Generic Visit Plan for “Day Visits”
This is a generic Visit Plan. It provides general suggestions for what the Visit Plan should contain.  A worked example can be found in the toolkit.
.
· The purpose of a Visit Plan is to record any decisions and training that have been carried out. 
· It should give sufficient information for the Head of Establishment to approve the visit.
· It should give sufficient information for the Technical Adviser to approve the visit (if required).
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	          ITEMS TO BE PLANNED


	Typical examples of detail to be provided

	1
	Aims and objectives of visit


	· state the aims and objectives of the visit

	2
	Information to parents/consent


	· information letter to be sent out
· parental consent gained

	3
	Staff/participant ratios


	· list any factors affecting the ratio

· detail ratios
· list of staff on visit

	4
	Venue
	· provide information about specific venue 

· detail any booking arrangements
· details of any preparatory visit 
· provide details for managing group at venue

	5
	Travel/transport

	· Mode of travel/transport and supervision arrangements
· name and number of transport company

· planned comfort stops and supervision arrangements

	6
	Participants
	· how are participants being prepared?
· detail training/preparatory work

· outline how behaviour, risks/hazards, supervision etc  will be discussed with participants

	8
	Equipment required


	· list and detail arrangements for collection of any equipment required for the activity

· First Aid kit if necessary

	9
	Managing the activity
	· supervision methods
· detail meeting times etc 

	10
	Medical needs


	· detail how medical information will be obtained/shared/carried 

· detail any specific concerns

· how will any required medication be carried?

	11
	Weather 
	· arrangements for obtaining forecast if appropriate
· discuss severe weather alternative with Head of Establishment if necessary

· alternative plans if necessary

	12
	First Aid provision


	· detail First Aid provision at the venue

· decide if First Aid tranined staff member is needed

· carry First Aid kit if necessary

	13
	Emergency procedures
	· detail where participant list will be left at establishment

· name contact person at base 
· detail how staff will carry participant information

	14
	External provider (if applicable)
	· outline programme to be supplied

· establish role of external provider 

· outline handover arrangements 

· detail provider’s insurance if appropriate

	15
	Risk Assessment completed


	· see generic and specific Risk Assessments

· discuss risks with staff and participants

· review Risk Assessment after visit if necessary

	
	Add further items as required


	List details for specific activity


	I confirm that satisfactory planning and preparation has taken place for this visit. 
I have checked that all reasonable steps have been taken to ensure the safety and wellbeing of participants.

	Day Visit

approved by

Head of Establishment
	Signature
	Date

	Day Visit

approved by

Technical Adviser
	Signature
	Date


