	CLUB/SOCIETY EXEC SAFEGUARDING ADMINISTRATION RESPONSIBILITIES 



Please see below, the Safeguarding administrative tasks when planning events that include minors.

1. Collect & submit the contact details of the school/s Safeguarding Officer for the School/s that your Club/Society are working with.
2. Request a copy of the school/s "safeguarding policy" & submit it to your Club/Society Coordinator.
3. Number of minors that will be engaging in the activity
4. If/when required, please submit a completed signed copy of the School Safeguarding Policy form to your Coordinator
5. Submit a copy of the "minors" risk assessment to your Club/Society Coordinator
6. Submit proof that 2 members of your Club/Society Exec have completed the online "Safeguarding moodle" to your Club/Society exec.
7. If/when required, please submit email confirmation to your Club/Society Coordinator from the School/s that you are working with, stating that they will pay for DBS checks if required
8. If required, information of online platform being used
9. If required, an email from the school/s stating that they will get parents’ consent 

It is the responsibility of the exec to collate and submit the above information to their Club/Society Coordinator to be able to move to the final phase.

