EDUCATIONAL VISITS — FLOWCHART

Required Actions

Forms

Start of each School Year

Obtain consent forms for new pupils
Review Risk Assessments for regular visits
and update as required

Consent form
Health and Safety Policy

For each new planned visit

For new Adventurous / Hazardous visit
request information from Provider and
consider initial visit

Complete Risk Assessments relevant to
activities / location / travel

Obtain Information from volunteer drivers
where appropriate

Complete Proposal for Approval by Head
Teacher — for Adventurous / Hazardous
activities seek initial approval and when full
information to hand obtain final approval

Questionnaire — provider

Risk Assessment template
Application and Proposal form
Volunteer Driver form

Before the visit occurs

Group Leader to identify actions through use
of Procedures Checklist and keep updated
Obtain relevant information for Contact List
Use Group Leader Checklist to confirm all
actions have been completed

Procedures Check List
Contact List
Group Leader Checklist

Paperwork to be taken on Visit

Contact Form with Emergency information on
reverse

First Aid / Incident Form

Risk Assessment(s)

Checklists

Any other relevant paperwork

Ensure copies of relevant paperwork provided
to Home based Contact(s)

First Aid / Incident Form

The reverse of this Flowchart provides guidance on the Risk Rating of visits / trips
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