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EVERY DAY CHECKLIST for SCHOOLS, SETTINGS and SERVICES


	
	TIME AND PLACE

	A
	Date(s) of involvement: 
	From:              hrs to                 hrs

(How many) Days:

                  Weeks:

	B
	Agency arrival time :                  hrs:
	Agency will be greeted/led to room by:



	C
	Venue/room(s): 

	Room layout: 

Who will organise this?



	D
	Equipment required:

Who will provide this?


	Planning/monitoring meeting dates: 

Final evaluation meeting:

	
	STAFF

	E
	School:

Contact details:


	Agency name /contact

Specialism:

	F
	School CP/ Safeguarding contact:


	Disclosure and confidentiality arrangements 

CAF

	G
	Is the school satisfied with agency CRB/liability arrangements?      YES / NO 


	CRB  checked by ?

	H
	School pastoral systems 

	Pastoral contact:

	I
	Policies to be shared? Eg bullying, PSHE, behaviour, fire procedures, environment etc. 

Risk assessments?


	Do parents need to be consulted before sessions are delivered?            

	j
	How will teaching staff be briefed about their planned involvement in the session?

How will session plans be discussed & circulated in advance to teachers? 
	Who will be present in the room? 

Which part of the session plan will they cover?


	CHILDREN AND YOUNG PEOPLE -  SESSION OUTCOMES and ACTIVITIES

	K
	Which city/ cluster/ school/ priority does this work address
	Is this work in the school development plan – eg Wellbeing plan priority?

	L
	Outline & content of session plans agreed? (these should be attached to this document)  

Have relevant criteria below been discussed and agreed, with session plans amended accordingly? YES

	M
	Intended outcomes (learning/ wellbeing/ other):

What will be measured?

Actual outcome:                           Date


	SoW: what pre-learning modules does it build on?

What post-learning modules are there?

	N
	Number of pupils:

Year group/ KS: 


	Learning / other needs of pupils.

How will work be adapted? Classroom assistant role?                                 

	O
	Responsibilities about registering pupils
	Methods/style of delivery eg group work, circle time

	P
	How will pupil skills and progress be assessed?

How are views/participation of pupils influencing delivery?
	How will the effectiveness of the sessions be evaluated as a whole? 

By students: 

By teaching staff:                    

                    

	Q
	Will the SoW be altered to do this work regularly?   YES/NO

Who will deliver this?


	What appropriate referral routes, procedures and signposting will pupils be alerted to?

When/where?




Checklist completed by:                                                    Date:                                 
Phone / Meeting?                                                  

