	Check List For Trip:



	Years Involved:

Date:

Prepared By:

	Action
	Completed

	1. Ensure that any risk on the part of the school is assessed prior to booking the excursion.
	

	2. Complete a risk assessment or attach a venue risk assessment (see below) to the school risk assessment. Get your risk assessment agreed and signed by a trustee
	

	3. Obtain a risk assessment from organizations providing supervised activities to be attached to the school risk assessment.
	

	4. Ensure that it is clear who is responsible for safety and first aid and that all helpers are informed who this person is.
	

	5. Ensure that each helper has undergone Criminal Record Bureau checks or, if not does not have opportunity to be alone with any pupil. This is especially important if any trip involves a residential element.
	

	6. If vehicles are being used they must be insured appropriately for business use or the carrying of children. This is a simple clause that can be added to an insurance document and usually does not cost anything.
	

	7. A consent form is completed. On the issuing of the consent form, parents are to assume that all the above checks have been made, and the named persons on the form are in compliance with what has been detailed above.
	

	8. All consent forms are to be returned before the trip. A register of those returned should be kept and the school database updated with the information provided.
	

	9. These forms should not be taken on the trip. A copy of the emergency details and the risk assessment should be in the charge of each trip leader. Any incidents must be recorded on the emergency detail forms which must be returned after the trip
	

	10. At the end of the trip, trip leaders should complete a trip report, detailing any incidents or times when pupils were at unforeseen risk or for some reason unsupervised. Details of behaviour should also be noted. An entry of a less formal nature should also be made in the school Log Book.
	


Checklist for Young People Visiting Host Families

& Organised Trips Away from Home.

	
	Answer

	Who is the group leader?
	

	How can I contact my group leader?
	

	How do I use the phone if help is required?
	

	What will be done to keep me safe and secure on the visit?
	

	What should I do if I get lost or into difficulties when not with the group leader?
	

	What is written in the code of conduct for my visit?
	

	What do I do to keep my money and valuables safe?
	

	What insurance cover is there for my personal belongings?
	

	For Residential Visits and Exchanges.  Do I Know:

	The address(es) and telephone number(s) of the place(s) where I shall be staying?
	

	How should I behave (house rules) where I am staying?
	

	Where I am to sleep and where I am to dress?
	

	What do I do if I am worried / unhappy about anything when staying with a host family?
	


