	Off-site activity plan for children – one off or recurring activities

	

	Venue risk assessment (RA)

The venue’s RA must be requested and attached to this form when booking an activity in a public building – this RA must be approved by an authorised person within the service or school before the activity is allowed.  The venue RA must be checked to ensure it is suitable and sufficient by detailing the health and safety arrangements in place for facilities and activities e.g. fire safety, first aid, safety checks/inspections, staff training, supervision, and the provision of arrangements in place for children.


	Booked activity? 
Yes  / No 
	Venue RA sign off by authorised person (name/position): 
Yes  / No   Signature of authorised person:

	

	Date(s) of activity:
	
	Time of activity:

	Nature of activity:
	

	Destination:
	
	Destination telephone:

	Address:
	

	Destination information/instruction/guidance (including map of facilities) received:   Yes   /  N/A 

	Destination accessibility:
	
	Parking availability:    Yes   /  No 

	Method of transport:
	
	Driver (if applicable):

	Main leader or teacher:
	
	Staff / child ratio required:

	Learning or other outcomes:
	

	First aider(s):
	
	Destination first aid provision:    Yes   /  No 

	Contact on arrival (if applicable):
	

	Entrance/access/egress:
	
	Accessible toilets:    Yes   /  No 

	Food arrangements:
	

	Food allergies:
	

	Fire and emergency evacuation procedures including muster point provided:    Yes   /  No 

	Child health issues:    Yes   /  No    

	
Notes:





	Behaviour risks e.g. aggression / PICA / absconding.  Are Behaviour Support Plans in place?    Yes   /  No    

	
Notes:









	
Are there other hazards/risks that have not been considered e.g. by the off-site RA?  Yes   /  No 


	Hazards - (list trip/site specific risks e.g. hazardous roads / traffic)
	Who might be harmed and how 
	Additional control measures required to reduce the risk

	
	
	

	
	
	

	
	
	

	
	
	

	Important information

	If possible the activity organiser should carry out a pre-event site visit to ensure destination/venue is safe and suitable.

	This event plan must be approved by an authorised person in your service or school.

	For outdoor venues e.g. zoo’s, country parks – a site plan must be obtained.

	For indoor areas the leader or teacher must do a full H&S sweep of the area on arrival, prior to activities commencing.

	All staff associated with the activity are provided with a copy of this plan and the off-site visit RA:  Yes   /  No 

	The activity must be reviewed following the event – see below.

	Service/school emergency number: 

	

	Off-site event plan compiled by

	Name:
	
	Position:

	Date completed: 
	
	Staff signature:

	Manager signature:
	
	Date:



	Amendments on the day (if required)
	Date(s)

	
	

	

	

	
	



	Follow-up review after the activity:

	Were there any incidents on the way, during or returning from the activity?    Yes     /   No     

	If there was an incident were photos and statements taken as necessary?    Yes     /   No       /   N/A     

	Has a KCC online accident reporting form(s) been completed and submitted?    Yes     /   N/A   

	Has a Health and Safety Executive online RIDDOR form been completed for the incident?    Yes     /   N/A  

	Was the venue/destination suitable and could it be used again?    Yes     /   No    

	Investigation/briefing provided to Line Manager following incident or if venue unsuitable for further use? Yes  / N/A 
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