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REN1 – Residential Event Notification Form    v1 

Running residential events 
Completing the REN form as an event organiser 
 

The following steps will enable you to complete the Residential Event Notification (REN) form through GO and 

submit it for approval by your commissioner. 

 

1. Select ‘events’. 

2. Select the level at which you are coordinating the event. 

 

 

 

 

 

 

 

3. Select the blue ‘Add Event’ button 

 

 

 

4. Choose the type of 

event you are 

organising. 
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5. You can now start to complete the information required for the REN form.  

6. Once you have submitted this basic information for the event it will show in the original list of events for 

the level.  

7. To add the additional information required for the REN form, click on the actions arrow and ‘Edit Event’. 
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8. You will now need to work through each of the tabs along the top to add the information about your 

event. 
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To add the adult information, you should send the relevant volunteer the link from this page. It’s specific to 
your event so you will need to ensure you take it from the page each time. When they have accessed the link, 
they will show on the list of adults attending. You can add volunteers who are part of your leadership team 
manually if they are unable to access GO but they must already have a volunteer role within the level you are 
organising the residential from.   
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This final page only needs to be completed for those who are running an international residential. 

9. Now that you have completed all information, you should click the green save and exit button on the page. 

10. You are now ready to submit to your commissioner for approval. Use the actions 

arrow and ‘submit for authorisation’ option. 

11. You will be presented with the following information and should click ‘proceed’ if you 

are happy. 
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12. Once the commissioner has approved part 1 of the REN form you will be able to add additional information 

again using the ‘edit event’ option ready to submit for authorisation for part 2. 

13. When you are ready to submit part 2 for authorisation, you will need to use the actions arrow and then 

‘submit for authorisation’ option again.  

14. As the REN form moves through the various stages of completion and authorisation, the status of the event 

in the table above will change to show where it has got to. 

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 

submitted 

Leader has submitted the first stage of the international permission to plan, it’s over to the 

commissioner to 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 

submitted 

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

not able to make any amendments until the commissioner has authorised this stage. 

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 

approval 

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

changes can be made now. 

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. 

 


