
DORSET FLORA GROUP
GUIDELINES FOR LEADERS OF FIELD TRIPS AND GROUP OUTINGS
Thank you for offering to lead an event for the Dorset Flora Group. We hope you find these guidelines helpful for your event. If there’s anything you’re unsure about please contact Tom Smith, DFG, Programme Coordinator (via email:dorsetfloragroupprogramme@yahoo.com)  who will be happy to help you.
1. Plan your event and liaise with the Programme Coordinator over details and agree wording for your event in the programme.
2. Choose a parking place suitable for the number of cars expected. If only small parking areas are available advise car-sharing (and if needed find a suitable rendezvous point to help car-sharing). Identify any known public transport options (nearest bus stop or rail station).
3. If possible, pre-walk the route and note any details needed for the programme e.g. meeting point grid reference or what 3 words address or nearest postcode or description of the meeting point and how long you expect the event to last.
4.   Assess risks making reference to the generic risk assessment and identify any additional risks and control measures. Seek advice from the Programme Coordinator if you are unsure about any risks. Please send a copy of the completed risk assessment to the Programme Coordinator for counter-signing.
5. If running an event where you are providing food (e.g. through a professional caterer) please ask all participants to state any food  allergies when booking and pass this on to the caterer.

6. If you need to email booked participants for your event on anything before the event or to share information and any photos after the event to keep privacy, please use bcc rather than cc unless any of the participants have consented to share their email address for these purposes.
7. On the day arrive early, whatever the weather.  Introduce yourself; give a brief description of the walk including points of interest and any risks and control measures.

8. Ask event participants to sign in using the Dorset Flora Group Field Meeting Sign-in sheet (for emergency contact purposes only) to be shredded after the meeting to comply with data protection requirements.
9. Please gain verbal consent from participants if you are taking photographs of the group for use in publicity e.g. social media, the blog. Ask for any photos participants are willing to share for blog articles.
10. Point out any hazards as you come across them on the route, e.g. trip hazards.
11.  Check for any stragglers periodically and regroup if needed.

12. Ensure any gates are left as found. 
NB: This is not a definitive list; some leaders may wish to take additional measures. 

Reporting and Recording Incidents

Please report any incident/accident occurring on an event to the Chairperson or in his/her absence, The Committee and Officers of the group via email: dorsetfloragroupprogramme@yahoo.com  

This allows the Committee and Officers of the group to record incidents occurring during field trips and other group outings and ensure that new hazards are identified and added to the generic risk assessment.
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