[image: A logo with a star and a tree

Description automatically generated]Home REN Approval Process
(Commence 12 weeks before the event)

Note: The main reasons REN forms are not approved is due to:  lack of qualifications, no DBS and/or Safe Space, the venue is not approved for use, late submission for approval of REN ahead of the event taking place.

















Please complete the names, membership numbers and role for each of the adults and volunteers aged 14+ attending the residential event in the table below.  This should be returned with your completed REN form to your Commissioner and Adviser.
	Unit Name:
	
	Section:
	

	Contact Name for Queries:
	
	Dates of trip:
	

	Division:
	
	Email address:
	

	
	
	Going Away With Assessment Required:
	Yes / No



	
	
	
	Office Use Only

	Volunteer’s Name
	Membership Number
	Role at this event
	DBS
(valid to date)
	Safe Guiding
(valid to date)
	GAW Qual
Modules
	LQ Mod 1 section specific
	First Response
(valid to date)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Notes for those requiring GAW assessment:
It is recommended that for those who require assessment that they choose a venue that is fairly local.  County will pay for travel for a mentor to attend within a 20 mile radius of Leeds Boundary.  If the venue is further away than this then the unit is expected to cover the additional mileage cost which is currently payable at 45p per mile.

ACTION/QUERY LOG
	Action/Query
	Comment
	Date Completed

	
	
	

	Examples:

DBS needed for person 1

First Response needed for person x

Venue needs to be approved

	

ID check arranged

Booked on course taking place on (date)

Visit arranged for (date)
	

done on whatever date

course completed on (date)

visit undertaken (date) and confirmation of venue approval received

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Commissioner Statement:
REN Part 1 / Part 2 [delete as appropriate] is approved subject to the above actions being completed.
Name:
Date:

Commissioner/ REN approver


Office


Residential Advisor (Section specific)


Activity Advisor (water/climbing/walking etc.)


Commissioner/ REN approver


Checks REN form is fully completed


Completes REN schedule with dates


Comments and support for any activities requiring oversight such as water, climbing or walking


Follows up required actions


Checks the submitted risk assessment





Office advises the unit and commissioner of any action needed (e.g. missing training/DBS's)


Office forward the form to the section Residential Advisor (form & table of qualifications)


Checks and comments on REN form


 Forwards on to activity advisor if necessary


Considers need for activity advisor oversight


Returns REN form to local commissioner/ REN Approver advising of actions/approval.


Once complete either approves and returns, or advises of amendments needed or reasons for non approval


Unit Team Repeat Process for Part 2


Commencing a minimum of 4 weeks before the event


Unit Team


Completes REN form & County REN schedule


provides draft (final for Part 2) Risk Assessment


Provides Draft (final for Part 2) Programme


Approves risk assessment, programme (and home contact arrangements for Part 2)


SEND TO COMM OR LOCAL REN APPROVER


Provides Home Contact Form (for Part 2)


Forward REN form and attachments to REN@girlguidingleeds.org.uk 


Girlguiding Leeds REN Form approval process – Updated January 2025
image1.png
GO

Girlguiding

Leeds county




