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Checklist for Travel Abroad/Hosting Events

	Purpose of trip:
	Competition, training, social, combination 

	Communication with parents:
	Pick up times 

Destination and venue 

Competition details 

Kit and equipment list 

Emergency procedures, home contact 

Consent form 

Code of conduct 

	Accommodation:
	What type 

Catering, special diets, allergies 

Suitability for group, accessibility 

Room lists 

	Hosting or being hosted:
	Hosts vetted 

Hosts aware of special requirements 

Transport arrangements 

Telephone contact 

Local map and information 

	Transport:
	Journey time and stopping points 

Supervision 

Suitability and access 

Drivers checked 

Insurance 

	Supervision / staffing:
	Ratio of staff to athletes 

Male/female 

Specialist carers 

Responsibilities 

	Emergency procedures:
	First aid 

Special medical information 

Medications 

E111 form (EU visits) 

	Insurance:
	Liability 

Accident 

Travel 

Medical 

	Costs:
	For trip 

Payment schedule deposit, staged payments 

Extra meals, refreshments 

Spending money 

Security 

	Documentation:
	Travel tickets 

Passports, visas 

Check non EU nationals 

	Preparing athletes:
	Local culture, language 

Food and drink 

Currency 

Telephones 

Maps of area 

	Arrival:
	Check rooms, meal times, phones, valuables 

Check sporting venue 

Collect money, valuables 

Information on medications 

Arrange group meeting(s) 

Confirm care and child protection procedures with group/staff 

Rules, curfews 


Acknowledgement

Copied from guidelines issued by the NSPCC Child Protection in Sport Unit. Additional information is available from www.sportprotects.org.uk.
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