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1.0 Active Schools Introduction 
 
The fundamental aim of Active Schools is to offer children and young people the 
opportunities and motivation to adopt, healthy lifestyles, now and into adulthood. An 
active school provides and promotes safe and fun physical opportunities for all 
children.  
 
As an Active Schools coach you will play a very important part in our programme, 
helping us to reach our goals to make school children, active children!   
 
A large part of the Active Schools programme is to set up and deliver taster sessions, 
after school clubs and community clubs in a variety of sports and activities, including 
health weeks and festivals.  Without you we could not offer this part of the programme 
to the schools and the children.   
 
As Active Schools Co-ordinators our job is to set up pathways that lead from the school 
to the community club and to encourage and motivate the children to move forward in 
their chosen activity.  Your role is a vital part of this process as you will be the link for 
the young people at after school club level before we encourage them to move into 
clubs which are already established within the community. 
 
This pack has been put together to help answer any questions you may have about 
your role and working for Active Schools.  Please take the time to read through all the 
sections and familiarise yourself with this folder.  If you have any questions arising from 
this, your Active Schools Co-ordinator will be happy to help answer them.  
 
Thank you for your support of the programme and welcome to Active Schools! 
 
 
If you have other enquiries about Active Schools please contact: 
 
Principal Officer Active Schools 
Meadowmill Sports Centre 
Tranent 
East Lothian 
EH33 1LZ 
 
Telephone: 01875 619069 
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2.0 Roles and Responsibilities of a Coach / Volunte er 
 
 
Congratulations you are now an Active Schools Coach / Volunteer!  
 
** Please note this document refers to ‘coach’ to mean either a volunteer coach or a 
paid coach. 
 
Before you start your first block of work, coaches should have already completed the 
following documentation: 
 

· Enhanced Disclosure Scotland check 
· Application form 
· Reference request form 

 
Self employed and payroll coaches should also have received the following: 

· A letter of confirmation / agreement 
· A school map if applicable 

 
Register  
 
Registers can be found in the Active Schools folder at the office / reception.  This will 
include parental consent / emergency contact numbers.  A register must be taken at 
the start of every session.  Due to Data Protection, all the information included in 
registration folders is confidential. 
You will find blank copies in the Template section of this folder (8.1) 
 
Risk Assessment  
 
Before the delivery of a session takes place, coaches must ensure the area that they 
are going to be working in is a safe environment. 
 
A risk assessment format is outlined on every register. However, areas to consider for 
evaluation are (this is not an exclusive list): 
 

· Lights  – area must have sufficient lighting for the activity to take place.  Contact 
the Service Support Officer if there is a problem with the lighting 

· Floor  – the flooring of the area has to be a safe non-slip surface.  Check the 
area for spillages or damage to the flooring.  If there is a problem with the 
flooring cordon off the area so the class are safe, then report the problem to the 
Service Support Officer. 

· Equipment – check that all the equipment that is going to be used in the 
session is in a safe and workable condition.  If there is a problem with any of the 
equipment contact the Service Support Officer and your Active Schools Co-
ordinator.  Also ensure that any equipment you are not using is kept out with the 
activity area. 

· Fire Exit – Coaches must make sure that they are aware of the location of the 
fire exits within the facility and ensure these are clear and can be accessed. 

· Telephone  – Coaches must make themselves aware of the nearest telephone 
in case of an emergency. 

· First Aid  – Coaches should be aware of the location of the first aid kit. 
See 2.1 - sample Risk Assessment.  You will find blank copies in the Template section of this folder (8.0).
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Session Plan  
 
It is the coach’s responsibility to complete a session planner for each session 
delivered.  Copies of activity planners can be found in the Template section of this 
folder (8.2). 
 
Monitoring  
 
At the end of each block of sessions participants and coaches should complete the 
appropriate feedback forms, copies of which can be found in the Templates section of 
this folder (8.3 & 8.4).  Evaluation and monitoring is an essential aspect of working in 
Active Schools so as to improve quality provision. 
 

Complaints procedure  
 
A coach is often the first point of contact for a member of the public who wishes to 
complain.  It is therefore essential that all coaches are aware of how to deal with 
complaints from members of the public.  The following are guidelines in how to deal 
with any complaints that arise. 
 
Listen to the complaint 
Allow the member of the public to describe the nature of the complaint.  Always be 
courteous and listen to the complaint before deciding how to respond. 
 
If you feel confident of answering the complaint 
Respond to the member of the public in a calm but authoritative manner, answering all 
their queries.  Remember that you are representing the East Lothian Council’s 
Community Services Department in doing so. 
 
If you do not feel confident of answering the compl aint or the member of public 
is not satisfied by your answer 
Inform them that the complaint will be dealt with by your Active Schools Co-ordinator.    
Give your Active Schools Co-ordinator’s name and phone number to the member of 
public if they so desire. 
 
If the member of the public is unsatisfied by the o ffer of speaking to your Active 
Schools Co-ordinator 
Inform them that they could make a written complaint to the Active Schools Co-
ordinator.  It is preferable and advisable if they contact the Active Schools Co-ordinator 
verbally first.  However, if they do not want to do so, give them your Active Schools Co-
ordinator’s name and address. 
 
In all cases 
Inform your Active Schools Co-ordinator immediately of the complaint and how you 
dealt with it.  Your Active Schools Co-ordinator will wish to know the circumstances of 
the complaint and will deal with any complaint in a fair and equitable manner. 
 
Remember 
No matter who makes the complaint, you must speak to them in a courteous and 
measured tone at all times. 
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Call-off Procedure  
 
Reporting Procedure 
In the case of sickness or being unable to make the session for any other reason, in 
the first instance it is essential that you contact your Active Schools Co-ordinator to see 
if cover can be arranged.  If not, contact the school directly and as far in advance of the 
session as possible.  The call off procedure is for your own protection. 
 

Disciplinary Procedure  
 
For further information please refer to the East Lothian Council Disciplinary Code and 
Procedure documents. 
 
Complaints and Appeals 
 
It is expected that concerns or difficulties can be resolved through the usual channels 
of communication.  However, where this is not possible, there is a procedure available 
to enable the orderly resolution of joint problems and to secure a prompt and fair 
outcome. 
 
Where possible, parties should come to mutually agreeable interim arrangements to 
allow work to progress whilst the issue is being resolved.  No parties that are involved 
in the complaint may take part in the implementation of this procedure. 
 
Complaints Procedure 
 
As a coach you may wish to raise a complaint or a matter of concern regarding Active 
Schools.  The process below should be followed: 
 
Stage 1 Informal discussion with Active Schools Co-ordinator and initial                                      

investigations made. 
Stage 2 Written complaint and formal meeting with Active Schools Coordinator. 
Stage 3 Meeting with a member of the Active Schools Management Team. 
Stage 4  Meeting with an empowered Sub-committee and final decision.  
 
Progression to the next stage will only occur if the matter can not be easily resolved. 
 
In such cases as the compliant or issue of concern being about the Active Schools 
Coordinator, the coach should raise the matter with the Active Schools Coordinator’s 
line manager in writing who will then conduct an investigation into the complaint.  The 
line manager can be contacted via: 
 
Principal Officer Active Schools,  
Meadowmill Sports Centre 
Tranent 
East Lothian 
EH33 1LZ 
 
Telephone: 01875 619069 
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Disciplinary Procedure 
 
When the Active Schools Coordinator believes there is reason for concern regarding 
conduct of a coach, a disciplinary process will come in to place: 
 
Stage 1 Discussion with Active Schools Coordinator 
Stage 2 Verbal warning 
Stage 3 Written warning 
Stage 4 Formal meeting and investigation 
Stage 5 Suspension or termination of coach employment. 
 
In cases of severe misconduct, the Active Schools Coordinator may dispense of stages 
1-3 and after a meeting as described in stage 4, move directly to stage 5. 
 
Repeat offences will also be dealt with seriously and may result in suspension or 
termination of coach employment as described above. 
 
If a coach is asked to leave the project permanently, the coach has the right to appeal 
and may do so in writing to the Active Schools Manager.  
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2.1 Sample Risk Assessment 
 

Activity: Basketball     Venue:  Dunbar School Gym      Date: 31.07.06 
 

 
 

What are the hazards? 
 

 
Likelihood – Who 

might be harmed and 
how? 

 
Risk: Low / 

Medium / High? 
 

 
What are you doing to reduce the likelihood of harm ? What 

further action is required? 
 

 
· Slipping, tripping and falling 
 
 
 
 
· Equipment not tidied away, for 

example children’s bags, water 
bottles, mats etc 

 
· Children bumping into each other 
 
 
 
 
· Injury as a result of inappropriate 

behaviour 
 
 
 
· Harm caused through dehydration 
 
 
 
 
· Injury to child, for example muscle 

strains or tears 

 
Children by tripping 
over equipment, untied 
shoe laces or each 
other 
 
Children by tripping 
over equipment 
 
 
Children bumping into 
each other during 
games or if class 
numbers are too high 
 
Children, volunteers 
and staff as a result of 
any reckless or 
inappropriate behaviour 
 
Children, volunteers 
and staff as a result of 
insufficient water 
breaks 
 
Children as a result of 
no warm up / cool down 

 
Medium 
 
 
 
 
Medium 
 
 
 
Medium 
 
 
 
 
Low 
 
 
 
 
Low 
 
 
 
 
Low 

 
Ensure all equipment not being used is tidied away and the activity 
is run as safely as possible 
 
 
 
Ensure all equipment not being used is tidied away 
 
 
 
Ensure practice is run as safely as possible and class numbers 
suitable to the activity / venue.  Make sure 1st Aid kit is available 
and nearby 
 
 
After school club code of conduct reinforced to children and 
children aware of school discipline procedures. Where possible 
time out area set aside for children to calm down 
 
 
Encourage children to bring water bottles to all sessions and 
ensure sufficient water breaks 
 
 
 
Always incorporate warm ups and cool downs within each session 
delivered 
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3.0 Working for Active Schools  
 
First Visit:  
 
Introduce yourself to the office / reception staff and pick up folder which will contain: 

· Register and risk assessment 
· Children’s Contact Details 
· Spare Letters 
· Incident Report Form 

 
See samples 3.1 and 8.5 . 
 
Find out who is your appointed first aid contact. 
 
Health and Safety:  
 
Emergency Procedures: 

· The venue will have a ‘Emergency Procedure’ that you should familiarise yourself 
with on your first visit. You may wish to make a copy of this form and insert it in the 
back of this section. 

· Be aware of fire exits. 
· If a child is seriously injured ensure you stay with the child while you send another 

helper or child, if necessary, to find a member of staff to help. 
· If no other members of staff are present then dial ‘999’ and contact your Active 

Schools Co-ordinator immediately.  
· Your Active Schools Co-ordinator will inform the parent or guardian of the incident.  

 
Accident Procedures: 

· Ensure you carry a first aid kit with you or have access to one at the school. 
· Inform the parent/carer of the incident either when they pick the child up or by 

phone after the session is finished. 
· Inform your Active Schools Co-ordinator of the incident. 
· Fill out an Incident Report form (an example of this can be found in the Templates 

section of this folder (8.5) 
 

Discipline Policy:  
 
Why do children come to the club? 

· To be with their friends 
· To try something new 
· To learn and develop skills 
· To experience success 
· To have fun 

 
To ensure that children and coaches enjoy the sessions, rules and discipline procedures 
are necessary.  These procedures should be outlined to the children at the beginning of 
the first session.  An example ‘Child Code of Conduct’ form can be found in the Templates 
section (8.6) that you can use for your group to sign or alternatively you can also make up 
your own code of conduct with the children. 
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Outlined below is a possible discipline procedure that you may wish to follow.  We are 
aware that every situation is different though and may need a different response. 
 

1. Warning (two warnings = a possible time out situation) 
2. If misbehaviour continues the Active Schools Co-ordinator should be informed 

and the incident is recorded. 
3. Head Teacher is to be notified and persistent behaviour may result in a 

temporary or permanent exclusion from the programme. 
 
It is important to keep information on any incidents recorded so that they may be used to 
show Head Teachers, Class Teachers, Active Schools Co-ordinators and Parents if 
necessary.  In the Templates section (8.6) you will find a child behaviour form which you 
can use for this purpose. 
 
Situations which may arise and frequently asked que stions:  
 

 
Active Schools sessions run straight after school  
· If a pupil does not attend a session but was at school a phone call to the emergency 

contact or home is to be made. If there is no answer a call is to be made at the end of 
the session. These calls are to be made at the school office.  

· If a pupil has not been in school no phone call needs to be made. 
· If a child is to be collected then they must not leave on their own and any changes to 

collection arrangements should be communicated to the school. 
· If a child is to be collected but says they are walking home you should make a phone 

call to the emergency contact number or home to check this. You must not let a child 
leave by itself unless they have written authority (or a telephone call has confirmed a 
change in circumstances).  Parents must inform the activity leader/school of any 
changes in how a child is to leave a session. 

· If a pupil is not coming to the session the parents / guardian must let the activity leader 
/ school know. 

 
Active Schools sessions run at a community site 
· As above except if there is no phone at the community site one activity leader may 

need to go to the nearest school office to make phone calls. 
 
Active Schools sessions run as a Community Club  
· As above except no action required if a pupil does not turn up for a session. 
 
If a pupil is not collected at the end of a session  
· A phone call to the emergency contact and/or home is to be made. If there is no 

answer wait a reasonable amount of time and try again. If there is no answer and the 
child can not be left at school with a member of staff contact Dalkeith police station 
Tel: - 0131 663 2855 

 
“What do I do if a parent is not there at the end of  the session to pick up their 
child?”  
· Coaches must stay until the last child has left unless otherwise arranged with your 

Active Schools Co-ordinator. 
· If the parent has not arrived 10 minutes after the end of the session then phone the 

emergency contact and/or home is to be made. If there is no answer wait a reasonable 
amount of time and try again. If there is no answer and the child can not be left at 
school with a member of staff contact Dalkeith police station Tel: - 0131 663 2855 

· Inform a member of staff within the school that no parent has arrived for that child. 
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“What happens if a child turns up to the club witho ut a consent form?” 
· The first time a child turns up to the club without a consent form, give them a consent 

letter (in with your register) if there is space available in the club.  The letter must  be 
filled out and returned the following week.   

· Phone and check with the child’s parent to get verbal permission.  You may have to 
ask for a contact number for the child. 

· If the form is not returned the following week then they cannot join the club.  As soon 
as the child brings the form back they can start to take part in the club. 

 
“What happens if a child leaves during the session without permission?”  
· Phone the emergency contact and inform them immediately. 
· Let a member of staff know. 
· Phone your Active Schools Co-ordinator and inform them after the session is 

completed. 
 
“What do I do if I turn up for a session and the gy m hall / facility is unable to be 
used?”  
· Find out if there is an alternative indoor/outdoor space that can be used. 
· If there is no alternative space then phone your Active Schools Co-ordinator. 
· Please note that children should not be dismissed early to go home and must be 

supervised until the end of the session.  
 
“What do I do if a child turns up with money for th e club?” 
· Every cluster area deals with the payment of clubs in a different way so you will need 

to discuss what is expected from you with your Active Schools Co-ordinator.  
 
“Will I be paid for sessions that the School cancel s?”  
· If the School cancels a session less than 24 hours before it was due to take place then 

you will be paid for that session.   
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3.1 Sample Parent Letter  
 

DUNBAR PRIMARY SCHOOL: P1-2 BASIC MOVES CLUB 
Venue 
Age and time 
Day 
Month and date 
 
Dear Parent/Guardian 
 
Your child is invited to participate in an after-school topic  class.  
 
The class will take place venue , and will be taken by coaches name , a qualified topic  coach. If 
your child is participating he/she will stay after school and change in to their gym kit, the activity will 
last time and your child will need to be collected from the school at time . 
 
These sessions will cost pupils £**** per session (please enclose payment of £****) 
 
Can you please ensure your child wears appropriate footwear and clothing and brings drinking 
water.  
 
If you are happy for your child to participate please fill in the form below and return to the class 
teacher as soon as possible. Places are limited and will be on a first returned basis. or Places are 
limited and a confirmation slip will be sent out (this will change depending on each cluster and 
circumstances). 
 
Thank you 

ASC name 

Active Schools Coordinator (Primary), Email address 
Name of Head Teacher (optional) 
� --------------------------------------------------------------------------------------------------------------------------------

Venue, Age, Time, Day  
Month and date 

 
*I wish / do not wish (optional )___________________________________ (child’s name), 
class__________ to participate in the topic class. (the class section is optional) 
 
I am willing to assist with these classes.  * Yes /  No   
 
Name ________________________  Contact No._____________________ 
 
Medical Conditions, if applicable_________________________________________ 
 
Emergency Contact Phone Number_______________________________________ 
 
I understand that I must pick my child up from venu e at time (for P1 and P2) or 
*My child will/will not be collected.  
 
*I give / do not give permission for my child’s photo to be taken for Active Schools promotional use. 
 
*please delete as appropriate  
 
Signature___________________________________________________________ 
 
For further information on the Active Schools Programme visit www.active-
eastlothian.typepad.co.uk 
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4.0      Coaches Code of Conduct 
             

  RIGHTS    PROFESSIONAL STANDARDS 
  Coaches Duty to:    Coaches Duty to:   

             
Assist in creating 
an environment in 
which….  

 Recognise the 
rights of children…  

 Promote the 
concept of a 
balanced 
lifestyle  

 Create a safe, fun 
and productive 
environment  

 Develop the 
coaching 
profession  

 Commit to:   Professional 
Conduct  

             

There is maximum 
participation to the 
desired level of each 
individual 

 To be treated as 
individuals 

 In play / sport 

 

Minimise any risk  Maintain personal 
professionalism 

 Quality coaching  Be responsible 
for your actions 

             

Children feel safe 
and unthreatened 

   In life  Ensure maximum 
participation for 
each individual to 
benefit from the 
session 

   Active Schools 
Code of Conduct 

 Promote and 
deliver good 
practice 

             

 

     Ensure that 
equipment used is 
stored away 
appropriately after 
each session  

   Active Schools 
Child Protection 
Policy 

 Attain the 
appropriate 
Sports coaching 
qualifications 

         
    

          Promoting the 
benefits of 
physical activity 

 No sub-
contracting 
unless self-
employed 
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  PERSONAL STANDARDS  RELATIONSHIPS   

  Coaches  Coaches    

             
Must be professional 
at all times 

 Must demonstrate 
equity in each 
session 

 Should be a 
positive role 
model 

 Must not engage 
in any type of 
abuse or bullying 
behaviour 

 Should not 
develop intimate 
relationships with 
children 

 Should attempt 
to: 

 Must: 

             

Arrive early to allow 
sufficient set-up time 
for each session 

 Be fair, honest and 
considerate to all 

 Be well 
presented, clean 
and tidy for all 
sessions 

 Physical, 
emotional, sexual, 
neglect or any 
combination of 
abuse 

 While coaching or 
outwith the 
coached activity 

 Encourage 
children to take 
reponsibility for 
their own 
development 
and progress 

 Take action if 
they have a 
concern about 
the behaviour of 
an individual 
towards the child 

             

Session plans are 
required for each 
session 

 Ensure each child 
has the opportunity 
to fulfil individual 
needs 

 Should always 
behave in an 
appropriate 
manner and lead 
by example 

     Communicate 
and co-operate 
with all those 
concerned for 
the best interests 
of the children 

 To the best of 
their ability, 
recognise their 
duty of care and 
protect those in 
their care 

             

    Should maintain 
a positive, 
professional and 
supportive 
attitude at all 
times. 

       Safeguard 
themselves and 
their 
organisation 
against false 
accusation by 
ensuring good 
practice 
according to 
child protection 
policy 

             

 



 Active Schools East Lothian Coach / Volunteer Info rmation Pack   

     

 15 

 

5.0 Child Protection 
 
Active Schools recognises that we must take reasonable steps to protect children and 
young people from possible harm, discrimination, or degrading treatment, whilst they are 
using our services. Listed below is information on good practice and appropriate 
responses. 
 
All individuals working for Active Schools, both paid and voluntary, must follow these 
procedures. 
 
 
1. Good practice guidelines 
 

· Treat all children and young people with respect and dignity and put the welfare of 
children first 

 
· Always be publicly open when working with children and young people 

 
· Avoid working on your own with children and young people 

 
· Never spend excessive amounts of time with, or favour, one individual over others 

 
· Never do things of a personal nature that the person can do for themselves 

 
· Maintain appropriate distance from the children. Use ‘hands on’ instruction only 

when verbal or self- modelling instruction is insufficient or for health and safety 
reasons.  

 
· Never make sexually suggestive comments, even as a joke 

 
· Never allow the use of inappropriate language or behaviour to go unchallenged 

 
· Always report and record allegations 

 
· Read East Lothian Council’s Child Protection policies and procedures and be 

aware of boundaries and safety when working with children.  
 
2. Responding to accidental incidents 
 

· If a child or young person is accidentally hurt or upset by a staff member or 
volunteer, report this to your Active Schools Coordinator immediately 

 
· If present, the parents or carers should be informed 

 
· If they are not present, they should be informed by the Active Schools Coordinator 

as soon as possible 
 
3. Responding to incidents of abuse / harm 
 

· If you suspect a child or young person is being abused or harmed, or receive an 
allegation of abuse, you must report this to your Active Schools Coordinator 
immediately 
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· If you see an assault, you should report it to the police straight away 
 
 
 
4. Responding to a disclosure of abuse 
 

· If a child or young person tells you about abuse, stay calm 
 

· Believe them and reassure them 
 

· Allow the child to give you their account of the incident without interruption, in their 
own words and with out asking leading questions.  

 
· Advise the child that you will support them but you will have to pass the 

information on.  
 

· DO NOT PROMISE TO KEEP A SECRET 
 

· Report immediately to your Active Schools Coordinator 
 
· Record in your own handwriting the facts as told by the child and give a copy to 

your Active Schools Co-ordinator.   
 
 
5. Respond to allegations of abuse against workers 
 

· If an allegation of abuse is made against a worker, including yourself, you must 
inform your Active Schools Coordinator immediately 

 
· In all cases the child’s or young person’s need for protection should be the first 

consideration, all other considerations are secondary to this 
 
6. Reporting incidents 
 

· All incidents should be reported verbally to the Active Schools Coordinator 
immediately 

 
In all cases you must make a written record of the incident and actions taken as soon as 
possible (on the same working day), dated, signed, and copied to the Active Schools 

Coordinator. 
 
Please ensure you have a copy and read of East Lothian Council’s Coaches Cards and 
Safe & Sound leaflet.  
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6.0 Coach Payment 
 

Payroll  
 
If you are on payroll you will be paid weekly or monthly. It is your responsibility to ensure 
that your time sheet is filled out and signed and given to your Active Schools Co-ordinator 
by the period ending date. 
 
You will receive an employee number along with a statement of particulars which outlines 
the Councils policies.  You should read through this information and retain it for future 
reference.  You will have the option to join the Lothian pension Scheme, if you do not wish 
to join this scheme please make personnel aware of this.  
 

Self Employed  
 
You will be required to submit an invoice on completion of the activity for fees due for 
coaching undertaken as part of the Active Schools programme.  You must ensure that 
your invoices contain the following: 
 

· It must be printed and addressed to the Active Schools Co-ordinator, East Lothian 
Active Schools 

· An invoice number 
· Your name and contact details 
· A unique tax reference number 
· A national insurance number 
· Details of the work that took place (where, what kind of work and the rate charged 

per hour) 
· The payment terms.  For example ‘Please pay by BASC transfer to Account 

number: xxxxxxxx, Sort Code xxxxxxxx. Payment must be made within four weeks 
of receipt of this invoice’ 

 
At the back of this section you will find an example invoice (6.1) for your information. 
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6.1 Sample Invoice 
 
To: 
East Lothian 
Captain Hook Active Schools Co-ordinator 
Lost Boys Cluster 
c/o  John Primary School 
John Road 
Neverland 
NW2 4TX 
 
Date: 4/ 10/ 2007 
 
 
Name:    Peter Pan 
 
Address:   19 Tinkerbell Street 
    Neverland 

NV6 4JY 
        
Email:    peter.pan@neverlandsquash.co.uk 
 
Mobile:    01234567891 
  
Invoice Number:  NS1234 
 
Tax Reference Number: 123/4567891011 
  
National Insurance:  PP 12 34 56D 
 
 

Date Time Activity Venue Rate of Pay 
25 April 2006 3.30-4.30pm Squash John Primary 

School 
£15.00 
 

26 April 2006 3.30-4.30pm Squash Wendy Primary 
School 

£15.00 

02 May 2006 3.30-4.30pm Squash John Primary 
School 

£15.00 

03 May 2006 3.30-4.30pm Squash Wendy Primary 
School 

£15.00 

 
 
Total for sessions completed = £60.00  
 
Please ensure that payment is made into the following account within four weeks of 
receiving this invoice: 
 
Bank of Neverland 
Account Number: 01234567 
Sort Code: 01-23-45 
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7.0 Sports Awards Scheme 
 
East Lothian Council recognises the valuable contribution to the development of sport and 
recreation made by coaches and officials, and support is available to those working in a 
voluntary capacity to enable these individuals to continue to improve their qualifications 
and to widen their experience for the benefit of local people.  If you require any further 
information about the Sports Awards Scheme please contact: 
 
Principal Officer (Recreation & Physical Activity)  
Department of Community Services 
9-11 Lodge St 
Haddington 
EH41 3DX 
 
Financial assistance is available to Clubs to support the development of club coaches and 
officials through the following:  
 

· Attendance by active Club coaches and officials at courses leading to appropriate 
qualifications 

 
Grants will only be made retrospectively and applications should be submitted on 
completion of the course / event for which assistance is being requested. Please contact 
your Active Schools Co-ordinator for an application form or if you are unsure about the 
eligibility of your application.  
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7.1 Training Request Form 
 
Prior to attending / commencing any training course, please complete the section below in 
consultation with your Active Schools Co-ordinator.  Please give sufficient notice in 
advance of any training course so that administration and financial sourcing can be 
undertaken. 
 
Name ___________________________   Job title ___________________________ 
 
 

 
Activity requested 

 

 
Provider 

 
Date / duration 

 
Cost 
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7.2 Training Record Sheet 
 
Name ________________________ 
 
 
Activity ________________________ Name of cluster/s ______________________ 
 
 
Development Training 
 
Need Identified ___________________ Comments_______________________ 
 
________________________________ ________________________________ 
 
Delivered by _____________________ ________________________________ 
 
________________________________ ________________________________ 
 
Attended & date ___________________ ________________________________ 
 
 
Need Identified ___________________ Comments_______________________ 
 
________________________________ ________________________________ 
 
Delivered by _____________________ ________________________________ 
 
________________________________ ________________________________ 
 
Attended & date ___________________ ________________________________ 
 
 
Need Identified ___________________ Comments_______________________ 
 
________________________________ ________________________________ 
 
Delivered by _____________________ ________________________________ 
 
________________________________ ________________________________ 
 
Attended & date ___________________ ________________________________ 
 
 
Need Identified ___________________ Comments_______________________ 
 
________________________________ ________________________________ 
 
Delivered by _____________________ ________________________________ 
 
________________________________ ________________________________ 
 
Attended & date ___________________ ________________________________ 
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8.0 Active Schools After-School Club Risk Assessmen t 
 

 
Activity: _________________________________________ _  Venue: _________________________   Date: _________ 
 

 
What are the hazards? 

 

 
Likelihood – Who 
might be harmed 

and why? 

 
Risk: Low / 
Medium / 

High? 
 

 
What are you doing to reduce the likelihood of harm ? 

What further action is required? 
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8.1 Class Register   Activity _____________________ __________ 
 
School / Facility ______________________  Coaches__________________________ School Contact_______________________    
Age Group_________  Girls/Boys/Mixed (please circle) Emergency Contact____________________    
 
Activity Duration / Time___________________ First aid location_______________________ Fire exit(s) location_____________________  
  
Please carry out a visual risk assessment before ea ch session. 
 Name Tel No. Medical/Collection Date Date Date Date Date Date Date Date Date 
             
 Visual risk assessment 

check 
           

1             
2             
3             
4             
5             
6             
7             
8             
9             
10             
11             
12             
13             
14             
15             
16             
17             
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18             
19             
20             
21             
22             
23             
24             
25             
 
Visual Risk Assessment Guidelines 
Please check for the following: - 
 

· Playing / floor surface: - Old, dry, wet, repaired,  holes, uneven, cleanliness, outdoors etc. 
 

· Protruding obstacles: - pianos, chairs, tables, gym  equipment, benches etc. 
 

· Heating / lighting: - faulty, extremes etc. 
 

· Fire exits are clear and pupils are aware of fire p rocedures 
 

· Roof / ceiling: - lighting, leaks etc. 
 

· Windows: - breakages, leaks etc. 
 

· Participants: - appropriate clothing, hair tide up,  jewellery, eating etc. 
 

· Weather conditions if applicable: - cold, wet, sunn y, windy etc. 
 

· Equipment: - appropriate for age group, condition, appropriate use by participants etc. 
 

· Medical conditions
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8.2     Session Plan Template 
 
Activity                                           Date                                  Time 
 
 

Warm-up Activity 
 
Timing (e.g. 10 minutes) 
 
 
 
Equipment  
 
 

Main Activity 
 
Timing 
 

·  
 

·  
 

·  
 

·  
 

·  
 
Equipment 
 
 

Cool-Down 
 
Timing 
 
 
 
 
Equipment 
 

Notes for next session 
 
 
 
 
 
 
 
 
 
 
 
 
Use reverse for sketch of session layout if needed 
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8. 3 Coaches Feedback Form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STATEMENTS 
CIRCLE ONE 

LETTER COMMENTS/CHANGES REQUIRED 

 
My role as coach/helper has been clearly explained 
to me. 

 
A   B   C   D   E 

 

 

 
The programme is well organised. 
 

 
A   B   C   D   E 

 

 

 
Sufficient equipment and resources are supplied. 

 
A   B   C   D   E 

 

 

 
The facilities are suitable and in good order. 

 
A   B   C   D   E 

 

 

 
I am valued for the job I do. 

 
A   B   C   D   E 

 

 

 
I am working as part of a team. 

 
A   B   C   D   E 

 

 

 
The organiser is open to suggestions/comments. 

 
A   B   C   D   E 

 

 

 
I have been offered training opportunities to further 
my Qualifications/ Personal Development. 

 
A   B   C   D   E 

 

 

 
The selection procedures have been explained to 
me and implemented fairly. 

 
A   B   C   D   E 

 

 

 
I have been advised on child protection issues and 
how I can protect myself from unjust accusations. 

 
A   B   C   D   E 

 

 

 
I would be delighted to continue working on this 
programme. 

 
A   B   C   D   E 

 

 

Any other comments 
 

 
 

 

 

Read each statement and circle one  letter opposite 
each statement. 
A = Agree Strongly  
B = Agree 
C = Neutral 
D = Disagree 
E = Disagree Strongly 
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8.4 Participant Feedback Form 

 
To ensure you get the most from your activity, we have to check that we are providing the 
best opportunities as possible! 
Please be as honest as possible, and let us know what you think of the programme. 

Remember, this is to help you! �  
 
1. Was this the first time you have done this activity? 
 

YES  NO  (circle your answer) 
 

2. How did you feel before you first went to this activity? 
 

Excited Nervous Happy  Worried (circle your answer) 
 
Write a sentence on why you think you felt this way: 
 
 
 

3. What did you like best about this activity? 
 
 
 

4. What did you like least about this activity? 
 
 
 

5. What did you learn at this activity? 
 
 
 

6. Would you like to continue with this activity? 
 

YES  NO  (circle your answer) 
 
Why? 
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8.5    Initial Incident Report 

 
FAO Active School Sports- Coordinator _____________ _____________________ 

 
(If there is a serious accident please complete Form PD/HS – 3, official East Lothian Council Accident 
Report. Please contact school for form) 
 
Date of Incident________________ Name of instructor / teacher_________________ 
 
Activity______________________  Location________________________________ 
 
Time_________________________ 
 
About Injured Person: 
 
Name                                                                     Age 
 
Contact Number 
 
Please Give Brief Outline of Incident: 
 
 
 
 
 
 
 
 
 
 
 
 
Action Taken:  
 
 
 
 
 
 
 
 
Reported to: 
 
Date: 
 
Signed_____________________________  Print Name________________________ 
 
Date_______________________________ 
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8.7 Behaviour Incident Form 

 
Coach’s Name:      Venue:      Activity:  
 
 

 
Child’s Name 

 
Date 

 
Incident 

 
Comments/Action Taken 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   

 


