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GirlGuiding

New Zealand

(AP) Adult Permission Form

Completed prior to a leader organised camp, outdoor recreation or adventure activity

The leader completes the following:
+ Adult Permission Form (AP) C Leader )
« Safety Action Plan (SAP) form ¢ Granted Permission

* Intentions (I) form (if relevant) District Co-ordinator

or Contact

and sends them on to her District Co-ordinator or Contact two weeks
prior to the start date or four weeks if it is an assessment. ¢

Regional Outdoor

The District Co-ordinator or contact will: Co-ordinator

)

1. sign it if permission is granted and return it to the leader ¢
before the event start date. N
e ational Outdoor
2. go back to the leader for clarification if needed. Programme Co-ordinator

3. contact the National Outdoor Programme Co-ordinator if
further clarification is required.

4. send a copy to the Regional Outdoor
Co-ordinator.

The Regional Outdoor Co-ordinator will:
1. record the details (this may be done by the Regional Outdoor Administrator).
2. send a copy to the National Outdoor Programme Co-ordinator.

(R) Report Form

Completed after adult led camp, outdoor recreation or adventure activity

The leader completes the Report Form (R) and sends a copy to the: Load
eader

+

* Regional Outdoor Co-ordinator

The Regional Outd Co-ordinat ill d to th
e Regional Outdoor Co-ordinator will send a copy to the Regional Outdoor

Co- ordlnator

NN

» National Outdoor Programme Co-ordinator

The National Outdoor Programme Co-ordinator:

* reviews the information and; [ National Outdoor

rogramme Co-ordinator

Nl

* inputs it into the SPARC reporting form (part of our three year agreement).

» collects the data for internal reporting purposes.

» uses it to update the National Incident Database (requires continually updated Zone Office )

participant rates).
» passes a copy of the form on to the Zone Offices so they can update specific
leader records.



(GP) Girl Permission Form

Prior to a girl led camp, outdoor recreation or adventure activity

The girl completes the following forms in conjunction with her unit leader:

Girl Permission Form (GP),

other requirements as outlined under the checklist on the (GP) +

form.
The girl and leader will: District Co-ordinator
» send them on to her District Co-ordinator or contact. or Contact
The District Co-ordinator or contact will:
1. Sign if she is happy for the event to take place. [ Regional Outdoor ] Granted
2. Go back to the leader / girl for clarification if required. Co- ordlnator Permission
3. Contact the National Outdoor Programme Co-ordinator if further
clarification is required. National Outdoor
4. Send a copy to the Regional Outdoor Co-ordinator. Programme Co-ordinator

The Regional Outdoor Co-ordinator will:

1.

o w0

Sign if permission is granted and return it to the girl before the event start date.

Go back to the leader / girl for clarification if required.

Contact the National Outdoor Programme Co-ordinator if further clarification is required.
Record the details (this may be done by the Regional Outdoor Administrator).

Send a copy to the National Outdoor Programme Co-ordinator.

(R) Report Form

After girl led camp, outdoor recreation or adventure activity

The girl and leader complete the Report Form (R) and send a copy to the:

* Regional Outdoor Co-ordinator. Girl
The Regional Outdoor Co-ordinator will send a copy to the
Leader

The National Outdoor Programme Co-ordinator:

National Outdoor Programme Co-ordinator

¥

Regional Outdoor
Co-ordinator

National Outdoor
Programme Co-ordinator

+

Zone Office

reviews the information.

N N AN

inputs it into the SPARC reporting form (part of our three year agreement)

collects the data for internal reporting purposes.
uses it to update the National Incident Database (requires continually updated

@ Y N N ()
Nl

participant rates).
passes a copy of the form on to the Zone offices so they can update specific

)
N

leader records.

CORAOQV - 2011



(I) Intentions Form

To be completed for any camp, outdoor recreation or adventure activity if the specific activity
policy found within Safety Guidelines for Programme Activities states so or,

» if the event will take place more than 30 minutes walk away from a regularly used road
or place of refuge with a known landline and there is no mobile phone reception.

The leader leaves a copy with the nominated responsible adult, this person is in charge of
managing the intentions process.

This (I) Intentions Form must be completed together with a local Department of Conservation
intentions book/form where available.

( Overdue or missing person / group identified )

+

Intentions form holder attempts _} Contact made:
to contact the leader in charge. situation resolved
Intentions form holder attempts to _} Contact made:
contact any other person on the trip. situation resolved

+

( No contact made )

Contact the Police on 111 and
inform them of the situation.

+

Intentions form holder contacts the District or Regional
Co-ordinator and informs her of the situation.

+

District or Regional Co-ordinator contacts the parents/
caregivers and informs them of the situation.

Person / Group recovered:
¢ Situation resolved
A
GirlGuiding New Zealand personnel liaise with the
Complete an incident and
near miss form.

Police until the group is located and returns.
Debrief the incident with ]

)
N

)
NI

Q)
NI

)

Do not speak with the media.
Direct the media to the Chief Executive, National
President or the Marketing and Advocacy Manager.
Refer to the media policy of A Guide to Guiding.

the people involved.

\. Joo

(C) Consent Form

The (C) Consent Form must be completed to ensure current medical details and emergency ( Leader )
contact information is available on participants attending the camp, outdoor recreation or
adventure activity. ¢

( Parent/Caregiver )
The (C) Consent Form is also to be filled out by any non member or adult who will be
attending the camp, outdoor recreation or adventure activity. ¢

( Leader )
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(SAP) Safety Action Plan Form

To be completed for every camp, outdoor recreation or adventure activity and included with
the (AP) Adult Permission or (GP) Girl Permission form. A copy must also be taken on the
camp, outdoor recreation or adventure activity and read by all adult members.

A master (SAP) form should also be completed for the following regularly occurring
situations/events:

* unit meeting.

» transporting members.

» standard arts and crafts activities.

» outdoor cooking as part of the unit meeting.

The same form can be used repeatedly as long as the details are updated if there are any
changes to the location, environment, building, persons or any other hazards.

Safety Action Plans are a dynamic tool that should be regularly reviewed and updated to
reflect changing hazards and safety considerations.
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