WNDSSP CHECKLIST FOR PE LEADS
BEFORE EVENT
· If you are unable to attend the event please contact Mikaela (pdm.assistant@gmail.com) and please be aware of any cancellation fee
· Please ensure staff attending the event are aware of the event information which is on our website/shared drive
· Please ensure you have completed and returned team sheets where needed for competition events
· Correct number of pupils to be brought to each event, especially competitions
· Ensure pupils and staff are dressed appropriately for the weather conditions and to take part in the activities 
· Bring any equipment needed to the event ie groundsheet/gazebo/first aid kit as well as any sports equipment required – bibs, tag belts & tags, footballs, shinpads, GK gloves, swimming hats/goggles, tennis rackets, cricket bats etc 
· Check, any pupils that do not have photo/video consent and advise a member of staff so we will give you a band to identify them. Please ensure staff do not take photos of any pupils wearing a yellow wristband from other schools. Photos maybe put onto our website/Twitter/Instagram
· Ensure every pupil have a bottled drink that can be refilled and lunch if required
· Please ensure you are ready to board the coach 5 minutes before the pick up time
AT THE EVENT
· Unfortunately we are unable to stop the event for pupils to go to the toilet
· At the end of the event please give the school games sticker to a pupil who has displayed that value and complete the feedback form and return to a SSP staff
· Any litter to put in the bin bags provided or take back to school with them
· Ensure all belongings are taken with you
· Please ensure you are ready to leave the venue promptly once the event has finished to board transport back to your school 
· Share your photos on social media through your school and tag us in @wndssp
VENUE ABBREVIATIONS
THS – Taverham High School
ETC – Easton Tennis Centre
GOALS – GOALS Soccer Centre 
DLC – Dereham Leisure Centre
DEREHAM HC – Dereham Hockey Club
UEA – UEA Sportspark
SPACE – The Space, Norwich
Langley Prep – Langley Prep School
Manor Park CC – Cricket Club, Horsford

	WNDSSP NON-NEGOTIABLES

	CLOTHING: Make sure all pupils are dressed appropriately according to weather & bring enough food & Drink
	STAFF ATTENDING: READ INFO, Check in advance students have photo consent, bring equipment if stated. Send appropriate staff members to competitions, hand feedback forms in before leaving event 

	FORMATS: READ format/info for the event ahead of the day – All will be on Resources section of the website. Correct number of pupils, year group(s) & gender
	LEADERS: Events are run by YOUNG leaders – please respect their decisions – we cannot run events without them (unless you want to ref?)

	COACH TRANSPORT: BE READY – please ensure you are ready to leave 5 mins before scheduled time.
	VENUES: When we hire external venues, please respect their facilities and other members of the public that use them

	FIRST AID: All events have SSP cover for 1st Aid – but school staff are responsible for their own pupils in the first instance
	SPECTATORS: all event info on website will state if spectators are allowed at the venue – all will be expected to adhere to Spectator code of conduct 

	THEME/INTENT: ensure you know the event theme/intent when selecting pupils to ensure a positive experience for ALL/BEST behaviour
	FUN: EVERYONE coming to the event should have fun –enjoy the day – embrace the school games values.



