EVOLVE process check list
Visit Name – Where, When, Who – Have a standard format that clearly describes the visit.
Visit Type – 
Overseas



Residential



Adventurous ( where led by an external provider )



Adventurous ( where led by member of your staff )



None of the above
Dates
Staffing and Participants  - 
 Visit Leader




Attendee group age / key stage / multiple groups




Intended Attendees number Male  Female








Staff Employees





Staff volunteers





Staffing totals

External providers & Destination  - Venue / accommodation - E2 & E3 / KADDI / web sites – Satisfied ?
Travel Arrangements – 
Travel method 
Travel Company – see tab for list of firms that we have a provider form for – can use others
Purpose & Activities –
 
Main Purpose





Secondary purpose





Intended outcomes – LINKS TO THE EVALUATION




Adventurous Activities
Ratios

Ratio 


Guidelines  - risk assess the situation and the children to arrive at an acceptable ratio
Lone Supervisor ?
Insurance -
Enter name of insurance provider. In LA schools it will be Zurich 


Private car use – E4 Validation of Voluntary Use – business use
ABTA / ATOL numbers

Previsits
Site pre visited ?



Reason for no pre visit
Emergency contact
Name

24/7


Number
Visit Leader experience – 
experienced group leader ?





ALF ( Adventurous Leader Form ) completed if relevant ( inc Paddling  in the sea)
Itinerary –
 attached – example available for download EX1 – ITINERARY ESSENTIAL
First Aid
First Aider ?



FA name 


First Aid qualification – named – upload certificates


EPI PEN Training if relevant ?
Relations
Pupils related to supervisor ?



Are any supervisors related ?
Medical
Medical conditions ?



Uploading pupil register /list ?
Mini bus
Does transport involve a member of staff ( teaching or otherwise ) driving a mini bus ?
Please confirm by selecting YES that the member of staff will not exceed 10 hours working time at the end of the journey.

Please confirm by selecting YES that the member of staff driving has the necessary driving permits, license and insurance to drive the mini bus.
Cover
Reminder / Cover needed ? / Catering informed ? / Informed physio staff ?


Informed Speech therapy staff ? / Informed medical staff ?
Risk Assessments – 
I have used the updated RAs ( 2019 ) which are suitable, sufficient and specific to my establishment; I have followed the instructions; The control measures column contains the initials of those responsible; I have removed the SAMPLE watermark
Visit Leader considerations


All staff and accompanying adults have a current DBS disclosure . Provider RAs.

The location and nature of the activities planned are age and ability appropriate.

I have considered alternatives if the activities are cancelled. ETC 
TIME SCALES ……………… in line with own Policy – adequate notice to enable EVC to fulfil role
