Check List for Field Trips

Before you go you must ask:
	Have I got an updated risk assessment? Have I checked the route (and toilets)?

	

	Have I got enough adults and have they been police checked? (Check adult / pupil ratio)

	

	Have all adults been briefed before hand and do they have a copy of the risk assessment?

	

	Have I completed the relevant permission form (GOF 1 or 2) and has it been signed by Head and Governor? (Copy to head)
	

	Have I got all consent forms and medical details of children you are taking?


	

	Have I got a first-aider with me?


	

	Have I made sure that all children have a jumper and a drink (a coat might be necessary – you can always leave it on the coach). Have children got a hat?
	

	Have I made sure children know what groups they are in so that they can find their adult as soon as they arrive? 
	

	Have I got all necessary equipment?


	

	Have pupils been involved in risk assessment?


	

	Have I made sure pupils know exactly what behaviour is expected from them?


	

	Have I briefed pupils & adults on road safety procedures?


	

	Have I got a written itinerary and a copy to leave in school?


	

	Have I informed the kitchen that classes involved will be out? (If all day).


	


When going on the trip you will need to take:
Equipment needed for activities – compasses/cameras/clipboards etc
All consent forms and medical details of children attending

All necessary medication e.g. asthma pumps (ensure group leaders have these for the children in their care).

At least 2 first aid kits/bumbags if walking
Safety jackets for all leaders to wear
Dustbin bag(s)

Wet wipes

Sick buckets

Spare water/suncream
Mobile phones with school contact programmed in
Spare clothes for pupils (in case of accidents)

Whistle (make sure that pupils know that if you blow your whistle it is an emergency and all groups are to come back to you).

When on the trip ensure that you:

Count the children out and back at the end of each activity
Remind children to stay with adult in charge

Remind children about traffic/any risks identified
Ensure children always stop before crossing a road, even when there is no traffic evident

Have the mobile contact numbers of your group leaders

Ensure that an adult accompanies pupils to any public toilet
Have informed the School Office of coach reg. no.
After the trip

Report to the Head and note what went well / didn’t go well – record & adjust anything for future years
Thank people who let you visit (you may want to go again).
