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This checklist is intended for use as an aide-memoir for the main elements of visit 
organisation as set out in the Educational Visits guidance.  

 

Purpose of visit    

 what are the aims of the visit? 
 

Where and when do you intend to go? 

 are venue, activities and time of year appropriate to aims and age/ability of group?  
 have you planned alternative activities in case you need to abandon your planned 

programme for any reason? 
 does the visit involve the use of an independent provider?  
 if yes, has this provider satisfactorily provided relevant H&S information (policy, risk 

assessments, insurance, qualifications etc) before you make any booking? 
 

Have you gained approval from EVC prior to making any financial commitment? 

 

Risk management 

 have you carried out an exploratory visit? 
 what are the main hazards?  
 are the main hazards covered by the LA/school/centre risk assessment for this type of 

activity/visit? 
 if yes, have you discussed these with other leaders? 
 if there are additional hazards and safety measures above and beyond the risk 

assessment, have you completed a specific risk assessment that details these additional 
risks and safety measures? 

 Have you shared this with other leaders and young people and filed a copy? 
   

Staffing  

 Are adequate staffing numbers available, taking into account any special needs? 
 Have you checked the advice on typical young person? 
 Are staff competent for their roles on the visit?  
 If establishment staff are planning to lead activities which require LA approval, have they 

obtained LA leader approval?  
 Are Voluntary helpers being used? Are they appropriate? Are they insured, by being 

entered on the school/centre list of voluntary helpers? Are they aware of their 
responsibilities?  

 Is a police check necessary for your helpers under the Child Protection Act? 
 Are any of the activities offered licensable under the Adventure Activities Licensing 

Regulations, 1996? 
 If so, is the provider licenced by the Adventure Activities Licensing Authority to provide 

these? 
 Does the visit involve young people working without the direct supervision of staff at any 

time? 
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Parent/carer information and consent 

 Have you provided parents/carers with full information regarding the visit and all planned 
activities ? 

 Have you met with parents/carers? (for residential visits only) 
 Have they given appropriate written consent? 
 Have you filed copies of the consent forms with The Head? 
 Are they aware of the consequences of any misbehaviour by their child? 
 

Special Needs 

 Have you taken account of any special needs of young people/staff? 
 Have you made all staff (including independent providers) aware of relevant special 

needs? 
 

Programme 

 Does your programme include alternatives (plan B) in case the original programme needs 
to be abandoned for any reason? 

 Have you planned 'Down-time' arrangements? 
 Have you arranged adequate supervision at all times? Duty rota for staff? 
 Have you agreed standards of behaviour and conduct? 
 

Clothing and Equipment 

 Are clothing and equipment appropriate to the activities and location? 
 Has young peoples' essential clothing been checked? 
 

Medical arrangements 

 Do you have a record of relevant medical information of all the young people and staff? 
 Have you made appropriate medical arrangements, including first aid? 
 Are there any special potential health hazards associated with the site? 
 Are all staff involved aware of the above?  
 

Accommodation 

 Suitability?  Pre-visit check?  
 Fire precautions and certification?  Fire drill? 
 Young people security? 
 

Transport 

 Driver suitability?  
 Drivers’ hours?  
 School minibus regulations adhered to?  
 Insurance? 
 Adequate stops, eating and care arrangements en route? 
 

 

Emergency procedures, contacts and communication 

 Have you planned what to do in the event of an emergency during the visit? 
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 Have you established appropriate emergency contacts (24 hrs) with your base 
establishment and parents/carers? County press/media officer? 

 Have you set up effective communication procedures with the group? 
 Are you aware of the emergency card? you must be familiar with this and have relevant 

copy with you 
 

Post-visit review arrangements 

 Review risk assessment and update if necessary – involve EVC. 
 Review other arrangements and evaluate whether the visit met the intended aims 
 Outstanding invoices paid 
 Borrowed equipment returned 
 Displays 
 Parents'/carers’ evening   
 Thank you letters 

 Article with photographs to the local media 




