Planning and Preparation Record
Please check out the advice and guidance references given in the Outing Organiser document. Don’t forget to leave a copy back at base when going on an outing.

Group Leader
Deputy

Venue – Name and Address 
Preliminary Visit made / Information received

Date and times of outing / Confirmation

Number of children
Age range of children

Children with Special Needs / Special Requirements

Adult: Child Ratio

Group Supervisor - special skills needed

Group Supervisors – names and special skills

Travel Arrangements / Information - public / private, company used, times, emergency contacts
Financial Arrangements / Information / Cost per Child - venue, travel & insurance costs, funding available
Insurance Information - type of insurance &cover, who’s covered, emergency contact
You may wish to photocopy the next two sheets to give to the Group Supervisors.

Emergency Procedures - who’s in charge, recording incidents, liaison with others. 

Communication Network / Contacts - base contact info, information held, contact lists.

First Aid Provision - First Aiders, responsible person, venue & travel provision.
Aims and Objectives of Outing / Curriculum Links

Outing Itinerary - expected time of arrival & departure at venue & base, lunch arrangements
Outing Activities – what to expect at venue, where children will go & what they will do, what learning will take place.

Pre-visit Activities – what learning will have taken place before the outing.

Post-visit Activities / Follow up – what learning / consolidation will take place after the outing

Organisation Leaders Consent - Signature
Evaluation

Venue - suitability, facilities, content, attitude to clients.
Transport – helpfulness, reliability, attitude to clients.

Itinerary/Activities at the Venue - what worked & what didn’t, which were most effective.

Pre-visit & Post-visit Activities - what worked & what didn’t, which were most effective. 
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