EV1


PLANNING CHECKLIST
	School/Youth Group:



	Date of visit from:


to:



	Venue:



	Group Leader:




	
	
	Yes
	
	No
	
	N/A

	
	
	
	
	
	
	

	i
	The proposed visit has clear educational objectives
	
	
	
	
	

	
	
	
	
	
	
	

	
	The nature of the visit has been established
	
	
	
	
	

	
	
	
	
	
	
	

	
	The target group has been identified
	
	
	
	
	

	
	
	
	
	
	
	

	ii
	All the relevant information regarding the proposed educational visit has been presented to the management e.g. destination, itinerary, timescales etc
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	iii
	The management has approved the proposed visit
	
	
	
	
	

	
	
	
	
	
	
	

	Iv
	An initial risk assessment has been undertaken for all aspects of the visit(s) and appropriate control measures have been put in place and recorded:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	· hazards have been identified
	
	
	
	
	

	
	
	
	
	
	
	

	
	· people who may be at risk have been identified
	
	
	
	
	

	
	
	
	
	
	
	

	
	· evaluation of the risk has been undertaken
	
	
	
	
	

	
	
	
	
	
	
	

	
	· additional safety and/or control measures have been established
	
	
	
	
	

	
	
	
	
	
	
	

	
	· information has been disseminated to all relevant persons and appropriate records maintained
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	v
	Where residual risks (inherent in all visits) still prevail an appropriate contingency/emergency plan has been put in place and disseminated to all relevant persons
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	vi
	The number of leaders in attendance has been agreed:
	
	
	
	
	

	
	
	
	
	
	
	

	
	· a staff member has been identified as Group Leader
	
	
	
	
	

	
	
	
	
	
	
	

	
	· accompanying staff have been identified
	
	
	
	
	

	
	
	
	
	
	
	

	
	· volunteer supervisors have been identified
	
	
	
	
	

	
	
	
	
	
	
	

	
	· vetting procedures have been undertaken (where necessary)
	
	
	
	
	

	
	
	
	
	
	
	

	vii
	Leaders are made fully aware of : 
	
	
	
	
	

	
	
	
	
	
	
	

	
	· their roles and responsibilities
	
	
	
	
	

	
	
	
	
	
	
	

	
	· the standard of conduct required of them during the visits
	
	
	
	
	

	
	
	
	
	
	
	


	viii
	Young people and parents/guardians have been informed/briefed and understand the implications of their participation in the visit
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	ix
	Parents/guardians have given their written consent to the young people participating in the educational visit
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	x
	All relevant information (medical, dietary and contact details) pertaining to the young people participating in the educational visit(s) has been obtained, recorded and appropriate action taken where necessary
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	xi
	The transport arrangements for the group are appropriate for the nature/type of journey(s) planned
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	xii
	Adequate insurance is in place to cover all aspects of the educational visits, including transport
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	xiii
	Where a residential visit is planned, the overnight accommodation has been assessed as appropriate in terms of:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	· its suitability for the group
	
	
	
	
	

	
	
	
	
	
	
	

	
	· its compatibility with the objectives of the visit
	
	
	
	
	

	
	
	
	
	
	
	

	xiv
	Where the educational visit involves outdoor or adventurous activities, the Education Visits Co-ordinator and Group Leader are satisfied that:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	· appropriate management structures and systems are in place in relation to child protection/health and safety
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	· staff are competent to provide the activities
	
	
	
	
	

	
	
	
	
	
	
	

	
	· all relevant checks have been undertaken to ensure the above are in place
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	xv
	The Educational Visits Co-ordinator has approved the operational arrangements for the visits
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	xvi
	Final Approval is obtained, as appropriate
	
	
	
	
	


