Registration Team guidance – 5th July 2007

Your role

During the evening your role is to:

· Maintain a register of those attending the concert (adults and young people) and ensure that they have permission to be there

· Perform the role call in the event of a fire

· Look after lost property and the incident book

What you will need

· Copies of the permission slips that have been handed in during the week

· A blank register

· Spare permission slips

· Pens 

· A list of the adults who will be supervising

· Mobile phone with credit (if you have one)

· Access to the Incident book

Maintaining the register – general guidelines

The Registration Team will be located next to the fire escape in the hall.  This will act the main entrance to the school as the normal reception doors will be closed to the public.

When a young person arrives at the school:

· Check that their name is on the register.   This will list all the names of all the young people who have handed in a permission slip during the week.  It will also indicate whether the young person is arriving on the bus from the villages.

· If their name is listed on the register, mark them as present and let them into the hall.

· If their name is not listed, ask them if they have a permission slip, follow the procedure outline on the risk assessment

If you suspect the young person is intoxicated:

· Do not allow the young person to enter the building

· Inform the Event Organisers Team (Ann / Hiede / Nigel)
· Make a note in the incident book

When an adult arrives at the school

· Check that their name is on the supervisor list

· If their name is listed, mark them as present and let them go into the hall

· If their name is not listed, contact Nigel, Hiede or Ann

If young person asks to leave:

· Follow the procedures outlined in the Risk Assessment

· If young person is permitted to leave the building, amend the register

Lost property

The supervisor guidelines require volunteers to report lost property to the Event Organising Team (Nigel / Hiede / Ann).   They will record the details in the Incident book and hand the item(s) in question to the Registration Team (Ann / ???).

Bus from the villages
When the bus from the village’s arrive, the Bus supervisor (<bus supervisor name>) will hand their register to the Registration team (Ann / ???).   Once young people on the bus have been registered, the Registration Team should to verify that everyone from the Bus has entered the school.   This can be done by comparing the Registration team’s register with the bus register. 
Note that the bus is scheduled to arrive at approximately 7:20pm and will aim to leave at 9:30pm.
Fire procedure

In the event of a fire, the Registration Team (Ann / ???) are to immediately report to the assembly / muster point with:

· the register 

· bus register

· permission slips

The Registration team should help guide the young people to the assembly point and prepare for a role call.   Please see the Risk Assessment for further details.

Risk assessment

To ensure the evening runs smoothly / safely, please read through the list issues below (left hand column) and familiarize yourself with the response (right hand column).   If you have any questions about this, however small, please speak to Nigel or Hiede.

	Hazard
	Risk Control

	A bus passenger attempts to board the bus with no Permission slip
	1. Bus supervisors (???) to verify that there is no permission slip / name on register for the young person

2. Bus supervisor (???) to contact Event Organisers Team (Ann / Hiede / Nigel) to confirm space is available

3. Bus supervisors (<bus supervisors name>) to call parents to gain verbal permission and complete spare permission slip.  Record that verbal permission has been received

· Bus supervisors to carry mobile phone with credit

· Bus supervisors to be provided with spare permission slips

· Before leaving the stop Bus supervisor (<bus supervisors name>)) to contact Event Organising Team (Ann / Hiede / Nigel) to confirm extra person(s)

4. If verbal permission can not be obtained, they can not attend.

	A young person turns up at school with no Permission slip
	1. Registration Team (Ann / ???) to verify that there is no permission slip / name on register for the young person

2. Registration Team to very that there is space available 

3. Registration Team to call parents to gain verbal permission and complete spare permission slip.  Record that verbal permission has been received

· Registration Team to know the location / have access to a phone

· Registration Team to be have access to spare permission slips

· Before leaving the stop Bus supervisor to contact Event Organising Team (Ann / Hiede / Nigel) to confirm space is available

4. If verbal permission can not be obtained, they can not attend.

	Fire
	1. Event Organisers Team (Ann / Hiede / Nigel) to ensure all fire exits are open and are not blocked or obstructed at start of evening

2. Event Organisers Team to brief and walk through all volunteers on fire procedures before young people arrive

· Point out the fire exits

· Point out the locations of fire extinguishers 

· Point out locations of fire alarms

· Point out the assembly / muster point

· Assign two volunteers to each fire exit.  Their role is to stay at the door in the event of a fire to guide people as they leave.  

· The rest of the volunteers are to exit with the young people and go to the assembly point where they will put the young people into lines 

3. Registration Team (Ann / ???) to register all volunteers and young people as they arrive so we know who is in the building

4. At start to of the concert Event Organisers Team (Ann / Hiede / Nigel) to inform young people of fire procedures

5. Event Organisers Team to check if fire alarm is automatically linked to emergency services

6. Assign 2 school staff “fire wardens” to check the changing room toilets and one person to check staff corridor

7. In the event of a fire

· Only tackle a small fire and you feel able to

· Registration Team (Ann / ???) to take the register to the assembly / muster point

· Volunteers to guide young people through the nearest fire exit to the assembly point as outlined above

· School staff “fire wardens” to check the changing room toilets and check staff corridor

· School staff to liaise with Registration Team
· Event Organisers Team to verify hall is clear

· Event Organisers Team to liaise with Registration Team
· Registration Team to start register call

8. Nobody to re-enter to building until clearance has been given by the fire brigade / caretaker

9. Event Organisers Team to call the caretaker

10. On the arrival of fire brigade, Event Organisers Team and caretaker to explain the situation and pass on the role call

11. If a real fire is discovered, Event Organisers Team to call Senor Leadership Team (<name>)
12. Event Organisers Team to consider sending young people home

13. People leaving the site must inform Registration Team


	Other young people not from <school name> trying to get in
	1. Make those on the doors aware and to watch for those trying to get in

2. Registration Team (Ann / ???) to verify that there is no permission slip / name on register for the young person

· Registration Team to include one member of staff

3. Registration Team to ask young person to leave

4. If the young person refuses to leave, Registration Team to contact Event Organisers Team (Ann / Hiede / Nigel)

5. Event Organisers Team to ask young person to leave

6. If the young person persists

· Liaise with onsite Senor Leadership Team staff (<name>), if available

· If required, call the police on the non emergency number <phone number>
7. If  the safety of  the young people or volunteers are threatened call 999

	Young people are loitering outside school
	1. Registration Team (Ann / ???) to establish if the young person has permission to be at the school

2. If the young person has permission to be onsite, ask them to register

· If they refuse, Registration Team to contact Event Organisers Team (Ann / Hiede / Nigel)

· Event Organisers Team to ask young person to go inside

· If they persist, Event Organisers Team to contact parents

· Event Organisers Team to ensure adequate supervision is available outside for the duration

3. If the young person does not have permission and does not want to attend, Registration Team to contact Event Organisers Team
· Event Organisers Team to ask young people to leave the school premises.

· If the young person persists

· Liaise with onsite Senor Leadership Team staff (<name>), if available

· If required, call the police on the non emergency number <phone number>
4. If  the safety of  the young people or volunteers are threatened call 999

	A bus passenger refuses to go into the school
	1. Bus Supervisors (<bus supervisors name>) to hand over their register to Registration Team (Ann / ???) on arrival

2. Registration Team to verify that bus passengers are inside

3. Follow procedure young people loitering outside school

	A non-bus  passenger asks to leave early
	1. Registration Team (Ann / ???) / Volunteers to establish why they want to leave

2. If there is a problem, volunteers to contact Event Organisers Team (Ann / Hiede / Nigel)

3. Event Organisers Team to establish why they want to leave

4. Event Organisers Team to get them to sign out 

5. Event Organisers Team to ask them to call home to let parents know they are leaving early

6. Event Organisers Team to provide access to phone

	Young people loitering at the end of the night
	1. If young people are still on site by 9:45, follow the loitering procedure


Contact numbers

	<school name>
	

	<bus company>
	

	Police non emergency number
	

	<bus supervisor mobile number>
	

	
	


