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	GENERAL INFORMATION

	School/Group:                                                                             
Details of Visit/Activity:                                                                
Dates:                                                                          from d    m    y       to d    m    y     
Group Leader/Contact:                                                               


	EDUCATIONAL PURPOSE

	Are you clear about why you are running an activity?                                                       Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Does the activity have a clear educational purpose?                                                         Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Will young people see the activity as part of their learning?                                              Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

That way they are more likely to respond to instructions as if they were in school – an important element in safety.



	TIME

	Any off-site activity will involve a degree of planning.  This will take time.  Rushing things can be dangerous.
Have you made a list of what has to be done and by when?                                            Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you allowed enough time?                                                                                       Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 




	SAFETY, EMERGENCIES & FIRST AID

	Have you assessed the risks associated with your proposed activities and made
arrangements to minimize these risks?                                                                             Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Are you developing a culture and expectation of safe practice among the staff and
young people involved?                                                                                                    Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you thought through emergency procedures?                                                          Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Will you have sufficiently ready access to first aid facilities and expertise?                       Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

See the Emergencies Checklist


	VENUES

	Do you know enough about them to ensure safety and educational effectiveness?         Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Are you familiar with the guideline/license requirements of certain venues?                    Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

See the Venues Checklist


	PROGRAMME & ACTIVITIES

	Will the planned programme meet your educational objectives?                                      Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Are the activities appropriate for the age, maturity and experience of the young people   Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

involved?

Have you undertaken a risk assessment?                                                                        Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 



	APPROVAL

	Are you clear about the approvals necessary before the activity can go ahead?              Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you set the necessary wheels in motion in sufficient time?                                      Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

See Approvals for Activities Checklist


	SUPERVISION & STAFFING RATIOS

	Do you know about and have you checked that you are in line with any young

person/teacher/youth worker ratios required or advised?                                                 Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Requirements aside, are you confident that the young people involved on this

activity can be adequately supervised - both during the activity and travelling to              Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

and from the activity?

Have you checked the supervision requirements of the venue/location to be visited?      Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Are you clear that not only the amount but also the nature, sex and qualifications
of those supervising are appropriate?                                                                               Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you made arrangements that heads will be counted at critical times such as
arrival and departure from the venues?                                                                            Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you thought through how that should be done and by who?  Are the nominated
individuals sufficiently competent to undertake what they are being appointed to do?      Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Has everybody involved directly and indirectly been appropriately briefed?                      Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Does everyone know what they should do and when?                                                      Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Has any adult with the party who is not a member of staff at your school been vetted?    Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Schools and/or local authorities will have copies of the relevant forms to complete in order to initiate this process.


	PARENTAL CONSENT AND INFORMATION

	This is necessary for anything outside of the published curriculum.
Have you asked for parental consent on the right form and in the right way?                   Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you checked your school’s or education authority’s detailed guidance on this?       Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you allowed parents sufficient time and provided them with enough information
to allow them to make an objective decision about whether they want their children to

go or not?                                                                                                                         Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Cont…


	Have you informed parents of a code of conduct and who will meet the cost of a pupil
returning early?                                                                                                                 Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have parents been informed about the arrangements for insurance and the nature
and extent of the cover?                                                                                                   Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Do you know enough about any medical conditions that young people might have to
enable you to look after them appropriately?                                                                    Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Do you have permission from parents to agree to medical treatment for their children
in an emergency?                                                                                                             Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you asked parents to provide emergency contact numbers?                                   Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Do parents have a contact number?                                                                                 Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Have you made arrangements for parental consent and information for parents for
whom English is not a first language?                                                                               Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

See Parental Consent for a School Visit


	TRAVEL ARRANGEMENTS

	Have you made sufficient, appropriate and safe arrangements?                                      Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Will you have the correct supervision ratios?                                                                    Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

There is a wide range of statutory and LEA regulations regarding the use of
minibuses and coaches.  Have you checked these?                                                         Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

These are often changed.  Check your school/Education Authority advice and regulations to make sure that your arrangements comply.
Have you checked that the form of transport being used is properly insured?                  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

How long will the journey be, is it too long for comfort and safety of both driver
and pupils?                                                                                                                       Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Tired young people are more at risk than others
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