Group Leaders Role

The group leader should:

· follow your organisation’s regulations, guidelines and policies for outings;
 FORMCHECKBOX 

· obtain your organisation leaders prior agreement for the outing;
 FORMCHECKBOX 

· appoint a deputy to take over in your absence;
 FORMCHECKBOX 

· ensure suitability of outing venue, including risk assessment;
 FORMCHECKBOX 

· check venues policies to see if they have carried out their own risk
 FORMCHECKBOX 
 

assessment;

· be aware of child protection issues;
 FORMCHECKBOX 

· make sure suitable first-aid provision is available at venue and on journey;
 FORMCHECKBOX 

· ensure clear aims for a high quality, successful and enjoyable outing;
 FORMCHECKBOX 

· complete the planning and preparation for the outing, including insurance, 
 FORMCHECKBOX 


travel arrangements, booking venue, costing, resource needs etc;

· if travelling by coach check credibility;
 FORMCHECKBOX 

· be familiar with the outing destination and the activities undertaken;
 FORMCHECKBOX 

· ensure ratio of adults to children is appropriate;
 FORMCHECKBOX 

· ensure each group supervisor is clear of their role and tasks allocated;
 FORMCHECKBOX 

· inform children and parents of the outing and the tasks required of them;
 FORMCHECKBOX 

· have emergency procedures in place;
 FORMCHECKBOX 



· ensure group supervisors have a copy of emergency procedures 
 FORMCHECKBOX 


and contact numbers;

· keep a record of the planning and preparation for the outing;
 FORMCHECKBOX 

· confirm travel arrangements and venue booking at least a week before;
 FORMCHECKBOX 

· evaluate the outing.
 FORMCHECKBOX 



Please see the following documents:

Planning and Preparation Record

Group Supervisor Role

Group Supervisor Information

Parent’s Letter and Consent Form Checklist
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