Croydon District Scout Council                                                             September 2011

Safety Committee

Use of User Notes for scout meeting Places

We recommend that every group prepare a set of notes that can be issued to any user of the scout HQ or meeting place. They will also act as a training aid to leaders and parents who help with meetings.  
A record should be kept of the issue of the notes so that updates can be circulated and no one can claim they have not been given the information.

Suggested contents of User notes
· Emergency Evacuation procedure as displayed on the walls of the building including assembly point.
· Training notes on what to do in an emergency. To include when and how to use fire extinguishers etc.

· Details of gas and electrical cut off points and location of fuse box and water stop cock
· Details and location of fire exits, fire extinguishers, break points, emergency lighting and other emergency facilities provided.
· Location and use of first aid kit and accident book.

· Security procedures for access, during use and locking up of premises.

· Cleaning and waste requirements upon user.

· How to log maintenance requirements.

· Details of risk assessments available and the need for risk assessments.

· Control and storage of substances hazardous to health.

· Any neighborhood considerations

· A contact number for the group representative responsible for the premises.

Use of a Welcome Pack
We recommend the issue of a welcome pack to every new member within a week of their starting. 
The purpose of the pack is to provide details of the group and its structure, operation times, 
financial arrangements and obligations and safety rules. 

A return slip from the parents acknowledging their agreement to the joining rules is recommended.
Suggested contents of the Welcome Pack
· A welcome to the group and scouting
· Details of the group structure including the sections (with the age span), leaders names, parent and supporters group. 

· An outline of the principles of Scouting and the promise.

· The obligation of parents to help and support

· Uniform and equipment requirements.

· Subscriptions and gift aid.

· Any Religious associations of the group.

· Delivering and collecting the young members.
· Emergency Evacuation and Safety rules as displayed at the meeting place.

· Activities and outdoor events normally included in a year.

· The need for cooperation and discipline from the members.

· Scout Association HQ and District contact details.

· A contact number for a group official in charge.
· Informing the leader of health concerns for any member.

· Disabled facilities.
