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CHILDREN’S SERVICES

OVC CHECKLIST
	
	Refer to Policy Section:
	Tick when completed

	Group Leader

Is there a clearly identified group leader sufficiently experienced and competent to assess and manage risks and lead the group?

Is the leader fully familiar with the Children’s Services guidance for educational visits?

Educational aims and inclusion

Is there a clear purpose and aim appropriate for the age and ability of the Young people?

Is the plan inclusive of all young people?

Location

Has the location been pre-visited, risk assessed and found to be suitable?

Adventure activities or outdoor environments

Are these involved?

If so, has Section 11 in the Children’s Services Guidance been referred to and is advice necessary from the Outdoor and Environmental Education Developmental Manager?

Other providers

Have providers been checked as providing a suitable and safe service?

Is a satisfactory OV2 completed

Risk assessment 

Have the appropriate Children’s Services generic risk assessments been referred to?

Have specific risk assessments been completed?

Advice

Has advice been taken where there is uncertainty about safe good practice?

Supervision and leaders 

Are recommended ratios met?

Is supervision for young people with special needs arranged?

Are staff sufficiently competent to undertake their roles?

Is there a first aider?

Has necessary training been completed? 

Approval

Has the OV1 been satisfactorily completed? 

Has the Head of establishment approved the visit?

Has approval from Children’s Services been gained if residential, adventure or abroad? 

Parents/Carers

Have parents been fully informed about the visit?

Has parental consent and contact information been obtained?

Travel

Has suitable transport been arranged in accordance with the Children’s Service policy?

Abroad

Has FCO advice been referred to and will be followed?

Are arrangements re passports and visas (particularly for any non-British participants complete?

Will health advice be followed?

Has permission been gained for any pupils in care?

Finance

Has the visit been costed correctly and sufficient voluntary contributions /establishment fund obtained to fund the visit?

Are the correct financial procedures being followed?

Insurance

Has the establishment taken out annual off-site cover? 

If not, is ad-hoc cover needed and arranged?

If the visit is abroad has insurance been either provided by or checked by the City Council’s Insurance Section?

Briefing of young people

Will a suitable and sufficient briefing be completed?

(Checklist in section 7)

Briefing of staff and voluntary helpers

Will time be made to provide sufficient briefing and induction?

(Guidance in section 7)

Emergency Procedures

Do the leader and all staff understand the emergency procedures?

Have contact numbers (24-hour if necessary) been arranged?

Will the establishment contact and the leader have the necessary information?

Establishment procedures

Have all establishment procedures been followed including notification to colleagues that named young people and staff are out of the establishment?

Review

Are there arrangements in place for follow up work and evaluation after the visit?

Will the establishment learn from problems or incidents?

Will financial records be completed?


	
	











