Supervisor’s guidelines – 3rd July 2007

Your role

During the evening your role is to:

· Help supervise the young people attending the concert
· Deal with minor behaviour problems

· Help evacuate the building in the event of a fire

You will need to attend a briefing a 6:40 p.m. when we will run through the fire procedures.   Please be prompt.
Providing there are no problems you will be free to go at 9:30pm, however it would be a big help if you can stay behind to help clear away.

Rota

During the concert, you will be on a rota to supervise one of the following areas:

· the main hall

· the gym corridor 

· the door from the hall into the corridor

· changing rooms / toilets

You need to bring

Please bring the following items with you:

· A torch (if you have one)

· Water proof (you might have to go outside, even if it’s raining)

· Mobile phone with credit (if you have one)

Risk assessment

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

	Issue
	Action

	You suspect somebody is under the influence of drink / drugs
	1. Inform the Event organisers (Nigel / Hiede / Ann)

	You find somebody smoking on the premises
	1. Inform the Event organisers (Nigel / Hiede / Ann)

	There is a medical emergency
	1. Summons a First Aider (Stephanie / Lorna / Hiede / Nigel)
2. Inform the Event organisers (Nigel / Hiede / Ann)

	There is a minor medial injury / incident
	1. Summons a First Aider (Stephanie / Lorna / Hiede / Nigel)


	There is a power / electrical / lighting failure


	1. Ask the young people to remain in their seats

2. Open curtains to let in light

3. Keep the young people calm

	A fight breaks out


	1. Inform Event organisers (Nigel / Hiede / Ann)
2. Separate the young people if safe to do so

3. Keep other young people out of the way

4. Do not use force

5. If in doubt, wait for back-up and assist Event organising team (Nigel / Hiede / Ann) as necessary

	A young person starts heckling during the performance


	1. Initially let Activate deal with it

2. If heckling persists, or is offensive, politely ask the young person to stop

3. If they continue, inform the Event organisers (Nigel / Hiede / Ann)

	Young people are loitering outside 


	1. Approach the young person(s) 

2. Ask them if they have a ticket 

3. If they do, ask them if they have ‘signed in’

4. If they haven’t signed in, show them where the registration desk is

5. If they do not have a ticket, check if they have a permission slip with them

6. If they don’t and they want to come in, take them to the Registration team (Ann / Joy)
7. If they don’t want to come in, politely ask them to leave the school grounds

8. If they refuse / become difficult, inform the Event organisers (Nigel / Hiede / Ann)

	A young person reports something lost / stolen


	1. Find out when / where it was last seen

2. Ask if they have checked if their friends have picked it up

3. Ask them where they have been – have they checked those areas?

4. Go check those areas with them, if needed – avoid one on one contact in changing rooms

5. If the item is not found, report to Event organising team (Nigel / Hiede / Ann)

	You have a Child protection concern


	1. Make a mental note of what is said

2. Write it down what is said ASAP

3. Do not question of the young person – just listen

4. Do not promise that you will ‘keep it a secret’

5. Inform Event organising team (Nigel / Hiede / Ann) or school staff as appropriate 

	A young person needs to use the toilet


	1. Be aware that there is only one toilet in each changing room

2. Only allow 2 or 3 young people of the same gender to use the toilet at any one time

3. Do not let anyone else go until someone returns

4. Those waiting for the toilet should wait just inside the hall, near the door

	A young person asks for a drink


	1. There will be a table in the gym corridor with a box containing water / plastic cups

2. If asked, escort the young person to the table

3. Get them a drink – they must drink it in the corridor

4. See them back into the hall

Note: Drinks are only given on request – there is no refreshment break

	There is a fire


	1. Calmly direct young people to the nearest fire exit

2. If you are supervising the gym corridor, ensure that one checks the changing rooms while the other supervises the door

3. If you have been asked to be a fire door supervisor, please go to your door if safe to do so

4. If you discover a fire, sound the alarm


Child protection tips

· Avoid one to one situations, for example, going into changing rooms alone

· Avoid physical contact

· Use appropriate language

Qualified First Aiders

	<name>
	<mobile number>

	<name>
	<mobile number>

	<name>
	<mobile number>

	<name>
	<mobile number>


Contact numbers

	<event organiser name>
	<mobile number>

	<event organiser name>
	<mobile number>

	<school name>
	<school number>

	<bus company name>
	<number>


A word of thanks
If we don’t get a chance to say so - thank you for giving up your evening.  We do appreciate your help!
