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Checklist: 
Educational Visits in the UK


	Visit location
	

	Group name (participants, year group)
	

	No. of participants (excluding leader, supervisors)
	

	Leader name & position
	

	Supervisor / volunteer names & positions
	

	Date(s) of visit
	

	Length of visit (including departure and arrival times)
	

	Does the visit involve an overnight stay?


	Yes
	 FORMCHECKBOX 


	
	No
	 FORMCHECKBOX 


	Reason for visit


	

	Staffing

	
	Yes
	N/A
	Comments

	There is a clear leader of the trip, and they have been informed of their responsibilities.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	There a sufficient staff: pupil ratio for effective supervision. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	At least one member of staff attending has a current first aid qualification (or if not, then provision of first aid assistance has been considered in the risk assessment). 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Staff are aware of their responsibilities and are competent to carry these out affectively.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there a communication network in place between staff? (e.g. mobile phones)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Transport

	
	Yes
	N/A
	Comments

	Transport confirmed and booked.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	The mode of transport is suitable for all trip participants (i.e. wheel chair users, enough seats for everyone etc.).


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If a minibus is being used:

· The driver is qualified and competent to drive the type of minibus
· The organisations minibus policy / checklist / maintenance has all been checked and reviewed.


	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Activities

	
	Yes
	N/A
	Comments

	The activities:

· meet the objectives of the visit;

· are suitable for the participants of the trip (i.e. age group, abilities etc.).


	 FORMCHECKBOX 

 FORMCHECKBOX 


	 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Activity leaders are competent (i.e. experienced, suitable qualifications etc.).


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Suitable equipment is either being provided by third party or by the company / organisation.


	 FORMCHECKBOX 


	 FORMCHECKBOX 

	

	Where third party activity providers are being used, copies of relevant documentation has been obtained where relevant (e.g. public liability insurance, risk assessments, licensing/accreditations etc.).
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	

	Environment

	
	Yes
	N/A
	Comments

	A preliminary visit has been undertaken.
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	

	Considerations have been made for:

· Weather;

· Temperatures;

· Daylight hours;

· Terrain.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	If, for example the weather does not permit the trip to go ahead, there is a contingency plan in place.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If using third party premises, their policies and procedures have been read and understood (where relevant). 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Security has been checked and considered.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Accessibilities to all sites on the educational visit have been checked, considered and addressed, if needed.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Consent

	
	Yes
	N/A
	Comments

	Parental consent has been given for the trip with:

· Up to date contact details;

· Medical information;

· Dietary requirements;

· Special needs / requirements.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Insurance

	
	Yes
	N/A
	Comments

	Suitable insurance is in place.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	First aid and emergencies

	
	Yes
	N/A
	Comments

	First aid facilities will either be provided onsite (and this has been confirmed) or provisions will be taken on the trip.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Third party emergency procedures have been read and understood.

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	Participants who have medical conditions which require medication whilst on the trip (or to carry it on them) have been noted and provisions have been put in place.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	An emergency contact at base has been appointed, and provided with copies of all documentation relating to the trip. 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	A list of persons attending (i.e. both staff and pupils) together with their next of kin contact details have been left with the nominated emergency contact at base. 
	
	
	

	Other

	
	Yes
	N/A
	Comments

	A risk assessment has been completed.
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	

	Control measures identified from the risk assessment have been implemented.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	All staff attending the trip have been briefed on the content (or read) the risk assessment. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


Name: _______________________________________
Signature: ____________________________________

Position: ______________________________________

Date completed: _____________________________

Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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