
Planning Check List 


This checklist may be adapted by schools and services to meet their particular requirements.  It could be used as the basis of an internal system for monitoring and approving visits.

OUTLINE PROPOSALS
· Who? – participants, Party Leader

· What? - activities

· Where?

· When?

· How? – outline plan

· Why? – aims & objectives

· External providers?

· Cost and staffing estimates

· Level of approval needed - depending on type of visit

· Outline approval given?

PLANNING AND FORMAL PROPOSALS

· Selection of children / young people

· Identify competent staff.  

· Supervision ratios

· Preliminary visit to location

· Detailed programme linked to aims/objectives (including ‘Plan B’)

· Procedure to gain fully informed parental consent

· Risk Assessments – generic; specific (to the particular group and visit)

· Risk Assessment of external providers (e.g. using form EV2)

· Safeguarding issues

· Special needs / inclusion issues

· Contractual issues

· Costs and financial management

· Charging 

· Accommodation

· Transport

· Insurance

· Emergency procedures and contacts (including delayed return)

· Formal approval obtained from Service Manager / Head Teacher

· Formal approval obtained from External Visits Advisory Service (for Category B visits), using form EV1

DETAILS TO CHILDREN / YOUNG PEOPLE AND PARENTS/CARERS

· Full written details

· Written parental consent with medical and other essential information

· Agreed method to advise changes to details in the case of blanket consent 

· Parents/carers’ meeting if appropriate

BRIEFING FOR CHILDREN / YOUNG PEOPLE

· Full details of visit

· Engage directly in risk assessment process as part of the preparation process

· Personal standards of behaviour and responsibilities

· Roles and responsibilities of staff and other adults

· Emergency procedures

BRIEFING FOR STAFF

· Involve all adults taking part

· Full details of visit

· Special needs, first aid and medical issues

· Define all roles and responsibilities

· Clarify lines of communication and system to be used

· Define risk management process with full engagement in the risk assessments, control methods and emergency procedures

FINAL CHECK

· Identify and record any changes to plans and ensure all relevant people are informed

THE VISIT

· Documentation to SMT and those accompanying the visit

· Welfare and safeguarding young people actions

· Identification cards, jackets etc. Emergency Contact Numbers.

· On-going risk assessment

· Programme management

· On-going reviews of visit with children, young people and adults

· Contingency management

· All children, young people and adults to have appropriate way of contacting home

· Emergency procedures and Senior Management stand down

REVIEW

· Review with all participants, parents/carers as appropriate

· Identify issues arising for individuals

· Identify issues for future visits – Generic / Site specific / Activity specific

· Report as appropriate to:  EVC, Service Manager / Head Teacher, participants, parents/carers

· Inform the External Visits Advisory Service of anything helpful to the service or to other establishments, including new generic Risk Assessments

