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Girlguiding






Girlguiding indoor face to face checklist – May 2021


Checklist

To confirm planning for indoor activity can start

Now that lockdown measures are easing in areas of the UK, some indoor guiding can take place.

If you are planning an activity with girls indoors you must:

· Complete this checklist. You can only meet indoors if you can answer yes to every question.
· Complete the risk assessment template.

· Make sure your checklist and risk assessment template are approved by your local commissioner before any meetings take place.

· Talk with your local commissioner if you have any questions.

	
	
	Yes*
	Guidance to help you complete this checklist and the risk assessment

	1.
	Has Girlguiding HQ said that face to face guiding is allowed in your area?
	
	You can find details on the Girlguiding website.

Regular communications are sent to leaders too.

	2.
	Have you checked how many people can meet, in line with government guidelines?
	
	Be aware that guidance on this might vary from area to area and change regularly. Girlguiding works with the government and youth sector organisations to update information.

Write in your risk assessment what you believe the restrictions are in your local area.

	3.
	Have you planned your activity to meet these guidelines, including social distancing in the space you have available if applicable?
	
	In your risk assessment, make specific notes about how you’ll manage the drop-off and collection parts of your meetings to include social distancing requirements.

Also, write how you’ll manage social distancing requirements. For example you might use hoops, markings on the ground, chairs, carpet mats or tables.

	4.
	Is there a suitable and accessible space that has been risk-assessed with Covid -19 secure guidelines, that you can use for meeting?
	
	You must obtain a copy of the Covid-19 risk assessment for the facility you are using. You may be asked to provide this before or after getting your risk assessment signed off.

If you are moving to a temporary location during the pandemic then you must make sure GO is updated to show this.

You need to give details in your risk assessment about the safe area at the venue that you will use as a waiting area, if someone develops symptoms during the meeting.

And you’ll need to include your risk assessment details of any special conditions, like one-way systems; areas that can’t be used and maximum venue capacities.

You must make sure that the venue is displaying a QR code for all attendees over 16 years old to scan using the NHS Covid-19 app (displaying a QR code is a legal requirement in England and Wales).

	5.
	If you hire the space from someone else, have they shared their Covid-19 risk assessment with you?

Check if there are any special conditions included in the hire agreement.

If you are not using a hired space please write N/A in the box.
	
	You must obtain a copy of the Covid-19 risk assessment for the facility you are using. You may be asked to provide this before or after getting your risk assessment signed off.

If you are moving to a temporary location during the pandemic then you must make sure GO is updated to show this.

You need to give details in your risk assessment about the safe area at the venue that you will use as a waiting area, if someone develops symptoms during the meeting.

And you’ll need to include your risk assessment details of any special conditions, like one-way systems; areas that can’t be used and maximum venue capacities.

You must make sure that the venue is displaying a QR code for all attendees over 16 years old to scan using the NHS Covid-19 app (displaying a QR code is a legal requirement in England and Wales).

	6.
	Have you discussed your cleaning responsibilities with your team?
	
	If you have cleaning responsibilities, how have you planned these with your team? And how is the responsibility shared between you and the venue? Document this in your risk assessment.

	7.
	Are enough adults available to run the activity safely and within ratio? You must have at least two.

Also think about whether any volunteers won’t be able to attend due to Covid-19 symptoms, shielding, work or carer responsibilities.
	
	Write the membership numbers of your team in the box below. Don’t include details of volunteers who can’t participate for personal reasons.

If you can only give two membership numbers then also include details of your backup plan is a leader is unavailable. Your backup plan could include parent helpers, but you still need one disclosure-checked volunteer.

You must make sure parent helpers are fully informed, and you must share your risk assessment with them. Write in your risk assessment if parent helpers will be attending and whether you have given them all the right information.

Your backup plan might be to cancel or meet online as this may be the only or safest option.

	8.
	Will there be someone at your meeting who has completed A Safe Space Level 3 training?
	
	Give the membership number of the person(s) who has this training (there’s a box for this information at the end of the checklist).

You must not hold a meeting if the leader that holds A Safe Space Level 3 training is unavailable.

	9.
	Do leaders have up-to-date disclosure (DBS/PVG/Access NI) checks?

Take into account the extensions on re-checks that were granted due to lockdown.
	
	Confirm this in the box at the end of the checklist. If you’re not sure, check with your commissioner.

	10.
	Will first aid be available if needed?

This should be provided either by the venue or activity provider, or by qualified Girlguiding volunteers.
	
	You need to give information about the person(s) who has this training. Do this in the box at the end of the checklist.

	11.
	Is the first aid kit available, in date and stocked with appropriate personal protective equipment? This includes gloves and masks.
	
	Write who is responsible for providing the first aid kit for your meeting. Also give details in your risk assessment of extra personal protective equipment that you will have available.

And you may need to consider changes to your procedures if you have members with medical needs.

You can find guidance on some extra equipment that should be added to your first aid kit in the FAQ section of the Girlguiding website coronavirus updates – it’s in the Face to face meeting dropdown section.

	12.
	Are all members’ details up to date on GO?
	
	Make sure this applies to all your leaders and girls, and then give the date that this was confirmed in the box at the end of the checklist.

	13.
	If you are using an external provider, have you checked that they are following appropriate social distancing and hygiene measures, in line with government guidance?

If you aren’t using an external provider please write N/A in the box.
	
	An external provider is an organisation, company or individual who is not affiliated with Girlguiding that make activities available.

Is there anything specific you need to mention?

	14.
	Have you planned how you’ll manage Covid-19 related risks within your risk assessment?
	
	Be clear about what actions you will be taking to manage Covid-19. So, whenever the risk assessment has words like consider, should or such as (for example), write specifically what you and your team plan to change and put in place.

Covid-19 is a serious disease, so the severity column of your risk assessment should only be high.

What you need to think about is the likelihood of something happening. And what you are aiming to do is document in the risk assessment what steps you and your leadership team plan to take to reduce the likelihood of this happening as much as you can. So if something might nearly always happen if you did nothing, you should be able to change this to either often happens or rarely happens, once you have taken your planned action.


	Use this box to give the information requested from the checklist above

	Name of Unit: 



	Membership numbers of your team.
Highlight Y to confirm if they have an up-to-date disclosure check.
	1.

	Y/N
	3.
	Y/N

	
	2.

	Y/N
	4.
	Y/N

	Give details of your back up plan here.

	

	Membership number of volunteer with A Safe Space Level 3.
	

	Who is your first aid being provided by? Please highlight the appropriate one.
	Qualified Girlguiding volunteer /  venue  /  activity provider  /  other

	If Girlguiding volunteer please give membership number.

If venue/activity provider or other, please give further details.
	

	Date that you checked all members’ details are up-to-date on GO.
	

	Checklist signed by Commissioner:


	Date: 
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