSTRUCTIONS  

The children are your responsibility during the 
visit 
 

You should supervise them during the visit, especially 
during hand washing to make sure that each child 
washes thoroughly.   
 

Allow plenty of time for hand washing before eating or 
leaving so that the children do not have to rush. 
 

Be aware of ALL EMERGENCY details such as lost 
children, first aid etc, as detailed in the welcome 
booklet provided. 
 

Be aware of hand washing posts situated around the 
park. 
 

WHAT SHOULD YOU DO WHEN YOU HAVE PRE-
BOOKED SESSIONS 

Follow the instructions in Appendix one in the Group 
Guide and Safety Pack provided at the time of 
booking. 
 

WHAT RECORDS MUST I COMPLETE? 

During your visit or before you leave report any 
incidents to a member of staff at Guest Services. 

 

RELEVANT RISK ASSESSMENTS  

The following risk assessment relate to this 
activity; ADMIN 003 
 

 



 

Reference: ADMIN 003 Date: 02/01/2018 

Risk Assessment – Page 1 

1.  Company: THE ZOOLOGICAL SOCIETY OF EAST ANGLIA   

Site/Location: BANHAM ZOO & AFRICA ALIVE!  

Assessor: TRACEY RANCE Job Title: HEALTH & SAFETY ASSISTANT 

Senior Manager: MARTIN DUPÉE Job Title: DIRECTOR OF OPERATIONS 
 

  

2.  a) Work activity/process: SCHOOL/GROUP/PRE-SCHOOL/UNIFORM GROUPS/SPECIAL NEEDS  AND 
SPECIAL NEEDS SCHOOLS 

b) Elements: CHILDREN, ADULTS ACCOMPANYING GROUPS OF CHILDREN, DISABLED GROUPS WITH 
CARERS. 

     c) Frequency: DAILY 
 

 

3. Risk assessment required under the following legislation: 
 

Required 
 

Completed 

CONSTRUCTION (DESIGN & MANAGEMENT) REGULATIONS 2015   

CONTROL OF ASBESTOS REGULATIONS 2012   

CONTROL OF NOISE AT WORK REGULATIONS 2005   

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGS 2002 (COSHH)   

CONTROL OF VIBRATION AT WORK REGULATIONS 2005   

ELECTRICITY AT WORK REGULATIONS 1989   

HEALTH AND SAFETY (DISPLAY SCREEN EQUIPMENT) REGULATIONS 1992   

HEALTH AND SAFETY (FIRST-AID) REGULATIONS 1981   

LIFTING OPERATIONS AND LIFTING EQUIPMENT REGULATIONS 1998 (LOLER)   

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999 (TAKING 
INTO CONSIDERATION THE YOUNG PEOPLE AT WORK: A GUIDE FOR EMPLOYERS FOR ANY 
PAID/UNPAID EMPLOYEES UNDER THE AGE OF 18) 

YES YES 

MANUAL HANDLING OPERATIONS REGULATIONS 1992   

PERSONAL PROTECTIVE EQUIPMENT REGULATIONS 1992   

PROVISION AND USE OF WORK EQUIPMENT REGULATIONS 1998 (PUWER)   

WORKING AT HEIGHT REGULATIONS 2005   

   
 



 

Reference: ADMIN 003 Date: 02/01/2018 

Risk Assessment – Page 2 
4a.  Significant hazards 

 

People* at risk** 

ST VA VC OSV 

SLIPS. TRIPS AND FALLS  1 1  

INFECTIONS  1 < 30  

TRAFFIC  1 1  

BECOMING LOST/ISOLATED FROM GROUP-NO SUPERVISION  1 <20  

INAPPROPRIATE BEHAVIOUR/POOR COMPLIANCE TO GUEST 
CONDUCT  1 <20  

     

4b. Significant hazards Property/equipment at risk 

  

  
* key: staff = ST; visitors = VA (adult) / VC (child); contractors/work experience/volunteers/experience guests = OSV (other site visitor) 
** specify numbers and individuals particularly at risk using ‘<’ less than symbol; ‘=’ equals symbol or ‘>’more than symbol 
 

5. Hazard 
 

Severity 
 

Likelihood 
 

Action priority 

SLIPS TRIPS AND FALLS C 2 LOW 

INFECTIONS B 3 LOW 

TRAFFIC A 3 MINIMUM 

BECOMING LOST/ISOLATED FROM GROUP-NO SUPERVISION 

INAPPROPRIATE BEHAVIOUR/POOR COMPLIANCE TO GUEST 
CONDUCT 

 

B 
 

B 

3 
 

2 

LOW 
 

MEDIUM 

 

6 a) Current 
control 
measures: 

WRITTEN GUIDELINES IN PLACE AND ISSUED TO ALL ORGANISERS OF GROUP VISITS 
OPPORTUNITY FOR PRE-VISIT TO ENSURE ALL STAFF MAKE APPROPRIATE 
ASSESSMENTS FOR LEVEL OF ADULT AND GUEST RATIO’S. CONDUCT OF GUESTS IN 
MADE CLEAR IN BOOKLETS. TEACHERS/STAFF ON DAY REMINDED OF SUPERVISION 
AND CONDUCT AS GUESTS. 

b) Are these adequate? (delete as applicable) YES 

c) Further control measures required: 
 

Implementation by (date): 

NO FURTHER CONTROL MEASURES REQUIRED  

  
 

7.  Information / 
training needs: 

NO FURTHER INFORMATION OR TRAINING REQUIRED 

Date completed:  By (person):  
 

8. MONITORING: a) Frequency:  ON EACH VISIT 

 b) Person(s) responsible: GROUP ORGANISER 
 

9. REVIEW DATES: a) After further controls implemented:  

b) Maximum period: 1 YEAR Review by: ASSESSOR 
 

10. SIGNATURES: 

Assessor:  Senior Manager:  
 

 



Zoological	  Society	  of	  East	  Anglia	  Animal	  Encounter	  Group	  Visit	  Guidelines	  2017	  

 
 

 
Pre-‐booked	  Discovery	  Sessions	  /	  Animal	  Encounters	  

	  
Our	  Discovery	  sessions	  and	  animal	  encounters	  are	  interactive	  using	  live	  animals.	  Although	  the	  

animals	  are	  used	  to	  being	  handled	  regularly	  it	  is	  important	  that	  your	  group	  follow	  the	  guidelines	  laid	  
out	  below,	  both	  for	  the	  animals’	  welfare	  and	  for	  your	  group’s	  benefit.	  

	  
	  
1. The	  Education	  Officer	   cannot	  be	   responsible	   for	   the	   children.	   Teachers	   or	   group	   leaders	   should	  
always	  be	  present	  during	  the	  sessions.	  	  
	  
2. All	  hands	  must	  be	  washed	  thoroughly	  immediately	  after	  the	  session	  and	  definitely	  before	  any	  food	  
or	  drink	  is	  consumed.	  If	  the	  children	  touch	  or	  hold	  any	  of	  the	  animals	  it	  is	  imperative	  that	  they	  do	  not	  
put	  their	  fingers	  in	  their	  mouths.	  Hand-‐washing	  facilities	  are	  shown	  on	  the	  map.	  
	  
3. No	  food	  or	  drink	  is	  permitted	  in	  the	  sessions.	  
	  
4. Keep	  quiet	  and	  still	  during	  the	  session.	  
Animals	   can	   become	   frightened	   when	   there	   is	   excessive	   noise	   and	   quick	  movements.	   If	   the	   class	  
becomes	  too	  noisy	  or	  starts	  to	  move	  around	  too	  much	  then	  the	  animal	  will	  be	  withdrawn	  from	  the	  
session	  to	  protect	  its	  welfare.	  
	  
5. Please	  make	  sure	  that	  an	  Education	  team	  member	  is	  aware	  of	  any	  special	  needs	  or	  requirements	  
of	  the	  group	  prior	  to	  your	  visit.	  
	  
6. Please	  inform	  a	  member	  of	  the	  education	  team	  of	  any	  phobias	  or	  allergies	  (including	  to	  animals	  or	  
foodstuffs	  such	  as	  peanuts)	  before	  your	  visit	  and	  before	  the	  session	  begins.	  
	  
7. The	  Education	  Officer	  will	  inform	  the	  group	  about	  the	  most	  appropriate	  way	  to	  handle	  the	  animals	  
during	  the	  session.	  It	  is	  important	  that	  these	  rules	  are	  adhered	  to.	  
	  
8. We	  advise	  against	  babies	  touching	  the	  animals,	  especially	  reptiles	  such	  as	  snakes	  and	  lizards.	  	  
	  
9. Flash	  photography	  is	  permitted	  within	  reason,	  but	  we	  ask	  that	  the	  group	  leader	  is	  in	  charge	  of	  
taking	  photos	  to	  cause	  minimum	  disturbance	  during	  the	  session.	  
	  
10. All	  mobile	  phones	  should	  be	  turned	  off	  during	  the	  session	  –	  we	  understand	  however	  that	  the	  
group	  leader	  may	  need	  to	  keep	  their	  phone	  on	  for	  emergency	  reasons.	  
	  
11. Punctuality	   is	   essential	   to	  make	   the	  most	   of	   this	   learning	   experience,	   if	   you	   cannot	  make	   the	  
session	  on	  time	  please	  be	  aware	  that	  your	  session	  might	  be	  shortened.	  Please	  contact	  a	  member	  of	  
staff	  at	  Guest	  Information	  /	  Education	  if	  you	  are	  concerned	  that	  you	  may	  not	  be	  punctual.	  
	  
12. Please	   be	   aware	   that	   the	  maximum	   number	   of	   people	   allowed	   per	   session	   (given	   at	   time	   of	  
booking)	  must	  be	  adhered	  to	  for	  animal	  welfare	  and	  health	  and	  safety	  reasons.	  
	  

 




