
Routine and Expected Visits
Flow Chart of Procedures

After completing Visit Plan 
and Risk Assessment 

WHO: WHEN:Responsibility of Head 
of Establishment

Any new venue / 
new staff induction

WHO: WHEN:Head of Establishment 
and all staff

Any new venue and 
reviewed annually

WHO: WHEN:Head of Establishment 
and all staff

Any new venue and 
reviewed annually

WHO: WHEN:

Prior to departure 
on any visit 

WHO:Leave Details of 
Specific Visit

WHEN:Visit Leader

Reviewed annuallyWHO:Check External 
Provider Insurance

WHEN:

AnnuallyWHO:Check Insurance WHEN:Responsibility of Head 
of Establishment 

Responsibility of Head 
of Establishment 

At induction or annuallyWHO: WHEN:Responsibility of Head 
of Establishment

After visitWHO: WHEN:Review Visit and 
Procedures

Visit LeaderWHO: WHEN: After visit, if changes to 
procedures are required

*see Section 9.5 of Going Out There guidance

Parental Consent / 
Information

Grant Approval

Prepare Risk 
Assessment

Carry Out 
Exploratory Visit

Create Visit 
Plan

Head of Establishment 
and all staff


