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Girlguiding

Approving residential events

Approving REN forms as a commissioner
The following steps will enable you to approve a residential event notification (REN) form.

1. Select ‘commissioners > My Roles’.

2. Select your level and click on ‘events’ from the options along the top.

REN Testing District

District Details

3. You should now see two tables of events on your screen. The top table will shows that you are responsible
for approving, the second shows all those in your area, even if you are not the authorising commissioner.

Member Event

Events
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4. To view the information that has been submitted click on the name of the event in the table or use the
actions arrow and ‘View Event’. You can now click through each of the tabs to check the information the
leader in charge has entered.

Use the 1a3s Below 13 mver Detvmes soctions of the form

5. Once you have checked the information submitted on the form you will also need to check the volunteers
meet the requirements for the residential. To do this, click on the actions arrow and ‘review volunteers’.

On this page you now see a list of all volunteers who are due to attend the residential or be their home contact.
Depending on the role they are taking at the event, will depend on what action you should take.

Role What to check
Leader in Click on the action arrow and XXX to check that they have the right Going Away With...
charge qualification for the event they have planned. Once you are happy with this you can use the

actions arrow and ‘Approve volunteer’. GO will automatically check their disclosure,
references, A Safe Space levels 1 - 3 for you. If they have any of this missing, it will show an
error message detailing what’s missing.

Residential Use the actions arrow and ‘approve volunteer’. . GO will automatically check their disclosure,
helper references, A Safe Space levels 1 and 2 for you. If they have any of this missing, it will show
an error message detailing what’s missing.

Residential Use the actions arrow and ‘approve volunteer’. . GO will automatically check their disclosure,
helper - first | references, A Safe Space levels 1 and 2 for you. It will also check they have a valid first aid

aider course on their record. If they have any of this missing, it will show an error message detailing
what’s missing.

Home Use the actions arrow and ‘approve volunteer’. . GO will automatically check their disclosure,

contact references, A Safe Space level 1 for you. If they have any of this missing, it will show an error

message detailing what’s missing.
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6. When you are happy that the information meets the requirements
use the action arrow and Approve Part 1.

You will be asked to confirm that you have reviewed the information in
the REN form along with the current programme and risk assessment

Approve part 1

Approve part 2

along with the information about the volunteers who are planned to More work needed

attend.

You are able to approve part 1 without approving all volunteers. If
however, you feel more work is needed on the REN form you can choose
this option from the drop down list. You will need to have had a

Grant International Permission to Plan
Review Volunteers

v Fuen
view cvent

conversation with the volunteer about what changes are needed and any further information you need before
they submit it again.

Below you can see a table of the statuses the event will go through and what this means for the leader in charge
and the commissioner in terms of being able to make changes to the event or approve.

Status

Pre-Plan For international trips only, leader in charge of event can update the information ready to
submit. Event and information cannot be seen by commissioner at this stage.

Pre-plan Leader has submitted the first stage of the international permission to plan, the

submitted commissioner is now able to check the details and approve this first part.

Planning For international events when the commissioner has approved the permission to plan the
status will move to planning. For all other events it will start at this status. The
commissioner is not able to see any details for the events at this stage.

Plan Leader has submitted part one of the REN form for any type of residential event. Leader is

submitted not able to make any amendments until the commissioner has authorised this stage. The
commissioner can now see the event, check the form and the volunteers and approve part 1
of the form.

Finalising Commissioner has approved part 1 of the REN form and it is now back to the leader to be
able to add the final information and update anything else ready for Part 2 to be signed off.

Awaiting Leader has submitted part two of the REN form to the commissioner for approval. No

approval changes can be made now. Commissioner must now check and approve the event volunteers
and also the additional information about the event in terms of programme and risk
assessments.

Approved The residential event has now been approved by the commissioner, no further changes can
be made to the event on GO, if you need to make chances you will need to use the action
arrow to put it back to finalising status and go through part 2 approval again.

7. Once the volunteer has submitted the form for approval of Part 2, it will show in your list as ‘Awaiting
approval’. You will now need to recheck the information in the form, check the programme and risk
assessments sent to you independently from GO, and then check and approve all volunteers due to attend.

8. You will not be able to approve Part 2 of the REN form until all volunteers meet the relevant requirements
for the event and you have approved each of them manually.
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