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Part B - ACTIVITY CHECKLIST
	Activity Details       (COMPLETE ONE OF THESE FORMS FOR EACH ACTIVITY)

	Name of activity:

	Brief description of activity:

	

	Location





     Day & Time

	Where is the activity to be delivered?
	When is the activity to be delivered? Over what period of time?

	
	

	Skills – Identify up to 3 skills that the young people will develop through taking part in this activity

	1.

	2.

	3.

	Staff Qualifications – Please list all relevant qualifications of your delivery staff

	
	

	
	

	Staff Absence

	Does your organisation have the capacity to provide cover staff in the event of your regular delivery staff falling ill?
	Yes / No

	Quality Assurance – How do you ensure that sessions delivered by your staff are of the expected quality?

	Spot checks / Termly Observations (agreed dates) / Annual Observations (agreed dates)  / 
Feedback from children, parents, carers or staff 






(circle as appropriate)

	Other (please specify)

	Impact – What measures are taken to ensure the young people have made progress whilst on your course?  

	Paper-based assessment / Electronic assessment / Tutor assessment / None



(circle as appropriate)

	Do you feed results back to the school / centre? 
	Yes / No

	If yes, how?  Please give brief details

	Risk Assessment

	The activity is risk assessed and a copy of the risk assessment can be supplied to the local authority on request.
	Yes / No

	Emergencies

	Does the risk assessment for this activity deem that a suitably qualified first aider should be in attendance?

If no, do the delivery staff have the means to access appropriate first aid support in the event that a situation does arise via land line or mobile phone?
	Yes / No

Yes / No

	Does your organisation have contingency arrangements in place for emergencies or the unexpected (e.g. in the event that a child is not picked up after a session)
	Yes / No

	Organisation Representative

	Signature:






Date

Print Name:






Position
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