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	Proposed Visit


	
	

	Date/s of Visit


	
	

	Party Leader


	
	

	Year Group


	
	

	Numbers Pupils


	
	M
	F

	Numbers Staff


	
	M
	F


	Areas of Focus
	Sample Questions / Indicators
	
	, X

or N/A

	
	
	
	

	Venue
	Appropriate venue for the participants and the aims/objectives of the trip
	
	

	
	
	
	

	Party Leader
	Clearly identified competent leader
	
	

	
	
	
	

	
	Leaders checklist
	
	

	
	
	
	

	
	Named deputy leader & staff
	
	

	
	
	
	

	
	Accompanying adults / need CRB check?
	
	

	
	
	
	

	
	Communications
	
	

	
	
	
	

	Staffing
	Adequate ratios
	
	

	
	
	
	

	
	First Aid cover
	
	

	
	
	
	

	
	Staff briefing
	
	

	
	
	
	

	Visit
	Category 1,2,or 3 visit? (DfES model)
	
	

	
	
	
	

	
	LEA notification or approval required?
	
	

	
	
	
	

	
	Head/Governors approval required?
	
	

	
	
	
	

	
	Is there a need for a preliminary visit?
	
	

	
	
	
	

	
	Fire Safety
	
	

	
	
	
	

	
	Generic & Specific Risk Assessments in place
	
	

	
	
	
	

	Activities
	Outdoor Education
	
	

	
	
	
	

	
	Swimming
	
	

	
	
	
	

	
	
	
	

	Pupils
	Pupil briefing
	
	

	
	
	
	

	
	Behavioural expectations/contracts
	
	

	
	
	
	

	
	Special needs
	
	

	
	
	
	

	
	ID/ information cards?
	
	

	
	
	
	

	Medical
	Medical & contact details of pupils 
	
	

	
	
	
	

	
	Medical & contact details of staff
	
	

	
	
	
	

	Parents
	Have signed parental consent forms been issued / collected?
	
	

	
	
	
	

	
	Have parents been fully informed of the programme?
	
	

	
	
	
	

	
	Parents’ meeting arranged?
	
	

	
	
	
	

	Transport
	Minibus – Hired/own- Driver approved?
	
	

	
	
	
	

	
	Coach- Seat belts?
	
	

	
	
	
	

	
	Public Transport, Train, Air, Ferry, Bus 
	
	

	
	
	
	

	
	Private Cars – Permission/ insurance?
	
	

	
	
	
	

	Finance
	Charging policy
	
	

	
	
	
	

	Insurance
	Insurance cover checked
	
	

	
	
	
	

	Emergencies
	24 home base contact
	
	

	
	
	
	

	
	Critical incident plan in place?
	
	

	
	
	
	

	Post Visit
	Accident/near miss reporting
	
	

	
	
	
	

	
	Celebrate success?
	
	

	
	
	
	

	
	Need for training?
	
	

	
	
	
	

	
	Succession Planning?
	
	


Educational Visits Coordinator 


Checklist for Proposed Visits
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