Leeds University Union
Volunteering Pre-Project Checklist 

This form is to be completed before you go out on a project. You must send a copy of the form to c.henly@leeds.ac.uk and volunteering@luu.leeds.ac.uk , and put a copy of it in your handover file. You should also take a copy out on the project with you in your project pack. 

	Project Name:
	
	Project Date:
	

	
	
	
	


Project Coordinators and Contact Numbers
	
	

	
	


Clients - Fill out the fields that are appropriate to your project 

	Name


	D.O.B
	Photo Consent? (y/n)
	Emergency Name, Number and Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Do you have consent forms for all of your clients?
	


Volunteers 

	Name


	Emergency Name and Number and Address
	Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Are all volunteers members of your society?
	Y/N

	Are all volunteers CRB checked?
	Y/N


Transport

	Drivers Name
	Which vehicle they’ll drive
	Are they on the LUU drivers list
	MIDAS certificate if minibus (tick)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Have you planned your routes (delete as appropriate) 
	

	Are you taking booster seats (booster seats are required if you wish to transport children under 135cm in a 9-seater (or car)
	


Health and Safety

In case of an emergency please contact the university security department on 0113  343 2222. 

The emergency services can be contacted via your mobile on 112 (wider range than 999 and they can locate your mobile if you use this number)

	Who is your nominated certified first aider?
	


Please note that you need to have a first aider on all projects.

If any incidents happen on your project you must complete an appropriate incident form – you should take these forms out on the project with you. 

	Do you have incident forms? (Delete as appropriate)
	Y/N

	Do you have physical contact forms? (Delete as appropriate)
	Y/N

	Do you have safeguarding reporting forms? (Delete as appropriate)
	Y/N


It is important that you have risk assessed for all of the activities that you intend to undertake as part of your project. 

	Have you risk assessed for all activities you plan to do? (Delete as appropriate) Take copies of all risk assessments in your project pack
	Y/N


	The nearest A&E is:
	

	Have you checked that the first aid kits to make sure that they contain all of the equipment that they should? (this list can be found in the first aid kit box)
	Y/N


Itinerary
	Time 
	Activity
	Location
	Contact Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please check that you are taking all the relevant documents with you on your project. This should include:

	A copy of this Pre Project Form
	 FORMCHECKBOX 

	All relevant risk assessments
	 FORMCHECKBOX 


	Medical forms for Volunteers (if required)
	 FORMCHECKBOX 

	A copy of LUU’s public liability insurance
	 FORMCHECKBOX 


	Consent forms for your clients


	 FORMCHECKBOX 

	Route plans for all travel and route plan for the nearest A&E. (Sat navs can be hired from the V&C drop in)
	 FORMCHECKBOX 


	Incident forms, physical contact forms and safeguarding disclosure forms
	 FORMCHECKBOX 

	Emergency Safeguarding phone numbers card


	 FORMCHECKBOX 


	A first aid kit
	 FORMCHECKBOX 
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