VISIT PLANNING CHECKLIST – Sheffield LEA

	Visit:
	
	Date(s):
	

	

	Visit Leader:
	

	


	CHECKLIST
	NOTES



	
	

	Programme Planning

· Programme planning and review, including group recruitment (on-going process which continues throughout the process of organising a visit).
	

	Visit Proposal and Notification

· Notify others in school about your visit proposal at the start of the planning process and, if appropriate, notify the LEA (for example, for overseas expeditions).


	

	LEA Guidelines

· Read the LEA’s written guidelines for educational visits, LEA Code of Practice 14 - Guidelines for Staff Organising Educational Visits.

	

	Risk Assessment

· Refer to the relevant generic risk assessments for your visit as part of the planning process.

· Complete event specific risk assessments.

· Ensure that on-going risk assessment is in place by regularly reviewing your planning and arrangements.

· Share the outcomes of the risk assessment process with visit participants as appropriate.
	

	Leader Competence and Supervision

· Ensure that you have competent leaders and supervisors for the visit

· Develop a properly thought out and managed supervision plan for the visit.

· Ask yourself the following questions about your staffing for the visit - Have they been to the venue before (pre-visit)? Have they experience of the activity? Do they know the group? Have they undertaken training? Are qualifications needed?


	

	First Aid

· Consider what level of first aid provision is appropriate to your visit. This should form part of the risk assessment process.

· Consider what level of training is required and how many people require it, you should then ensure that appropriate arrangements are put in place.
	

	Insurance

· Well before your visit commences, you should consider carefully the insurance position in relation to your visit and ensure that adequate insurance arrangements are in place.

· Parents should be informed of the arrangements for insurance, particularly what is covered and what is not covered by the policy.

	

	Emergency Procedures

· You need to ensure that emergency procedures are in place and that a school base contact to provide back up cover is arranged. This person should be familiar with the school’s critical incident plan.

· All those involved in the visit, including supervisors, pupils and their parents, should be informed of who will take charge in an emergency, the named back up cover and what they are expected to do. 

· You should ensure that you have ready access to all the relevant information you might require for the duration of the visit, including details provided on parental consent forms,.

	

	Child Protection

· Give careful consideration to child protection issues when organising the staffing and supervision of your visit. 

· Decide whether or not Criminal Records Bureau checks are necessary and, if they are, ensure that they are carried out in good time.
	

	Special Educational Needs, Disabilities and Medical Conditions

· Consider early in your planning process participants’ special educational needs, disabilities and medical conditions and how they may be accommodated.

· The Special Educational Needs and Disability Act 2001 makes it a legal requirement that reasonable adjustments must be made to prevent disabled pupils from being put at a disadvantage.


	

	Transport 

· Consider carefully how the journey to and from the visit/activity will be made and make appropriate arrangements.

· Whether using transport or simply walking, ensure that generic and specific risk assessments have been completed and that a process of on-going risk assessment is in place (see risk assessment section of these notes).

	

	Parental Consent

· For routine local visits which form a regular part of the school curriculum, parents are often provided with information through the school prospectus or a letter. Seeking annual consent for such routine visits may also be appropriate.

· For non-routine visits you should always provide clear written information to parents and seek their consent. These visits include those which involve adventure activities, visits abroad, residential visits, other potentially hazardous environments.

	

	Financial Regulations

· Should your visit involve finance, you should be aware of and follow the guidance contained in the LEA’s Education Financial Procedures Manual.

· You should also be familiar with and follow the DfES charging regulations, Charging for Activities. They indicate when charges may or may not be made for educational visits.

· Find out about and follow your school governing body’s policy on charging and remissions for educational visits.


	

	Approval

· All educational visits need to be approved by the head teacher. 

· Some visits also need to be approved by the LEA before they can take place. Visits requiring LEA approval include those which involve:

· adventure activities;

· visits abroad;

· residential experience;

· other hazardous environments or activities.

· The LEA approval form should be used to seek approval for all visits. If you plan to conduct a programme of similar visits on a regular basis, you should indicate this on your form.
	

	Conduct of Visit

· During the visit you should ensure that regular review sessions are built in to the programme to support the process of on-going risk assessment. This will allow you to make appropriate and considered changes to your arrangements should this be necessary.

	

	Visit Review

· As well as ensuring that a visit review takes place to consider its planning and conduct, it is also useful to conduct an end of year review of a series of visits to look at what was successful and what could be altered for next time.

· Recording and discussing incidents and accidents which nearly occurred (sometimes referred to as ‘near misses’) should form an essential part of the review process.
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