
 

1. Purpose 

This procedure explains how ESKA will safeguard children, young people, and adults at risk 
during events, activities, competitions, seminars, courses, trips, demonstrations, and other 
organised club activity outside or alongside normal classes. 

It supports ESKA’s main Safeguarding Policy for Children and Adults at Risk and should be 
read as an event-specific operational procedure. It does not replace ESKA’s main safeguarding, 
health and safety, risk assessment, behaviour, or disciplinary policies. 

2. Scope 

This procedure applies to: 

• club-level events and activities;  

• local inter-club events or competitions;  

• regional and national events attended or hosted by ESKA;  

• international events, camps, or trips involving ESKA;  

• one-off community events, demonstrations, charity activities, or public engagement 
events.  

It applies to: 

• event organisers;  

• instructors and assistant instructors;  

• volunteers and helpers;  

• officials, referees, and judges where relevant;  

• student leaders where appropriate;  

• participants;  

• parents, carers, and spectators.  

3. Core Principles 



At all events, ESKA will aim to: 

• safeguard the welfare of children, young people, and adults at risk;  

• minimise risks to participants, staff, and volunteers;  

• promote an inclusive, enjoyable, and well-managed event experience;  

• ensure safeguarding arrangements are clear, proportionate, and understood by all 
involved;  

• maintain clear reporting routes and emergency procedures.  

4. Event Safeguarding Planning 

4.1 General approach 

All ESKA events must have safeguarding arrangements that are proportionate to the type, size, 
duration, location, and complexity of the event. 

For smaller or lower-risk events, this may be achieved by using: 

• ESKA’s existing safeguarding policies;  

• the relevant event risk assessment;  

• clear event roles and responsibilities;  

• event-specific briefing notes or checklists.  

For larger, more complex, higher-risk, or multi-club events, a standalone event safeguarding 
plan should be prepared in advance. 

4.2 When a standalone event safeguarding plan is required 

A standalone event safeguarding plan should normally be used where one or more of the 
following applies: 

• the event is regional, national, or international;  

• multiple clubs or organisations are attending;  

• children may be attending without a parent or carer remaining on site;  

• transport, overnight stays, or higher-risk logistics are involved;  

• the event is large enough that additional event-specific procedures are needed;  

• ESKA determines that the risk profile of the event requires one.  

4.3 What an event safeguarding plan should include 

Where a standalone event safeguarding plan is used, it should include: 

• the named Event Coordinator;  

• the named Designated Safeguarding Person and how they can be identified. This does 
not have to be the club’s usual Designated Safeguarding Person, as this may not always 
be possible. However, a suitably identified and briefed person must be appointed for the 



event, and the escalation route to ESKA’s Designated Safeguarding Person and Deputy 
DSP must be clear; 

• emergency procedures and contact details;  

• registration and sign-in/sign-out arrangements;  

• supervision arrangements;  

• communication arrangements;  

• risk assessment arrangements;  

• how to respond to a safeguarding concern or disclosure;  

• how to respond to an allegation about an adult;  

• behaviour management arrangements;  

• reporting and record-keeping expectations;  

• relevant code of conduct expectations.  

5. Event Levels and Proportionate Safeguarding Arrangements  

ESKA may use the following broad event levels as a planning tool. 

Level 1: Club-level / simple local events 

Examples may include: 

• internal courses;  

• in-house gradings;  

• simple fun events;  

• small club-based activities.  

For Level 1 events, safeguarding arrangements will usually include: 

• the relevant ESKA core policies;  

• an event risk assessment;  

• a named event lead;  

• a named safeguarding contact;  

• clear supervision and collection arrangements;  

• clear briefing of staff and volunteers.  

Level 2: Larger local or inter-club events 

Examples may include: 

• local competitions;  

• larger seminars;  



• inter-club activities.  

These events may require: 

• more detailed planning;  

• clearer registration and safeguarding arrangements;  

• stronger supervision planning;  

• clearer parent/carer communication;  

• visible safeguarding contacts.  

Level 3 and above: Regional, national, international, or complex events 

These events should normally have: 

• a standalone safeguarding plan;  

• formal confirmation of roles and responsibilities;  

• a more detailed risk assessment;  

• clear event safeguarding briefings;  

• clear emergency and escalation procedures;  

• documented arrangements for supervision, welfare, medical issues, and reporting.  

6. Pre-Event Risk Assessment 

A pre-event risk assessment must be completed before every event and reviewed as needed 
during planning and delivery. 

The risk assessment should consider, where relevant: 

• venue layout and accessibility;  

• emergency exits and emergency procedures;  

• staff/volunteer to participant ratios;  

• transport and travel arrangements;  

• supervision of changing areas and toilets;  

• first aid arrangements;  

• emergency contact arrangements;  

• photography, filming, and media use;  

• lost or missing participant risks;  

• behaviour and bullying risks;  

• event-specific safeguarding risks.  

The Event Coordinator is responsible for ensuring that the risk assessment is completed, with 
input from the DSP and any other relevant staff, instructors, volunteers, or venue personnel.  



A written risk assessment must be retained as part of the event paperwork.  

7. Roles and Responsibilities 

7.1 Event Coordinator 

The Event Coordinator is responsible for: 

• overseeing event planning and delivery;  

• ensuring appropriate risk assessment is completed;  

• ensuring event staff and volunteers are briefed;  

• ensuring safeguarding arrangements are understood and followed;  

• supporting communication with participants and parents/carers.  

7.2 Designated Safeguarding Person 

For every event, there must be a named safeguarding contact. 

Depending on the event, this may be: 

• the club’s Designated Safeguarding Person;  

• the Deputy DSP;  

• or another appropriately designated safeguarding person for that event, provided this is 
clearly agreed in advance and consistent with ESKA’s safeguarding framework.  

The safeguarding lead for the event is responsible for: 

• responding to safeguarding concerns at the event;  

• advising staff and volunteers;  

• ensuring concerns are recorded and escalated appropriately;  

• liaising with the DSP and statutory agencies where required.  

7.3 Staff, Volunteers, and Helpers 

All event staff, volunteers, and helpers must: 

• follow ESKA safeguarding procedures;  

• attend relevant briefings;  

• work within their role and competence;  

• report concerns promptly;  

• maintain appropriate boundaries and conduct;  

• help promote a safe, inclusive, and respectful event environment.  

7.4 Parents and Carers 

Parents and carers are expected to: 



• understand and cooperate with event safeguarding arrangements;  

• provide required emergency and medical information;  

• remain responsible for their child unless clear written arrangements state otherwise;  

• be contactable throughout the event where required.  

8. Parent/Carer Responsibility at Events 

Unless specific written arrangements have been made in advance, parents, carers, or guardians 
retain primary responsibility for their children at events beyond normal club training. 

Where an event allows a child to attend under ESKA supervision without a parent or carer 
remaining present, the parent/carer will be required to: 

• provide full emergency contact details for at least two responsible contacts where 
possible;  

• disclose relevant medical information, allergies, medication, disabilities, or additional 
needs;  

• provide any required photo/video consent;  

• remain contactable throughout the event;  

• provide clear medication information where relevant.  

ESKA will communicate clearly in advance where these arrangements apply. 

9. Medication and Medical Information at Events 

Parents/carers remain responsible for ensuring that ESKA is given relevant information about 
medication, allergies, medical conditions, and emergency needs. 

Where medication is provided to event staff, it must: 

• be clearly labelled;  

• be stored safely;  

• be accompanied by clear written instructions where needed.  

Except where clear arrangements are in place, club staff and volunteers are not expected to 
administer medication beyond the level they are trained, insured, and authorised to provide. 

At events where a child attends without a parent/carer remaining present, medication 
arrangements must be confirmed in advance. 

10. Medical Emergencies 

In a medical emergency: 

• emergency services must be contacted immediately where required;  

• first aid should be provided by an appropriately trained person where possible;  

• the parent/carer or emergency contact must be informed without delay;  



• the incident must be recorded.  

Where a child needs to go to hospital and no parent/carer is immediately present, two members 
of staff should accompany the child where possible until a parent/carer arrives, unless 
emergency services or other professionals direct otherwise. 

At events where parents/carers are expected to remain present or nearby, they will normally be 
expected to accompany or take responsibility for their child once contacted. 

11. Behaviour Management at Events 

Managing behaviour effectively is essential to maintaining a safe, positive, and inclusive event 
environment. 

Where appropriate, event staff may: 

• give verbal reminders;  

• reinforce boundaries and expectations;  

• use supervised time-out or quiet-space arrangements;  

• adapt activities to support engagement;  

• involve parents/carers where appropriate;  

• remove a participant from an activity where necessary for safety or welfare.  

Any behaviour management response must be proportionate, respectful, and in line with ESKA’s 
safeguarding, anti-bullying, and disciplinary framework. 

If a child becomes upset or distressed: 

• they should be supported in a calm, supervised environment;  

• they should not be left one-to-one with a single adult;  

• the parent/carer should be contacted if needed.  

Where bullying, intimidation, or repeated poor behaviour is identified, it must be dealt with in 
line with ESKA’s Anti-Bullying Policy and safeguarding procedures. 

Serious or persistent behaviour issues may lead to discussions about participation in future 
events. 

12. Codes of Conduct and Participation Standards 

All participants, staff, volunteers, officials, and helpers must follow the relevant ESKA Codes of 
Conduct. 

At events, conduct expectations should be: 

• clearly communicated;  

• age-appropriate where relevant;  

• reflected in briefings, information packs, or registration materials;  

• supported by clear consequences for breaches.  



Event-specific briefing should cover: 

• respectful behaviour;  

• anti-bullying expectations;  

• use of mobile phones and social media where relevant;  

• how to raise concerns;  

• who the safeguarding lead is.  

13. Safe Practice at Events 

Across all event levels, ESKA will seek to ensure that: 

• safeguarding contacts are clearly identifiable;  

• event staff and volunteers can be recognised by participants;  

• supervision is appropriate to the nature of the event;  

• private spaces such as changing rooms and toilets are managed safely;  

• digital/media arrangements are clear;  

• reporting routes are explained.  

For larger events, ESKA may also use: 

• visible safeguarding signage;  

• ID badges;  

• welfare points or help desks;  

• written event briefing sheets.  

14. Reporting Safeguarding Concerns at Events 

Any safeguarding concern arising at an event must be reported immediately to the event 
safeguarding lead, the DSP, or Deputy DSP. 

If there is an immediate risk of harm or urgent medical need, call 999. 

Event staff and volunteers must: 

• listen carefully and act calmly;  

• not promise confidentiality;  

• make a written record as soon as possible;  

• pass the concern to the safeguarding lead without delay;  

• not investigate the matter themselves.  

Where appropriate, concerns must be escalated in line with ESKA’s main safeguarding 
procedures, including referral to CADS, Adult Social Services, Police, LADO, or other agencies. 

15. Allegations About Adults at Events 



If an allegation is made about an instructor, volunteer, helper, official, or any other adult in a 
position of trust during an event: 

• the concern must be reported immediately to the event safeguarding lead or DSP;  

• the adult may need to be removed from duties or separated from participants as a 
neutral safeguarding measure;  

• the matter must be handled in line with ESKA’s Complaints, Grievances and Managing 
Allegations Policy and safeguarding escalation procedures;  

• the LADO or relevant safeguarding authority must be contacted where the threshold is 
met.  

16. Recording and Debrief 

All safeguarding incidents, medical emergencies, significant behaviour issues, and serious 
welfare concerns arising during an event must be recorded. 

Following the event, ESKA should review: 

• any incidents or near misses;  

• any safeguarding concerns raised;  

• whether arrangements worked effectively;  

• whether improvements are needed for future events.  

For larger or higher-risk events, this should form part of an event safeguarding debrief. 

17. Related Core ESKA Policies 

This procedure should be read alongside: 

• ESKA Safeguarding Policy for Children and Adults at Risk;  

• Complaints, Grievances and Managing Allegations Policy;  

• Anti-Bullying Policy;  

• Codes of Conduct;  

• Digital and Media Safety Policy;  

• Physical Contact and Safe Practice Policy;  

• Health and Safety Policy;  

• Risk Assessments for activities, travel, and events where relevant.  

18. Key Event Contacts 

For each event, the following should be confirmed in advance: 

• Event Coordinator  

• Event Safeguarding Lead / DSP contact  

• First aider(s)  



• Emergency contact arrangements  

• Venue address  

• Emergency procedure / assembly point 

 


