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THE GREATER MANCHESTER TRUST FOR RECREATION
working name Greater Manchester Youth Federation (GMYF)
Safer activities and events Procedure
INTRODUCTION
1.

GMYF has a duty to safeguard children and young people in their care. This includes making
sure that all children who attend events and activities are kept safe. Parents or carers also need
to feel confident that their children are looked after and kept safe.

2.

This procedure applies to all events which are organised by GMYF and applies to all GMYF staff,
whether employees or volunteers. It provides general guidance for the organisation on safer
activities and events. For further detailed information and guidance please see the NSPCC Child
Protection in Sport Unit publication: Safe sport events, activities and competitions available on
the Child Protection in Sport Unit web site (thecpsu.org.uk/media/328759/safe-sport-eventsactivities-competitions-update-apr-2017.pdf) (the Child Protection in Sport Guidance).
RESPONSIBILITIES

3.

For every event we will nominate a member of staff or volunteer as the person to take overall
responsibility for organising the event or activity.

4.

For every event an appropriately trained Designated Safeguarding Lead shall be identified to
lead responsibility for safeguarding (who may be the same person as in 3 above taking account
of the nature of the event and the Child Protection in Sport Unit Guidance). They will be
responsible for the safe planning of the event, identifying, implementing and promoting
appropriate safeguarding measures and receiving and responding to any safeguarding concerns
at the event. (The DSL does not necessarily need to attend the event, just needs to be on hand
to make a report to/ask questions of).

5.

Those with overall responsibility for an event and those with safeguarding responsibilities
should, in advance of the event, familiarise themselves with and implement as appropriate the
Child Protection in Sport Unit Guidance in the safeguarding procedures for the event.

6.

All GMYF staff involved in any event must be familiar with and follow our safeguarding policies
and procedures, including any specific safeguarding procedures for an event.

7.

We will ensure that everyone involved in the event (including young people and their parents)
are aware of the safeguarding procedures at the event, understand their safeguarding
responsibilities and know who they can talk to if they have any concerns. We will follow the
relevant guidance on safeguarding roles and responsibilities in the Child Protection in Sport
Guidance.
CREATING A SAFEGUARDING PLAN FOR AN EVENT

8.

The event leader will liaise with the safeguarding officer (where they are different people) and
the key people in any other organisations involved to draw up a safeguarding plan for an event.
Depending on the event this may comprise of our safeguarding policies and procedures, but
they should be checked to ensure they meet any specific event requirements taking account of
the Child Protection in Sport Guidance.

9.

In some cases (for example where a number of our affiliated clubs are involved) a specific event
safeguarding plan may be required which sets out the safeguarding requirements and the
organisers responsibility to take immediate action should a safeguarding incident occur, for
example by reporting it to the local authority and/or the police.

10. A safeguarding plan should cover information about:
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our safeguarding and child protection policy
who is responsible for child protection at the event and their contact details on the day
how staff and volunteers should respond to any welfare or child protection concerns
that may arise
how we will deal with any allegations made against an adult or a child during the event
a procedure for dealing with missing children
whistleblowing procedure
how to get safeguarding advice during the event, eg from the NSPCC or local child
protection services

11. Those affiliated clubs and organisations who participate in the event should be asked to sign a
short form agreement confirming that they understand and will comply with the safeguarding
requirements in the plan.
RECRUITMENT
12. We will follow our Safer Recruitment Procedure to ensure that we take steps to recruit
employees and volunteers who are suitable to work with children. This procedure applies to all
staff whether paid or unpaid, full or part-time. We will also ensure that any sub-contractors
have been recruited safely and have undertaken the appropriate criminal records check.
13. Where an event involves another organisation (such as an affiliated club) who are using their
staff and volunteers, we will obtain assurances from the organisation that its staff and
volunteers have been subject to a recruitment process which is in line with our Safer
Recruitment Procedure.
CODE OF CONDUCT
14. We have a Code of Conduct for Staff and Volunteers and a Behaviour Code for Children and
Young People. When events involve more than one organisation, we will agree codes of
conduct with them to apply to staff and volunteers and children/young people participating in
the event which are consistent with the principles in our Behaviour Codes and are linked to a
disciplinary/sanction process.
PRE-EVENT RISK ASSESSMENT AND HEALTH AND SAFETY
15. If GMYF is running an event we will normally be responsible for carrying out the risk
assessment. When other organisations are involved we will establish whose responsibility it is
and for which elements of the event.
16. Some of the issues that will need to be considered in a risk assessment are:










venues, facilities and equipment, including accessibility
ratio of supervisors to children/young people
one to one contact
changing room supervision
transport
health and safety, for example ensuring the necessary first aid cover is available, fire
safety procedures, carrying out risk assessments and checking that subcontractors
comply with safety standards (see further the Health and Safety Executive web site)
communication
manual handling
photography
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RATIO OF SUPERVISORS TO CHILDREN/YOUNG PEOPLE
17. There needs to be appropriate supervision ratios of adults to participants for all parts of the
event, including travel. We will follow the NSPCC guidance on the recommended adult to child
ratios as follows:
0-2 years – one adult to three children
2-3 years – one adult to four children
4-8 years – one adult to six children
9-12 years – one adult to eight children
13-18 years – one adult to ten children
These are the minimum numbers to keep children safe and we will always consider the ratio
that is appropriate in the circumstances.
18. We shall follow the NSPCC guidance of having, at least, two adults supervising children/young
people at all time. We shall not allow anyone under the age of 18 to be in sole charge of
children or include them as an adult when calculating adult to child ratios.
19. Anyone undertaking a supervision role should have been recruited and vetted for suitability and
understand their roles and responsibility (see recruitment above). Adults who have not
previously volunteered and have not had the necessary vetting checks should not be left alone
with children or take them to the toilet unaccompanied. Where a group comprises mixed
genders there should be at least one responsible adult of each gender supervising visits to the
toilet. We will encourage larger groups of children to take a comfort break together.
20. We will follow the NSPCC’s recommendation that there should be a least one adult supervisor
who is trained in first aid.
21. When travelling in a vehicle we will follow the NSPCC’s recommendation that there is one adult
driving and at least one adult supervising, with the number of supervising adults depending on
the size of the group.
22. In an event where adults are supervising and others attending as spectators, we will have
appropriate identification (e.g a badge, T-shirt) to identify the supervising adults and will
implement other appropriate safeguarding measures.
23. At an event we will not allow under 11s to have unsupervised free time. Where older children
have free time, we will arrange for them to be in groups of at least three and inform them how
to contact a member of staff. For example, one or two adults can remain in a central place so
that they can be easily contacted by children.
TRANSPORT
24. When we use a taxi or bus company to provide transport we will ensure that they are
reputable, insured and have vetted their drivers. Where possible we will avoid using private cars
to transport children unless parents are making their own arrangements by private agreement
amongst themselves. Minibus drivers must complete the relevant minibus training. Seatbelts
must always be worn.
25. Parents/carers will be informed of the drop off and pick up arrangements and will be asked to
let us know who will be picking up their children if they are not doing it themselves.
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OVERNIGHT STAYS
26. We will preferably meet with or inform parents or carers in advance to explain the
arrangements for the trip, the steps being taken to keep their child safe and to answer
questions. We will give them details of the address where the children are staying and of the
emergency phone number.
27. We will talk to or inform the participating children about keeping themselves safe, the address,
where they are staying, the emergency phone number, what to do if they get lost and who they
can talk to if they have any concerns or worries. All staff should be aware of how to recognise
and respond to the signs of abuse. See the GMYF safeguarding procedures.
28. We will ensure there are separate sleeping, washing and toilet areas for adults and children;
older and younger children; and boys and girls. Where there is a mixed group of boys and girls
we will have at least one female and one male supervising adult.
29. We will try to arrange exclusive use of accommodation or otherwise the use of a whole floor,
keeping the children’s rooms close together. Where the children’s rooms are on different floors,
we will ensure that adults are available on each floor
30. We will let children know how to get help in the night and what to do in an emergency, for
example a fire alarm. Our staff will familiarise themselves with and follow the NSPCC guidance
on what helps children and young people feel safe and happy on overnight trips.
MISSING CHILDREN
31. Where it is appropriate we will have a missing children procedure for an event. When a child is
reported missing we will generally allow a maximum of 20 minutes before calling the police.
REGISTRATION
32. We will have a registration process in place at an event to record the names of those children
and young people who attend the event. We may use an event booking form, checking
attendance at the start of an event but for larger events the registration process should be
covered in the event safeguarding plan.
CONSENTS
33. We will ensure that written consents from parents/carers of children and young people for their
child to participate have been obtained in advance of the event. In some cases an existing
consent form used by an affiliated club may cover the young person’s participation in the
event/activity. However, for some events, for example our residential events or where children
are present without staff from the affiliated club, we will need to obtain specific consent from
the parent/carer before the event to cover the activity. Please see the template GMYF Consent
Form.
34. We will make sure that applicable staff (on a need to know basis limited to those staff with
responsibility for the child) are aware of any additional support needs of a child.
35. We will ensure there is a list of emergency contact numbers for each child which can be
accessible by those members of staff who are responsible for the child and that parents/carers
have an emergency contact number.
EQUAL OPPORTUNITIES
36. Depending on the event and other circumstances we may need to specifically consider deaf or
disabled participants, vulnerable young adults and children from minority ethnic groups. For
further information please see the Child Protection in Sport Guidance.
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AFTER AN EVENT
37. After an event we will review it, consider any learning points and think about how our
safeguarding practices can be improved, make any required changes to our policies and
procedures and address any training needs.
USE OF GMYF PREMISES
38. If we allow clubs or groups to use our premises for activities or events (including on an unpaid
basis) we have a responsibility to ensure they are taking the right steps to keep children safe.
We should:



review their safeguarding policy and procedures to ensure they are adequate; or
ask them to agree in writing to follow our safeguarding and child protection policy.

FURTHER RESOURCES
NSPCC Child Protection in Sport Unit publication: Safe sport events, activities and competitions
https://thecpsu.org.uk/media/328759/safe-sport-events-activities-competitions-update-apr-2017.pdf

Useful contact details
Designated safeguarding lead
Karen Wilson
T: 0161 660 4091
E: karenwilson@gmyouthfed.org
Deputy safeguarding lead
Lisa Hall
T: 0161 660 4091
E: lisahall@gmyouthfed.org
Senior lead for safeguarding and child protection/trustee responsible for safeguarding
Gavin Evans
T: 07901 822 089
E: gevans@gmyouthfed.org
NSPCC Helpline
0808 800 5000 help@nspcc.org.uk
ChildLine
0800 1111 (textphone 0800 400 222) 0808 800 5000 or help@nspcc.org.uk
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