Module 1 – Plan a Residential Event

	
	Aim
	Evidence
	Ref.

	1a (i)
	Discuss with DC and PHA 
	
	

	1a (ii)
	Discuss with girls
	
	

	1a (iii)
	Discuss type of event and programme content
	
	

	1a (iv)
	Agree type of event and objectives
	
	

	1a (v)
	Provisional timetable
	
	

	
	
	
	

	1b (i)
	Select area to visit
	
	

	1b (ii)
	Obtain info about venues
	
	

	1b(iii)
	Short list and visit venues
	
	

	1b (iv)
	Catering arrangements
	
	

	1b (v)
	Consider transport
	
	

	1b (vi) 
	Ensure plans meet Association guidelines
	
	

	1b (vii)
	Make final choice
	
	

	1b (viii)
	Book venue
	
	

	1b (ix)
	Set planning timetable
	
	

	
	
	
	

	1c (i)
	Advertise event
	
	

	
	
	
	

	1d (i)
	Identify number of staff required
	
	

	1d (ii)
	Identify skills required
	
	

	1d (iii)
	Select the team
	
	

	1d (iv)
	Clarify responsibilities
	
	

	
	
	
	

	1e (i)
	Plan with all participants 
	
	

	1e (ii)
	Discuss roles with staff
	
	

	1e (iii)
	Communicate staff roles to participants
	
	

	1e (iv)
	Involve everyone with changes planned
	
	


Module 2 – Administer a Residential Event

	
	Aim
	Evidence
	Ref.

	2a (i)
	Estimate costs
	
	

	2a (ii)
	Calculate fees per person
	
	

	2a (iii)
	Set up record for  income/expenditure
	
	

	2a (iv)
	Organise banking facilities
	
	

	2a (v)
	Collect monies
	
	

	2a (vi)
	Ensure records are up to date
	
	

	2a (vii)
	Pay bills
	
	

	2a (viii)
	Produce final accounts
	
	

	
	
	
	

	2b (i)
	Request details of suppliers
	
	

	2b (ii)
	Contact local suppliers 
	
	

	2b (iii)
	Place orders as appropriate
	
	

	2b (iv)
	Contact local amenities
	
	

	
	
	
	

	2c (i)
	Distribute G/C form
	
	

	2c (ii)
	Distribute G/H form
	
	

	2c (iii)
	Complete A/A form
	
	

	2c (iv)
	Send A/A to commissioner
	
	

	2c (v)
	Receive A/Ac form
	
	

	
	
	
	

	2d (i)
	Distribute info to parents
	
	

	2d (ii)
	Provide opportunities for questions
	
	

	2d (iii)
	Provide details of costs 
	
	

	2d (iv)
	Collect consent forms
	
	

	2d (v)
	Provide final details
	
	


Module 3
	
	Aim
	Evidence
	Ref.

	3a (i)
	Check requirements
	
	

	3a (ii)
	Liase with host activities adviser
	
	

	3a (iii)
	Check qualifications
	
	

	3a (iv)
	Check availability of  equipment
	
	

	3a (v)
	Check insurance 
	
	

	
	
	
	

	3b (i)
	Assess site
	
	

	3b (ii)
	Discuss security
	
	

	3b (iii)
	Decide on action
	
	

	3b (iv)
	Discuss with staff
	
	

	3b (v)
	Brief participants
	
	

	
	
	
	

	3c (i)
	Establish home contact
	
	

	3c (ii)
	Establish location of phone
	
	

	3c (iii)
	Consider special needs 
	
	

	3c (iv)
	Set up emergency procedures
	
	

	
	
	
	

	3d (i)
	Ensure all participants know about emergency procedures
	
	

	3d (ii)
	Discuss boundaries and house rules with participants
	
	

	3d (iii)
	Discuss ways to look after environment
	
	


Module 4 – Organise Catering Arrangements

	
	Aim
	Evidence
	Ref.

	4a (i)
	Identify catering and storage facilities
	
	

	4a (ii)
	List catering equipment required
	
	

	4a (iii)
	Obtain equipment required
	
	

	
	
	
	

	4b (i)
	Discover dietary needs
	
	

	4b (ii)
	Discuss menu
	
	

	4b (iii)
	Plan menu taking cooking facilities into account
	
	

	4b (iv)
	Plan menu within budget
	
	

	4b (v)
	Plan menu with participants
	
	

	
	
	
	

	4c (i)
	Up to date with current food hygiene
	
	

	4c (ii)
	Train participants
	
	

	4c (iii)
	Ensure staff show good practice
	
	

	4c (iv)
	Maintain hygiene standards
	
	

	4c (v)
	Provide supplies
	
	

	4c (vi)
	Establish waste disposal
	
	

	4c (vii)
	Make arrangement for waste disposal
	
	

	
	
	
	

	4d (i)
	List supplies required
	
	

	4d (ii)
	Discuss options with staff
	
	

	4d (iii)
	Place orders where required 
	
	

	4d (iv)
	Plan purchase timetable
	
	

	
	
	
	

	4e (i)
	Allocate tasks 
	
	

	4e (ii)
	Arrange for cooking, serving etc
	
	

	4e (iii)
	Monitor that food  is acceptable standard
	
	

	4e (iv)
	Ensure safety
	
	


Module 6 – Organise and Maintain Equipment for Activities
	
	Aim
	Evidence
	Ref.

	6a (i)
	Identify equipment
	
	

	6a (ii)
	Identify source
	
	

	6a (iii)
	Obtain equipment in time
	
	

	6a (iv)
	Arrange transport
	
	

	
	
	
	

	6b 
	Check condition of equipment
	
	

	
	
	
	

	6c (i)
	Identify knowledge required
	
	

	6c (ii)
	Arrange instruction
	
	

	6c (iii)
	Ensure equipment cared for
	
	

	6c (iv)
	Ensure equipment stored OK
	
	

	
	
	
	

	6d (i)
	Keep equipment list
	
	

	6d (ii)
	Establish monitoring system
	
	

	6d (iii)
	Ensure repairs carried out
	
	

	6d (iv)
	Ensure equipment maintained
	
	

	6d (v)
	Record of repairs
	
	

	
	
	
	

	6e (i)
	Check items at end of event
	
	

	6e (ii)
	Return equipment
	
	

	6e (iii)
	Replace consumables
	
	


Module 7 – Prepare Programme of Activities
	
	Aim
	Evidence
	Ref.

	7a (i)
	Brownies and staff involved 
	
	

	7a (ii)
	Record ideas for themes/names
	
	

	7a (iii)
	Advise as to activities
	
	

	
	
	
	

	7b (i)
	Establish budget
	
	

	7b (ii)
	Identify constraints
	
	

	7b (iii)
	Select activities
	
	

	
	
	
	

	7c  (i)
	Plan daily programme
	
	

	7c (ii)
	Determine time required
	
	

	7c (iii)
	Check activities are suitable
	
	

	7c (iv)
	Prepare and communicate programme
	
	

	7c (v)
	Plan alternatives
	
	

	
	
	
	

	7d (i)
	Discuss personal training
	
	

	7d (ii)
	Ensure receive training
	
	

	7d (iii)
	Ascertain skills of participants
	
	

	7d (iv)
	Identify training needs
	
	

	7d (v)
	Train girls
	
	

	7d (vi)
	Inform staff of training
	
	

	
	
	
	

	7e (i)
	Allocate activities
	
	

	7e (ii)
	Adapt activities where necessary
	
	

	7e (iii)
	Ensure health and safety
	
	

	7e (iv)
	Make provision for staff breaks
	
	

	7e (v)
	Ensure brownies have rest
	
	

	7e (vi)
	Monitor situation
	
	

	7e (vii)
	Agree changes with brownies
	
	

	
	
	
	

	7f (i)
	Discuss event afterwards
	
	

	7f (ii)
	Identify success/concerns
	
	

	7f (iii)
	Record changes for future
	
	

	7f (iv)
	Identify future development
	
	


Module 10 – Organise care of residential facilities
	
	Aim
	Evidence
	Ref.

	10a (i)
	Visit premises
	
	

	10a (ii)
	Confirm details
	
	

	10a (iii)
	Establish access
	
	

	10a (iv)
	Check facilities are OK
	
	

	10a (v)
	Identify equipment required
	
	

	
	
	
	

	10b (i)
	Organise use of facilities
	
	

	10b (ii)
	Brief participants
	
	

	
	
	
	

	10c (i)
	Check facilities are as agreed
	
	

	10c (ii)
	Ensure facilities used for purpose
	
	

	10c (iii)
	Keep record of damage
	
	

	
	
	
	

	10d (i)
	Establish system for clean environment
	
	

	10d (ii)
	Agree reponsibilities
	
	

	10d (iii)
	Agree routines
	
	

	
	
	
	

	10e (i)
	Ensure facilities OK on exit
	
	

	10e (ii)
	Arrange for final check
	
	


