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SESSION PLANNING BASICS CHECKLIST 

Use this checklist to ensure your YAC sessions are covered by YAC insurance. Please note that this only applies to clubs that have completed YAC’s approval process and are in possession of a current YAC insurance certificate.

	Consultation
	Yes
	No
	N/A
	Notes

	Have you discussed ideas, activities and plans with all leaders and volunteers?
	☐	☐	☐	

	Have all the adults read the YAC Code of Conduct?
	☐	☐	☐	

	
	
	
	
	

	Planning
	Yes
	No
	N/A
	Notes

	Have you completed a session plan?
	☐	☐	☐	

	Does everyone involved know the date, length and timings of the session?
	☐	☐	☐	

	If you plan to run multiple sessions for smaller groups, do leaders have the capacity for extra sessions?
	☐	☐	☐	

	Have you got a way of recording attendance?
	☐	☐	☐	

	Have you communicated your plans to parents?
	☐	☐	☐	

	Have you completed the Risk Benefit Assessment
	☐	☐	☐	

	
	
	
	
	

	Safeguarding
	Yes
	No
	N/A
	Notes

	Are you only taking responsibility for children for whom you have current (less than one year old) medical and emergency contact information? (Use the Branch Membership Form to collect the information).
	☐	☐	☐	

	Do you have at least two current YAC Branch Leaders or Assistant Leaders to run the session?
	☐	☐	☐	

	Do you have enough Leaders and Assistant Leaders to run each session safely and within ratios (1 adult to 8 children)?
	☐	☐	☐	

	Do the adult Leaders and Assistant Leaders meeting face to face have the appropriate up-to-date DBS checks (or renewing within the allowed 90 days)?
	☐	☐	☐	

	Do the adult Leaders and Assistant Leaders meeting face to face have the appropriate up-to-date safety and safeguarding training validation complete?
	☐	☐	☐	

	Do the adult Leaders and Assistant Leaders meeting face to face have the appropriate up-to-date First Aid training (where required)?
	☐	☐	☐	

	Are you able to work in groups, making sure each Branch Leader or Assistant Leader is able to see and hear another Branch Leader or Assistant Leader? (Never be on your own with a child).
	☐	☐	☐	

	
	
	
	
	

	Activities
	Yes
	No
	N/A
	Notes

	Are there clear and achievable learning objectives?
	☐	☐	☐	

	Have you considered what tools and resources will be required for the session?
	☐	☐	☐	

	Have you considered any adaptation/adjustments for participants of different ages and/or abilities?
	☐	☐	☐	

	Have you considered any additional support/help that might be required?
	☐	☐	☐	

	
	
	
	
	

	Venue / Place
	Yes
	No
	N/A
	Notes

	Have you selected a proposed meeting place/venue for running your sessions?
	☐	☐	☐	

	Have you considered what facilities may be needed for handwashing, toilet facilities, etc.?
	☐	☐	☐	

	Have you considered how you will manage a shared space?
	☐	☐	☐	

	Is waste able to be disposed of after a session?
	☐	☐	☐	

	Have access, drop off and pick up arrangements been considered?
	☐	☐	☐	

	Any other considerations
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