ACTIVITY SESSION PLANNING CHECKLIST: MODEL FORM

This checklist is intended for use as an aide-memoir when planning an activity session. It is not necessarily in sequential order or exhaustive, nor is it intended to apply in full to all sessions. Clubs are encouraged to modify this list to suit their needs. 

Purpose of visit 


· what are the aims for participants?

· is the planned activity the best way of achieving these aims?

Where and when do you intend to go?
· are venue, activities and time of year appropriate to aims and age/ability of group? 

Risk assessment 
· what do you know about the venue? Is a pre-visit required?

· does the Club have a generic risk assessment for this activity? Is a copy on file?

· have you completed and filed an activity session form for the session?

· have you planned and risk assessed alternative activities (plan B) in case you need to abandon your planned activity for any reason?

Leaders 

· Are adequate numbers of leaders /helpers available, taking into account any participant special needs?

· Have you checked the advice on typical leader: young person ratios on the NWWOP website?

· Is a police check necessary for your helpers under the Child Protection Act?

Insurance
· Are Club leaders covered under the Club insurance policy?

· Is personal insurance cover for young people / leaders necessary?

· Are parents aware of the insurance position?

Participant Information and consent
· Have you provided participants (and parents for under 18s) with information regarding all planned activities?

· Have they given appropriate written consent?

· Have you filed copies of the consent forms?

· Are participants aware of the consequences of misbehaviour of their child?

Special Needs
· Have you taken account of any special needs of participants?

Activity session
· Have you a risk-assessed alternative (plan B) if the original activity needs to be abandoned for any reason?

· Have you planned 'Down-time' arrangements?

· Adequate supervision at all times? 

· Agreed standards of behaviour and conduct?

Clothing and Equipment
· Are clothing and equipment appropriate to the activities and location?

· Has participants’ essential clothing been checked?

Medical arrangements
· Have you made appropriate medical arrangements, including first aid?

· Are there any special potential health hazards associated with the venue?

· Are all participants involved aware of the above? 
· Do you have a list of participants (young people and adults) and their medical / special needs? 

Transport
· Private cars? Minibus? Driver suitability? Insurance?

Emergency Procedure, contacts and communication
· Have you planned what to do in the event of an emergency during the activity?

· Have you established appropriate emergency contacts (available at all times during the session)?

