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Club/Event Name
S22 - EVENT SAFEGUARDING OFFICER 
(ESO) CHECKLIST TEMPLATE


	Event Name:
	 

	Date:
	 

	Venue:
	 

	Designated ESO:
	 


 

	Pre-Event Briefing

	Location:
	 

	Date:
	 

	Time:
	 

	ESO present:
	 

	Risk Assessment Shared:
	Yes
	No
	

	Items of note for Safeguarding
/Actions:
 


	 


 

	Event Day Safety Briefing

	Location:
	 

	Date:
	 

	Time:
	 

	ESO present:
	 

	Items of note for Safeguarding
/Actions:



 
	 


 
	Incident Record 1

	Location
	 

	Time
	 

	Reported by
	 

	Nature of incident
	 

	Summary



	 

	Actions taken


	 

	ESO attended
	 
	 
	 
	 
	 

	Police involvement
	Yes
	No
	Ref. 

	Medical involvement
	Yes
	No
	Ref.

	Referral required
	Yes
	No
	 

	Referral completed
	Yes
	No
	By who:

	Duration
	Hrs
	Mins
	 


 

	Incident Record 2

	Location
	 

	Time
	 

	Reported by
	 

	Nature of incident
	 

	Summary



	 

	Actions taken


	 

	ESO attended
	 
	 
	 
	 
	 

	Police involvement
	Yes
	No
	Ref. 

	Medical involvement
	Yes
	No
	Ref.

	Referral required
	Yes
	No
	 

	Referral completed
	Yes
	No
	By who:

	Duration
	Hrs
	Mins
	 


 



	Incident Record 3

	Location
	 

	Time
	 

	Reported by
	 

	Nature of incident
	 

	Summary



	 

	Actions taken


	 

	ESO attended
	 
	 
	 
	 
	 

	Police involvement
	Yes
	No
	Ref. 

	Medical involvement
	Yes
	No
	Ref.

	Referral required
	Yes
	No
	 

	Referral completed
	Yes
	No
	By who:

	Duration
	Hrs
	Mins
	 


 

	Incident Record 4

	Location
	 

	Time
	 

	Reported by
	 

	Nature of incident
	 

	Summary



	 

	Actions taken


	 

	ESO attended
	 
	 
	 
	 
	 

	Police involvement
	Yes
	No
	Ref. 

	Medical involvement
	Yes
	No
	Ref.

	Referral required
	Yes
	No
	 

	Referral completed
	Yes
	No
	By who:

	Duration
	Hrs
	Mins
	 


 



	Summary

	Briefings attended (total):
	 

	Incidents reported (total):
	 

	Incidents attended (total):
	 

	Duration at incidents (total):
	 

	Referrals 
(total):
	 

	Training provided*
(if applicable):
	 


 

	Recommendations

	1




	 

	2




	

	3




	 


 

	Designated ESO
	Name:
	

	Report completed
	Date: 
	

	Copy to 
RWO
	Date: 
	






Template Note:  This template is for use by clubs and ESOs to support the safe and effective delivery of events.  Please adapt and use the template to support your event requirements.  Areas highlighted in green are for clubs and ESOs to add their own names and logos.
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