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Introduction 
The following document is designed to be a near comprehensive guide for staff working 
on the National Citizen Service (NCS) programme. It will be referred to constantly 

throughout the term of your employment. Please read it thoroughly and keep it with you 
throughout the programme. 

Your staff handbook contains two distinct sections: 

1. Formal documentation and procedures

2. Delivery guidance and activity ideas

The first part details and recaps all formal policies and procedures outlined at NCS training. 

The second part covers practical aspects of NCS programme delivery: sessions taught, key 

themes and outcomes. 

The National Citizen Service is a flagship government initiative for all 16 and 17 year olds. 

The programme aims to benefit young people by bridging their transition into adulthood, 

whilst simultaneously building stronger local communities: research shows that NCS confers 

tangible benefits to both the young people involved and their communities. 

The programme is designed to be a fun and positive experience for the participants. We 

hope that you, as an employee, also value and enjoy the experience. It is important that 

you are fully aware of your responsibilities while in employment with the NCS. 

Remember the programme is geared towards the personal development of the 
participants; it is your responsibility to champion the involvement of all the young 

people. 

You are expected to protect the participants, your colleagues and yourself by 

adhering to the procedures that are described in this handbook, detailed in the 

company policies and reiterated on your training day(s). By Design actively 

encourages a learning culture, so if you are ever unsure of anything, ask another 

member of staff. 

The success of this programme relies heavily upon you working effectively as part of 

a team, in support of the young people. Please remain dedicated to the NCS ethos 

and cause, be punctual and work hard. 

Throughout the programme you will be working with many third parties (instructors, 

businesses and other organisations). During the Social Action Project (SAP) you will 

be acting as a direct facilitator between your group and these third parties, always 

be respectful towards those you encounter and remember that you are a 

representative of both NCS and By Design. 

Always remember that the young people in your group will look to you as a role 
model. Whenever the energy of the group begins to lag it is your duty to energise 

them and provide impetus to any activities or tasks they are undertaking. 

Provide feedback on activities from your perspective and discuss what is/is not 

working throughout the programme. Please provide constructive suggestions for 

improvement on any aspect of the programme to the management team through 

the feedback form. 
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NCS Ethos: 6 Key Principles 

Social Mixing: Providing young people with the opportunity to mix and build 
relationships with people from different social backgrounds 

Challenge: Putting young people through a series of challenging activities to take 
them out of their comfort zone and develop strength of character 

Increased responsibility and independence: Providing a journey that hands over 

more responsibility to young people as the programme progresses; simultaneously, 

it develops the leadership skills necessary to succeed in the workplace 

Reflection: Encouraging young people to reflect, supporting them to learn from their 

experiences and become more resilient, confident and more effective in their 

decisions and relationships 

Social Action: Enabling young people to connect with, and get involved in, their 
communities and develop skills that are useful for future employment 

Inspiration: Encouraging young people to flourish after NCS – continuing to mix, 
contribute to their community and achieve personal goals   
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NCS Journey: Young People 

General NCS Standards: 
 Learning and progression is monitored and supported throughout the curriculum 

 The curriculum is reviewed and developed to ensure it is in line with the needs of the 
young people and the requirements of the programme 

 The principles of Equality, Inclusiveness and Diversity are observed and promoted in 
the curriculum 

 Guided reflection is a core principle of the curriculum and is facilitated regularly 
throughout the programme 

 
 

Young Person Code of Conduct 
Participants have agreed to the following points: 

 

General Behaviour 
 Arrive on time for activities and meetings. 

Display and promote high standards of good behaviour at all times. 
 Respect other people. 

 Respect the team leaders’ decisions and instructions. 

 Value the help that others give you and acknowledge support from team mates, 
and staff. 

 Remember that everyone makes mistakes. 

 
Health, Safety and Welfare 

 Listen carefully to those who are instructing them, and act as directed. 

 Use equipment for the purpose it is intended and remember that others may also 

need to use it. 

 Take responsibility for their own safety and encourage others to enjoy activities 

safely and responsibility. 

 Inform an appropriate staff member if they intended to leave an activity at any 

time. 

Personal Actions 
 Think about improving their skills and try to develop themselves. 

 Win with modesty and lose with dignity when participating in competitive 

activities. 

 Inform the team leader or other appropriate adult of any issues or concerns they 

have including bullying. 

Team Working 
 Always speak to others with respect and listen to their opinions. 

 Contribute positively to team activities and co-operate with others. 

 Encourage others in a positive manner. 

 Applaud others’ efforts, contributions and endeavors as well as successes. 

 Avoid criticising a team member for making a mistake. 
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Social Media 
Agree to use smartphones and social media responsibly. 

Inappropriate use of smartphones and social media in the following ways will not 

be tolerated: 

o To invade people’s privacy.

o Taking indecent/obscene pictures of yourself and others.

o Cyber bullying.

o Accessing and/or distributing inappropriate images or other material.

Alcohol and Drugs Statement 
They understand that NCS participants are not permitted to consume alcohol or 

take drugs of any kind whilst involved in NCS activities. 

Unacceptable Behaviour 

The following examples constitute unacceptable behaviour whilst participating in NCS, 
although they are not an exhaustive list: 

Disrupting sessions/activities. 

Having fun at the expense of others or embarrassing them. 

Engaging in offensive, insulting or abusive language. 

Abusing or disrespecting other participants and staff members. 

Stealing or deliberately damaging equipment or belongings. 

Participating in any activity which constitutes a form of bullying either by yourself 

or as part of a group. This includes: 

o Physically – pushing, hitting, kicking, pinching, etc.

o Verbally – name-calling, spreading rumours, constant teasing and sarcasm.

o Emotionally – tormenting, ridiculing, humiliating and ignoring.

o Racially – taunts, graffiti and gestures.

o Sexually – unwanted physical contact or abuse.

o Electronically – unwelcome texting, e-mails and blogs.

Participants must not: 
Enter rooms or tents of other young people 

Code of Conduct Breach: 
If young people do not follow the Code of Conduct, any or all of the following actions 

may be taken by NCS staff: 

Require the young person(people) to apologise to team mates, other participants 

or staff members. 

Subject the young person to an appropriate sanction or to participate in 

mediation. 

Speak to parents after speaking to Wave Leader 

Provide formal warning. 

Ask the young person to leave the programme (this action cannot be taken unless 

 directed by your Programme Manager – completed incident forms required). 
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Phases 
 

Phase 1 - Adventure Standards 
 Young people are successful at developing team working and leadership skills 

 Young people engage in activities that are structured and challenging and 

designed to facilitate positive team working and social interaction 

 
 

Phase 2 - Discovery Standards 
 Young people develop personal and social development skills 

 Young people learn and practice new skills 

 Young people increase their independence and responsibility 

 Young people explore opportunities for Social Action Projects 

 

Phase 3a - Social Action Project Planning Standards 
 Young people are given support to choose their Social Action Project 

 Young people design and develop their Social Action Project whilst receiving 

structure and support to keep on track 

 Young people present their idea for a Social Action Project to an audience 

 

Phase 3b - Social Action Project Delivery Standards 
 Young people deliver their Social Action Project, receiving support where required 

 

 

3 week model 4 week model 
 

Week 1 = Phase 1 Week 1 = Phase 1 
Week 2 = Phases 2 and 3a Week 2 = Phase 2 
Week 3 = Phase 3b Week 3 = Phase 3a 

Week 4 =Phase 3 b 
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NCS Journey: Staff 
 

Phase 1 – Adventure 
 

Key Responsibilities / Expectations 
 

• Create a strong bond with your team of young people 

• Get involved in the activities with your team to enthuse and encourage them 
• Help to alleviate any concerns, worries, fears that young people may have 

• Complete all required paperwork fully and promptly 

 
Key Outcomes: 

 
• Young people are challenged physically and moved outside their comfort zone, into 

their stretch zone 

• Young people develop a strong bond with their team mates and mentor 

• Young people are successful at developing team working and leadership skills 

 

Phase 2 – Discovery 
 

Key Responsibilities / Expectations 
 

• Deliver engaging, interactive workshops to develop young people’s skills sets 
• Ensure that any spare time is spent engaging the team 

• Monitor behaviour of your team throughout all sessions and support external delivery 
providers 

• Motivate young people to begin looking at how they can utilise these skills for their 
Social Action Project 

• Complete all required paperwork fully and promptly 

 
Key Outcomes: 

 
• Increased independence and responsibility of young people 

• Increased knowledge and awareness of local community issues 

• Initial thoughts given to SAP ideas 

• Young people learn a variety of new skills whilst developing their personal skills 

 

Phase 3a - Social Action Project Planning 
 

Key Responsibilities / Expectations 
 

• Ensure all activities outlined in your Phase 3 guide are completed 

• Guide and support your team to identify and agree a suitable project idea 
• Manage expectations of the young people, keeping SAP ideas realistic and 

achievable 

• Assist where and when necessary for them to achieve desired outcomes, e.g. help 
shape presentations, keep them on track for deadlines 

• Complete all required paperwork fully and promptly 
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Key Outcomes: 
 

• Young people identify and choose an SAP that all members are happy with and feel a 
part of 

• Each member of the team has an identified, relevant role within the group to assist the 
planning of an aspect of the project 

• The team have a clear, viable SAP and know who the intended beneficiaries are, after 
consultation 

• Young people present their idea for their SAP to the Dragon’s Den panel 

 

Phase 3b - Social Action Project Delivery 
 

Key Responsibilities / Expectations 
 

• Support the team when and where required, using potential contact networks you may 

have, if applicable 

• Maintain interest and motivation from all members of the team to ensure all parties are 
contributing to the project 

• Encourage young people to think of wider implications, e.g. risk assessment of the SAP 

• Complete all required paperwork fully and promptly 

 
Key Outcomes: 

 
• YP deliver a SAP that adds value to their local community 
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LBD NCS Staff Structure 
- Each team will be made up of 12-15 young people a Team Leader and Team 

Mentor. There will be multiple teams on your wave. 

- Each wave has a Wave Leader who shall be your immediate point of contact 
throughout the programme. On larger waves, you may also have an Assistant 
Wave Leader. 

- During Phase 2, you may have a Night Duty Officer who is responsible for welfare 

and behaviour management during “after hours”, working closely with the Wave 

Leader. 

 

NCS Staff Structure 
 
 
 

 
Wave Leader 

Team Leader 

Assistant Wave Leader 

Programme Team 
 
 

Team Mentor 

Core Team 
 
 
 
 
 
 
 

Programme Manager 

Emergency On Call staff 
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On-call Rota 
There is support available to staff and parents/guardians 24 hours a day while we 

have young people on programme. Who is on call will change with office staff during 

office hours followed by senior staff during the evening and an overnight on call 

person. All people on call will be experienced NCS managers. Our phone system will find 

the correct person meaning that you only have to have one number. 

 

01827 337237 

 
Policies and Procedures 
The following procedures are to be understood and implemented by all staff whenever 
necessary; they are included here for your information and must be read prior to the 

programme commencing. The details below serve only as a summary, not in place of the 

full NCS policies with which you have been provided. If you are unsure, then refer to your 

Wave Leader for guidance. These policies are implemented to: 

 
1. Ensure the safety of young people and NCS staff. 

2. Protect the interests of staff, the By Design Group Ltd and associated companies, 

Regional Delivery Partners and the NCS Trust. 
3. Comply with current best practice, as detailed in the provided policies.
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Reporting Procedure 
 

 Incident, Accident, Allegation or Concern 
 
 

Is anyone involved in imminent danger? 
 
 

Yes No 
 
 

  Call emergency services on 999 
 

 

Report to Wave Leader. If Wave Leader is   not available or complaint 

is about them contact 01827 337237 
 
 

 

From this point on, the Wave Leader, Core Staff and Pharos will 

handle the situation; further information/support may be required 
 
 
 

 

Member of staff makes notes of their concerns/allegation. 
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Fire Safety 
In cooperation with other organisations, a fire safety policy is essential for the safety of 

young people, staff, and the general public alike. Our external providers shall carry out fire 

drills at their sites and their procedures are to be followed whenever necessary. 

 
At the universities, colleges, youth clubs and community centres we shall be using, it is the 

duty of the Wave Leader, or the appointed senior staff member on site, to provide a fire 

safety briefing. The briefing will cover all fire procedures and make the young people 

aware of the fire assembly points. 

 
Basic Fire procedure 
This procedure is to be given in a general briefing to the young people at the start of each 

phase of their NCS journey. 

 
Upon discovering a fire: 
• Keep calm 
• Raise the alarm 
• Leave the building at the nearest exit without stopping to recover personal belongings 

• Go to the Fire Assembly Point 

• Dial 999 and alert the emergency services 

 
Upon hearing the alarm: 
• Keep calm 
• Leave the building at the nearest exit without stopping to collect personal belongings 

• Go to the Fire Assembly Point 
• Dial 999 and alert the emergency services 

Remember: 
• Ensure that no one returns to the building until it is deemed safe and people are told to 

do so 

• Follow the instructions of the Wave Leader or a senior member of staff 
• Do not take risks. If you discover signs of fire put the fire procedure into action 

• Do not try to fight the fire. Your safety and that of others is your first priority 
 

Safeguarding Policy 
It is your responsibility to safeguard all the young people you come into contact with 
throughout the NCS programme. As detailed in the Safeguarding Policy, it is crucial that 

you are aware of current best practice whenever you are working with young people. A 

brief summary of the policy headlines are included below (for the full document, refer to 

the electronic copy provided or see your Wave Leader for a hard copy): 
 

Best Practice 
• Always be publicly open when working with young people. Avoid situations where you 

and a young person are completely unobserved 

• Situations will sometimes occur when, in order to teach or coach certain techniques, it 

is necessary to make contact with a young person. If this is the case, tell the young 

person beforehand and ask them if they have any objections. Ensure you are not 

touching them anywhere that could be deemed inappropriate 
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• All staff must respect the rights, dignity and worth of all, and treat everyone equally 
• All staff must place the well-being and safety of the young person above the 

development of the skill or performance 

• NCS staff should: 

o Never allow a young person to participate when injured 
o Ensure the equipment and facilities are safe and appropriate to the age and 

ability of the young person 

• Team Leaders must ensure that the activities which they direct or advocate are 
appropriate to the age, maturity and ability of the young person 

• All staff must consistently display high standards of personal behaviour and 
appearance 

 
You Should Never: 

 
• Engage in inappropriate physical activity with a young person, including horseplay 
• Use inappropriate language, suggestive, euphemistic, abusive, or otherwise, in the 

presence of young people 

• Overtly criticise or use language or actions which may cause the young person to lose 
self-esteem or confidence 

• Share a room with a young person, if you have to enter their room ensure you are with 
another staff member and are gender appropriate 

• Spend time alone with a young person away from others and outside of a working 
situation 

• Take a young person alone on a car journey, however short the journey 

• Take a young person to your home 
 

Abuse 
 

All staff members have a duty of care to protect all young persons under their supervision 

from possible causes of abuse. Staff also have a responsibility to be aware of possible 

indicators of abuse. The Team Leader/Mentor’s main role in the protection of young 

people is: 

 
• To be aware of the symptoms young people may display if suffering from any form of 

abuse 

• To report any suspicion you may have about possible causes of abuse 

 

A non-exhaustive list of possible abuse indicators and summary is available in the By Design 

Safeguarding Policy, sections 3-5. 

Abuse can be suffered in many different ways, as detailed during your training. Alert the 

Wave Leader of any observations or concerns you may have. You may also be witness to 

a young person disclosing information to you about their abuse experience. 

If a young person discloses information to you: 

• Listen to the young person completely and if necessary ask another member of staff to 

release you from other work you may have been doing at the time 

• Record information on an Incident Form using their vocabulary 
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• When talking to a young person, try to allow them some privacy. You may want to use 

a separate room or a screened off area but if this is the case you must still be visible to 

other members of staff. Never close a door to talk to a young person if you are alone 

with them 
• Contact your Wave Leader immediately 

• The Wave Leader will contact Learn By Design’s Designated Safeguarding Officers 

• Do not disclose any information to any other members of staff, to other young people 
or to anyone else. You have an obligation to respect the young person’s confidentiality 

• At the end of the disclosure let the young person know that you can NOT keep the 
information private between you and them if they have asked you to, but will only 

inform the relevant people in order to help the situation 

• If the complaint is about the Wave Leader, contact the Learn by Design Designated 
Safeguarding Officer on 01827 337237 

 
 

Health and Safety Procedures 
It is the responsibility of all staff to ensure the safety of the participants, colleagues and all 

others who may be affected by the activities undertaken in the programme. 

 
All Health and Safety procedures are designed to: 

 

• Promote standards of health, safety and welfare within the company and to ensure 

compliance with the relevant statutory provisions, as detailed in the Health and Safety 

at Work, etc Act, 1974, and the Management of Health and Safety at Work Regulations, 

1999 

• Create and maintain safe and healthy places of work for all employees and to ensure 

that the safety and health of persons other than our employees are not adversely 
affected by our work activities 

• Ensure that staff members at all levels are provided with adequate instruction, training 
and supervision 

• Develop safety awareness and responsible attitudes at all levels 

As such: 

• All staff must ensure that the working environment is safe for the activity that is taking 
place. This includes the space in which the activity is taking place and the equipment 
that is being used 

• Staff should take necessary measures to make safe areas/equipment, if doing so does 

not put them or anyone else in danger. In the case where this is not possible, all activities 

should cease immediately and necessary steps taken to ensure the safety of all those 

who may be affected 

• All broken or damaged equipment is to be removed from use and labelled 

appropriately 
• In all cases where action has been taken the Wave Leader must be informed 
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Control Measures 
The following procedures are in place to identify safe working practices at locations of 

workshops / events, etc. All pre- booked spaces will be risk assessed by a senior member of 

By Design staff. In addition: 

• NCS Team Leaders will undertake a standard risk assessment of each SAP day and of
the proposed event/location/premises and equipment

• The risk assessments will be conducted on the standard By Design Group Risk
Assessment and Hazard Identification Checklist

• The risk assessment will be conducted by the senior By Design Group staff member on
the site if there is not one in existence

• All Foreseeable hazards / risks should be clearly identified together with adequate and
suitable control measures

Reporting Accidents 
• All accidents will be reported in line with the Reporting of Injuries, Diseases and

Dangerous Occurrences Regulations (RIDDOR) 1995

• All accidents (where basic first aid is given) will be recorded on a By Design Group
Accident Report Form

• All employees and associated helpers / volunteers will have a responsibility for reporting
accidents immediately

Accident or Injury Action Plan 
In the event of an accident or injury (where location specific procedures do not exist): 

• Apply basic first aid to ensure the safety of the injured party

• If required as deemed necessary by either a relevant First Aider or a responsible person:

o Call an ambulance
o (Wave Leader) Contact the parent or guardian of the individual(s) involved if a

juvenile

o Complete the Accident Report Form and other necessary documentation as soon
as practical

Emergency Contact Details, Medical Forms and 
Dietary Requirements 

Emergency contacts, dietary and medical information for each participant will be kept 

under a double lock system and stored by the Wave Leaders. Details of specific individuals’ 

medical and dietary needs specific to your team will be provided to you. This must be held 

securely in a locked bag and stored in a locked room when not being used. 

We can only inform you of details that the young person/parents have provided – there 

may be further information that has not been disclosed to us, so talk to your team. 
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Lost/ Missing Person Procedure 
In the event of a young person being lost or missing it is the responsibility of the most senior 

member of staff (Wave Leader) on site to establish the nature of the situation. The next step 

is to implement the following procedure: 

1. Ensure the other participants are safe and with appropriate supervision

2. Calling the missing person’s mobile phone

3. Inform the Wave Leader

4. It is necessary to inform the security/management if you are on a residential activity or

out on a trip at a third party location

5. Implement a quick search of likely places of where the person may be, then report

back to the Wave Leader. (In certain cases i.e. at the residential centres a missing

person’s procedure will be implemented by the site’s staff)

6. If the young person remains missing then a continuous search of appropriate areas shall

be carried out. After 1 hour from when the young person is reported missing, the NCS

On Call Team shall be informed

7. If other young people are aware of the situation, ensure that you have asked them if

they know where they may have gone, and if they can contact the person

8. If the young person is still unaccounted for after a period of 2 hours from when they are

first reported missing then the emergency services should be informed and the young

person’s primary carer called by the Wave Leader

When considering the incident level associated with a missing or absent person, consider 
the following important factors: 

mental state 

pre-existing medical conditions 

medical plan/ regular medication requirement / medical forms requirements 

physical location 

context ie time last seen and /or what they were doing 

time day 

weather 

previous occurrences 

referring agency risk assessment / Parent or Guardian (PG) disclosures / Young 

Person (YP) disclosures on programme / college referral 

personal belongings i.e phone, baggage, medication 

behavioural record or potential history 

history of substance misuse 

Coach Trips 
Prior to the departure of any coach trip throughout the programme, a register and 
head count should be taken by the Coach Lead 

Every Team Leader/Mentor should be aware of the members in their group and 
remain with their group during the trip; they will also conduct regular head counts 
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 Upon arrival at a new location, the participants must be shown a designated 
meeting point or safe place in the event of an individual becoming detached from 

their group 

 A register and headcount will be conducted prior to departure from the trip and 
any associated stops, if anyone is unaccounted for then the missing person’s 

procedure should be implemented 

 In the event that person remains lost and the coach is due to depart then at least 

one, preferably two, staff members shall remain behind to continue the search, and 

alternative travel arrangements shall be made for their return 
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Working with Individuals who Identify as Transgender 
 

Transgender is an umbrella term used to include transsexual people, transvestites and 

crossdressers, as in “the transgender community”’ (Gender Trust, 2016). Gender identify 

refers to the “gender to which one feels one belongs” (ibid) and is independent to 

someone’s sexuality (although LGBT does link together lesbian, gay, bisexual and 

transgender). 

If someone identifies as transgender, this typically refers to them identifying with (or 

acquiring / choosing) a different gender to the one they were born into. In addition, 

someone may also identify as intersex, non-binary, gender fluid, agender or gender 

queer (meaning they do not identify solely and entirely with, or at all, being either female 

or male). 
When working with an individual who identifies as transgender, it is important to: 

• Consider the person as the gender they identify with 

• Use the name and pronoun the person has asked you to 

• Check with the person as to how they choose to be addressed 

• Respect people’s privacy: do not ask what their ‘real’ or ‘birth’ name was 

• Do not make assumptions about the person 

• Remember, it is any individual’s choice to represent themselves in 

whichever way they feel comfortable. 

With specific reference to young people attending the residential aspects of the NCS 
delivery programme, it will be important to consider how a young person who identifies 

as transgender is accommodated overnight. Bedroom, toilet and shower facilities will all 

need to be considered, to ensure the young person is comfortable and that their 

identified gender status is respected. 

Working in partnership with the individual to identify possible solutions to potential issues 

will ensure: 
• No assumptions are made regarding what is ‘best’ for the individual or situation 

• The individual can consider and choose what is best for themselves and what will 

allow them to be comfortable 

• The negative impact of any potential issues will be minimized 

• Any positive impact through resolving any potential issues will be maximised. The 

Equality Act 2010 

Gender reassignment is a protected characteristic under the Equality Act 2010. 

Should any member of staff or participant be treated differently because of their chosen 

gender identity, this will be treated seriously and be considered a disciplinary matter. 
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Sickness Policy 
If a participant becomes unwell, and you judge that it is to their detriment to continue 

participating in activities, you are advised to: 
 

 

 
 

Contact the Wave Leader immediately and supervise the young person until issued with 
further instructions. 

 

Young People’s Medication 
Any young person who has to take regular medication shall, in most instances, be able to 

administer the medication themselves. If this is not the case, it will be noted in the medical 

details 

 

Accidents and Incidents 
• All accidents and incidents should be recorded on the appropriate form, as well as 

minor incidents (including near misses). 

• If the accident requires first aid treatment then an Incident/Accident Form should be 
completed. 

 

Involvement with Emergency Services 
If a young person has had an accident or becomes unwell to the extent that emergency 

services are required then: 
 

 
 

 
 

 
 

Please note that an ambulance should be called as a result of any head injury. 
Parents and guardians should be contacted if emergency services are called, even if the young 
person does not go to hospital. 

 
Record all information about your and the young person’s actions on an incident report 

form/accident form. 

 
Inform the NCS Management Team at the earliest opportunity. 

 

Inform the Wave Leader immediately 

 
Record all information in Accident/Incident form 

Remove the young person from activities that are likely to deteriorate their state of health. 

Contact the Wave Leader. 

 
Call emergency service – (999, 112) 
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Whistle Blowing 
It is the duty of every member of staff to speak up about genuine concerns in relation to 

criminal activity, breach of a legal obligation (including negligence, breach of contract, 

breach of administrative law), miscarriage of justice, danger to health and safety or the 

environment, and the cover up of any of these in the workplace. It applies whether or not 

the information is confidential. 

 

Any individual who has reasonable suspicions of malpractice should initially take their 

concerns to their Wave Leader. If concerns arise about the immediately superior member 

of staff, please share concerns with a more senior member of staff. 

 
As communicated in training should a concern arise please contact head office in the first 

instance 01827 337237. 

 

Complaints 
As a company we welcome feedback and the opportunity to address any concerns or 

complaints that you have. This can be done by either directly via the Programme Manager 

or directly to Learn by Design’s Director of NCS at richardshaw@bydesign-group.co.uk 

 

Food Safety 
• Anyone handling food must wash his or her hands in warm water with soap first 

• No food should be kept on the floor 

• Ensure all meat/fresh produce is refrigerated 

• Never store uncooked meat with cooked meat, or other items that are ready for 

consumption 

• Ensure all areas used for preparation are thoroughly cleaned before beginning, and 
properly cleaned afterwards 

• Lunch should be eaten in a different area from any arts and crafts activities 

• All tables used for food should be wiped clean with disinfectant prior to their use 

• Make sure all food is thoroughly cooked prior to consumption (take special care 

with white meat) 

• Ensure consideration is given to keep meet away from non-meat products to ensure 
that there is no cross contamination 

• Ensure that any waste is disposed of properly. Bins or bin liners should be available to 

clear waste (do not allow these to overflow and ensure that they are sealed after use), 
tables should be disinfected, and floors should be swept after food 

 

Unacceptable Behaviour 
Young people on the programme accept the terms of a code of conduct for the duration 
of NCS. As such, they agree to: 

 

• Take part in all programmed activities (unless with acceptable reason for non- 
participation) 
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• Participants must not leave the residential site or other site without permission from 
their Team Leader 

• Follow any emergency procedure as directed by their Team Leader or other 
member of staff 

• Not enter other people’s rooms 

• Not consume, nor have about their person, any alcohol 

• The use, possession or sale of any illegal substance is strictly forbidden and carries a 
zero tolerance sanction 

• Involve themselves in dangerous activities that will cause injury to themselves, other 
participants or staff 

• Not engage in anti-social or abusive behaviour towards other participants or staff 

 

The discussion of various acceptable behaviours (that don’t counter those above) is 
acceptable at Team Leaders’ discretion, should they want to reinforce or cover any points 

in particular. 

All cases of unacceptable behaviour MUST be reported on an incident form as evidence. 

Before a young person is approved for removal, the office will need to see evidence as to 

why. 
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Staff Code of Conduct 

General 
Please ensure your conduct is one of a professional nature at all times during your 

employment period. Your conduct towards young people, the general public and your 

colleagues is a reflection on the organisations you are representing. 

 

Punctuality 
To maintain a positive working environment, please ensure that you arrive on time to work. 

Teamwork is the key to the NCS programme; please don’t let your colleagues down. This 

also applies to staff meetings. 
 

Sickness 
In fairness to your work colleagues, you are required to notify your Wave Leader, of your 

absence by 8.00am on the day you are sick. There will be no payments made for the 

absence of any employee for whatever reason during the contracted employment 

period. 
 

Equipment 
All equipment needs to be looked after with care and kept in a clean and tidy condition. 

The use of a checklist is compulsory to ensure all equipment is accounted for. You are 

responsible for all equipment in your possession and should leave it as you find it. 

 

Behaviour Management 
For your own protection, and that of the young person, physical punishment of any young 
person is not permitted. The disciplining of young people, in most cases, shall be left to the 

discretion of the Team Leader; please be aware that standards need to be set for the 

purposes of control, and establishing the ‘rules’ early on is essential. In cases where a young 

person’s misbehaviour is of a more serious nature, the Wave Leader will take over the 

disciplinary escalation procedure. 
 

Uniform 
T-Shirts and Lanyards (with ID badges) are provided. Lanyards should be worn at all times 

while on programme. T-shirts should be worn at departure day. Uniforms are worn for 

identification purposes, many of the staff will be only several years older than the young 

people so distinction between staff and participants is essential. Please look after your own 

t-shirt. Remember that what you do while wearing the uniform reflects on the NCS project, 

the By Design Group Ltd, Regional Providers and the NCS Trust. You will be asked to return 

your ID card on your last day of work. You may keep your lanyard and t-shirt. 

 

Personal Belongings 
Please limit the belongings you bring to site to the bare minimum.  
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Inappropriate Behaviour 
Although we recognise that the NCS project should be fun for everyone, we still expect 

staff to perform appropriately and professionally at all times. Staff should consider their 

actions very carefully and recognise that we take inappropriate behaviour very seriously. 

Please bear in mind that these guidelines are in place not only to protect the young people 

under your supervision, but also to protect yourself against any safeguarding issues. 

Remember you are in a position of responsibility: as such, you should act in an appropriate 

manner at all times. 

Remaining on Site 
No staff member is permitted to leave their venue under any circumstances during working 

hours. While on residential trips you will be required to be on call throughout the night in 

case of emergencies. 

Smoking/ Vaping Policy 
Smoking/Vaping is only allowed in the designated areas at the various locations, these will 

be shown to staff upon first arrival at the areas. Smoking/Vaping is only allowed during 

scheduled breaks throughout the day. 

Disclosure and Barring Service (DBS) Checks 
It is the policy of the By Design Group and its subsidiary companies that all employees, who 

will be working with young people, have a satisfactory Disclosure and Barring Service 

certificate (previously CRB) completed to the enhanced disclosure level. Employment 

(when working with young people) will be subject to a satisfactory DBS check. 

Alcohol and Drug Policy 
The consumption of alcohol or drugs is not permitted at any time during working hours: this 

includes evenings while on residential stays as you will be on call throughout the night. Staff 

must also consider how their consumption of alcohol or other substances outside of 

working hours might affect their performance at work. 

Equal Opportunities Policy 
The By Design Group is committed to the principle of equal opportunity in employment. It 

is committed to ensuring that no applicant or employee receives less favourable treatment 

on the grounds of gender, marital status, race, colour, nationality, ethnic or national origin, 

religion, disability, sexual orientation, HIV status or unrelated criminal convictions and 

without arbitrary restrictions in respect of age, or is disadvantaged by conditions or 

requirements which cannot be shown to be justified. 

Disciplinary and Grievance Procedures 
If you have a grievance relating to your employment, you should proceed in accordance 

with the Company’s Grievance Procedure, set out in the Disciplinary and Grievance Policy 

provided electronically, and in hard copy with the Wave Leader. The Company deals with 

disciplinary matters in accordance with its Disciplinary Procedures, set out in the above 

policy also. 
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Contacts 
In most instances, NCS specific staff are likely to be the most useful. There may be 

times however, where issues go beyond the remit of NCS staff. This is when we may 

inform the young people of other contacts that they can get specific support from. 

If you have a concern about a young person then the first step would be to contact 

By Design NCS Designated Safeguarding Officers (DSO) on 01827 337237 who will 

decide on the best course of action 
 

Emergency Contacts 
Police, Ambulance or Fire - Call 999 / 112 

 
Health Contacts 
NHS Direct – Call 111. If a young person or member of staff is feeling unwell but the 

problem is not a medical emergency, then contact NHS where a health advisor will 

advise you in the next steps. 

 

General Contacts 
Emotional Support 
The following organisations offer support to young people on any issue, this 

includes bullying, family relationships, abuse, sexuality, mental health and just 

about anything else that a young person would like to talk about. 

 
The Mix 
NCS have formed a partnership with The Mix (formerly known as Get Connected), 

a free and confidential helpline service for young people aged 16-25. The Mix 

can be contacted by phone, email or web-chat: 

 

Helpline number: 0808 801 0300 (Open from 11am - 11pm every day) 

 

Through The Mix young people will be signposted to additional support or 

resources. They can also access up to 7 free counselling sessions with The Mix. 

 

Email and webchat can be accessed here: http://www.themix.org.uk/get- 

support/speak-to-our-team 

 
Childline 

 
Childline is there to help anyone under 19 in the UK with any issue they’re going 

through. Whether it’s something big or small, their trained counsellors are there 24 

hours a day to support young people by phone or online. 
 

Call: 0800 1111 

Visit: www.childline.org.uk to have a 1-2-1 chat / email with a train counsellor 
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Samaritans 
 

Samaritans provide a confidential listening service around the clock for anyone in 

the UK to talk about anything. 

 

Call: 116 123 

Email: jo@samaritans.org 
 

Dealing with Bereavement 
 

Child Bereavement UK 

 

Child Bereavement UK supports families when a baby or child of any age dies or is 

dying or when a child is facing bereavement. 

 

Call: 0800 028 8840 

http://www.childbereavementuk.org/support/young-people/ 

 

Eating disorders 
 

Beat 

The Beat Helpline is available for support and information to people who have 

concerns about there relationship with food, who have an eating disorder or worried 

friends and family. The helpline and online chat service are available from 3pm – 

10pm every day 

Call: 0808 801 0711 

Email: fyp@beateatingdisorders.org.uk 

Visit: http://www.b-eat.co.uk/ 

Sexuality 
 

Stonewall Youth 
Support for LGBT community surrounding coming out along with information on other 

problems. 

Call: 0800 0502020 

Visit: www.youngstonewall.org.uk/ 
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Gender Identity 

 

Mermaids 

 

Support for children and young people up to 20 years old who are gender diverse, 

and their families, and professionals involved in their care. 

 

Call: 0344 334 0550 (Monday – Friday 9am – 9pm) 

Visit: www.mermaidsuk.org.uk 
 

Online Safety 

CEOP / Thinkuknow 

The online world can be a scary place, if a young person has seen something online 

that worries them they can report it or get more information at the website below 
 

Visit: https://www.thinkuknow.co.uk/ 
 

Sexual Health The 

Brook 

For information, advice and guidance on all things sexual health, young people 

can access support from The Brook. 
 

Visit: https://www.brook.org.uk/ 
 

 

 
 

Social Media 
Make sure your team know about the NCS hashtags and use them when posting: 

 
Use #NCS and your city hashtag to help us see where you’re taking part in the 

programme. 

Don’t forget to follow and tag us! 

 

@Learn 

by Design 

 
NCSYes 

@NCSYes 

 

 
/ncsyes 

/ncs 

@NCS 
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Call for Content 
We want to see your team’s pictures, videos, snapchats and more! Make us jealous with 

the fun you’re all having on-programme by including the NCS hashtags.  

 

Your team can share anything at all (as long as it is appropriate), from the big 

adventures to the quiet chilled out moments – we love seeing everything you get up 

to, so feel free to get creative. And you never know, we might even use it in the next 

marketing campaign. 

Here’s some inspiration: 

• Boomerangs of the outdoor action in phase 1 

• A group selfie in halls in phase 2 

• An image of your team by an iconic location 

• A 360 photo during a team activity 

• A video rendition of your team’s favourite song. 

• A video of your team’s NCS chant 

• A time-lapse of your team prepping a delicious dinner 

• Images sharing your team’s social action work 

 
Remember that this should be driven by the team with them taking photos and 

sharing not you! 

Celebration Event 
Every young person and every member of staff attends the Celebration Event for their 
wave. This is an opportunity for all young people to take great pride in their achievements 

during the programme, informing parents, other teams and local VIP’s of what they 

have accomplished on NCS. At this event they will also find out more information 

about opportunities that are open to our graduates. 
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Following the NCS Programme 
 

Make sure your team are aware of all the ways they can be involved in the programme 

after their celebration event. 

 

NPS and Rant and Rave 

 
The Sunday following the programme, all young people and their parents will receive a 

text from the NCS Trust asking them on a scale of 1-10, how likely they are to recommend 

NCS to a friend. They are then given the opportunity to explain why they have provided 

this score. 

 
Net Promoter Scores – NPS. 

Net Promoter Scores are a tool used around the world to calculate the reputation of 

products and services on the likelihood that an individual would recommend them. 

While generally we might feel that to give something a score of 7 or 8 out of 10 was a 

good score, with NPS these scores effectively count as 0. Anything lower than a 7 

equates to -1, and only scores of 9 or 10 count as +1. 

Our aim is that all young people will be promoters of the NCS programme, and therefore 

give scores of 9 or 10. 

 
Feedback from previous programmes shows that the biggest influence in the scores that 

young people provide is the staff that work with them. If they find that their programme 

didn’t live up to expectations for one reason or another, but they had a lot of positive 

stories to tell about their experience with the wave staff, they are likely to still view the 

programme in a positive (promoter) light. You really are the MOST important element of 

the NCS programme to the young people. 
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The Extension Phase. 
Team Representative. 
Each team will elect a team representative. Those representatives will have duties during 
the programme including ensuring all materials for their graduation are ready. They will 

also be the individual that will tell their team’s story at graduation. Each of these 

individuals will automatically become a member of the Local Youth Board and the 

steering group, though they can also bring other members of their team along. 

Your team can decide on the team representative at any time during the first two 

phases, however this will be announced alongside the other team representatives on 

your wave on the final morning of Phase 2. ALL young people must be given the 

opportunity to be Team Representative, and to have their say on who it should be. The 

final decision within the team should be completed as a private vote. 

Wave Representative 
Across the entire wave, those who are interested in becoming the Wave Representative 
will be voted for. This vote must be done privately and counted by the Wave Leader. 

Each young person that would like to be Wave Representative will deliver a short speech 

to the wave explaining why they should be elected. The Wave Representative will host 

the graduation (with support from LBD). The Wave Representative will become both a 

member of the Local Youth Board and the Learn by Design National Youth Board. This will 

be made up of 32 young people from the 7 contract areas we are delivering NCS this 

summer. This will increase after the Autumn programme when additional waves take 

place. The Wave Representative will be announced on the final day of Social Action and 

reported back to the office for Graduation preparation. 

Graduate Opportunities 
There are numerous opportunities for graduates after the programme. Please encourage 

your team to ensure we have their correct contact details in order to be kept up to date 

with what they can get involved in. During Phase 2 you will have a short session outlining 

graduate opportunities. 

Opportunity Hub 

Graduates will be able to use their My NCS login to access incredible opportunities 

and continue making a difference in their local community, plus gain experiences to 

boost their CV or UCAS application. Access the opportunity hub here: 

opportunityhub.ncsyes.co.uk 

Regional Youth Board 

For those young people who want their voice heard, the NCS Regional Youth Board 

could be for them. They can apply even when they are still on-programme or once they 

have graduated. 

Action Day 

This is a great opportunity for grads to come back together in a day of nationwide 

action. Driven by the Youth Boards, grads are supported to plan their own social action 

projects up and down the country. 
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Training Reminders 
Register Guidance 
Phase 1 and Phase 2 registers. 

1. Each young person must sign the register at the start of Phase 1. 

2. Enter a tick for attended or a cross for did not attend under each day. 

3. Each young person must sign the register on the last day of the phase. 

4. Once the phase has been completed, the Team Leader should write their name, 

sign and date the register. The date must be the last day of the phase. 

5. If a young person changes teams, this should be detailed in the comments 

section. 

6. Any absences should be clearly recorded. If a young person is absent, or has 

dropped out from the programme, you MUST call the office immediately. 

Phase 3 registers. 
1. The number of hours must be entered into each day’s box, along with either ‘P’ to 

indicate the day was spent on planning, or ‘D’ to indicate the day was spent on 

delivery. 

2. Delivery must form 50-80% of time spent on Phase 3. 

3. The comments section must include the name of the charity that was supported, a 

brief description of the completed action and the result that has been achieved 

(amount raised or awareness). 

 

The slides from the training about registers are at the back of this book 

 

Social Media and Work Phones 
• You should never contact young people by any personal means. 

• No young person or parent should ever have your personal phone number, email 

address or other contact details. 

• As you are in a position of trust, this includes the period of 2.5 years following 

the young person’s involvement in NCS (with or without you). 

• You should not take any photos of young people on the programme. Encourage 

your team to take photos and share through tagging Learn by Design’s social 

media accounts or to your wave’s USB memory stick. 

• Certain roles will be provided with a work phone. These phones are very basic, but 
you must use this phone to contact the young people or parents. 

• You cannot set up WhatsApp or other messaging groups with your young people. 

• If you have any difficulties with your work phone, please contact your Wave 

Leader. 

• If you are not provided with a work phone, you should not be contacting young 
people. 

• During the programme, you will be provided with various resources. All resources 
are expected to be returned on the final day of Phase 3, in original condition. 
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Locked bags 
Team Leaders will be provided with sensitive information including registers, medical 

information and contact details for the young people in their team. Every Team Leader 

will be provided with a padlock and must ensure this is used to keep their bag secure. 

Inspections will take place to ensure that this information is locked away. 

• Do not pass any information about anyone, to anyone! Email, verbal, social media 

etc. 
• All enquiries for information must be passed on to your Wave Leader. 

• Any information carried must be kept locked away and securely in your bag. 

• All provided information must be returned at the end of Phase 3. 

• Any breach of data protection must be reported immediately. 

• All data breaches will be investigated with you by the regional provider and NCS 
Trust. 

 
Disclosure Tips 

• Be a good listener and don’t appear shocked. 

• Don’t promise unconditional confidentiality – You will need to inform your Wave 

Leader and/or the DSO – but assure them that this won’t be shared with 

anybody that doesn’t need to know. 

• Take what the young person says seriously – regardless of if they have openly lied 

about things in the past – you must ALWAYS take a safeguarding disclosure 

seriously. 

• If they are freely recalling, let them finish 

• Don’t ask leading questions – For example, you could ask “who did that?” rather 

than “was that your dad?” 

• Don’t investigate – It’s not your job! Gather the information and pass it on. It will be 

handled by a professional. 

• Tell them they have done the right thing in telling you and don’t allocate blame 

• Tell them what will happen next – Explain that you will pass this information onto a 

professional. They are likely to want to contact the young person, support will be 

provided throughout. 

• Make a note of the conversation as soon as possible, using their words and pass 

on to your Wave Leader or DSO 

 
Behaviour Management Tips and Techniques 

• De-escalate. 

• Focus on primary behaviour. 

• Solve the problem, don’t win the argument. 

• Every day is a fresh start, don’t carry baggage that will define your relationship 
with a young person. 

• It’s NCS not Eastenders, there are no situations on NCS that will be improved by 

adding drama. 

• Work as a team, other members of staff might have a solution you haven’t thought 

of or might be better placed to develop a positive relationship with a particular 

young person. 
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Do 
• Establish team rules early in Phase 1. 

• Treat the young person with respect. 

• Be consistent. 

• Positive re-enforcement. 

• Be firm but fair. 

• Understand that bad behaviour is often the visible manifestation of other, 

underlying problems. 
• Know your participants. 

• Report bad behaviour in your team early to your Wave Leader. 
 

Don’t  
• Use good cop, bad cop techniques. 

• Ever shout at a participant unless they are at risk of immediate danger. 

• Use three strikes and you’re out techniques. 

• Have favourites. 

• Humiliate a young person in front of their team/other young people. 

34



 

Guided Reflection 

Guided Reflection aims and outcomes 
• Guided Reflection is a way to enable young people to make the most of their NCS 

experience. 

• The young people should be supported to reflect on their experiences, the personal 
impact of these experiences, and future implications of their experiences. 

• NCS is about personal and social development; building on existing skills so the 
young people are better prepared for their future life and work. 

• Team Leaders must ensure reflective activities with YP take place at least once a 
day throughout the programme. YP are helped to reflect on recent experiences, 

the decisions they made, and their interactions with others. 

 
Your approach to reflection has a big impact on the young people! 

• Help the group work together towards achieving its goals. 

• Be aware of group dynamics. 

• Guide rather than lead. 

• Draw out the opinions and ideas of the group members. 

• Challenge and question. 

• Remain neutral. 

• Encourage self-leadership and self-reflection. 

• Take risks. 

• Be transparent. 

• Keep focus. 

• Ask questions to get reflection started. 

• Encourage positivity. 

• Listen. 

 

In its simplest form ‘guided reflection’ asks three basic questions. 
 

What – So what – So now what? 
 

‘What?’ ask people to recount what happened in their experience 

• Examples: How did your team do? 

Where did you go wrong? 

Who came up with the ideas? 

Who took the lead? 

 

‘So, what?’ ask people to identify the learning 

• Examples: Is that important? 

Did you know you could do that? 
Can you see why that worked? 

How would you do things differently? 

 

‘So, now what’ ask people to make a commitment to change 

• Examples: What will you do differently in future? 

Can you make a promise to the group? 

What support are you going to get? 
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Included on the next few pages are samples of guided reflection tasks, the list is non- 

exhaustive and only a guide – Leaders have the scope to be creative and deliver their 

sessions as they see fit, provided YP reach the outcomes detailed above. 

 
Daily Scoring 

 
Each member of your team must complete their daily scoring sheets with their 

Leader/Mentor. Scores provided should not be shared with other YP but discussed directly 

with the YP. If these young people are not giving themselves credit for their abilities or their 

improvements, Leader and Mentor are expected to (gently) challenge them and 

encourage them to view more of the positives from their day/week, resulting in a higher 

daily score. 

These daily scores can be used with young people at the end of the programme to discuss 
overall scores for the programme. 

Guided Reflection Activity Examples 
Wallpaper Journey 

 
Divide a roll of wallpaper into equal lengths. At separate points during the YP’s NCS journey, 

get them to fill in a section in whatever way they see fit. 

 

YP decorate the paper, with thoughts, emotions, pictures, and experiences – anything they 

feel that encapsulates their journey at that point – as a team, in an effort to create a 

memorable picture. The decorated section is then rolled up out of sight. The next time the 

young people do the activity (the next night, later in the phase, the end of the journey) 

they decorate the next section, without unravelling the first. The second section is then 

rolled up as well, and young people decorate a third section the next time. 

 
At the end of the journey, young people unravel the paper displaying their decorations 

side by side. This should give a really good visual representation of their journey and serve 

as a nice reminder of particular aspects of it. 

 
Video Diary 

 
A ‘talking head’ interview styled activity. Using a provided handheld video camera, team 
members are able to be ‘interviewed’ by others. This offers an opportunity as a reflection 

tool to review feelings/thoughts/emotions as all ‘diary’ entries can be digitally stored. This 

could be administered as a group interview or done individually. Leaders are at liberty to 

direct appropriate questioning or allow other YP to devise their own. Some suggestions 

could be: 

 

- What were you nervous about today? 

- What have you achieved this day/NCS journey? 
- What challenged you? 

- What would you do differently? 
- How will that now influence you in the future? 

- What was your favourite aspect of this day/NCS journey? 
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Positive Thoughts 
 

YP attach a sheet of A3 paper to their back. Team members then go around and write 

positive things about their team members on their back. This could be done broadly – with 

positive comments about team members in general – or off the back of a day’s activity, 

with comments focussed on what people did well that day. YP can then read off their 

comments by way of positive reinforcement and see if they correspond with their own 

experiences of the day. 

Personal Letters/ Postcards 
 

A task that works really well in the early stages of the programme. YP write themselves a 

postcard/brief letter about how they feel on that particular day or part of the programme. 

 
The idea of the exercise is that leaders collect addressed letters, which are then sent back 

to young people at a later date. This allows them to see their progression from the 

beginning to the end of the programme. It could be that YP focus on a particular element 

of the programme, or a particular thing they found difficult or challenging, or their emotions 

holistically at this point. 

Parts of a Boat/ Car 
 

A really simple task where YP draw a part of a boat/car that symbolises the role they played 

in that day’s activities. YP can then attempt to collate them into a larger picture, with all 

team members included. Example parts of the boat could be: 
- Rudder - Mast - Keel 

- Lifeboat 
- Anchor 

- Tiller/wheel 

- Lookout/crow’s nest 

- Sail 

Or more abstract parts: 
  

- The wind 
- Hole in the side 

- Iceberg/obstacle 
 

 
Positive Post/ Warm Fuzzies 

 
Each YP has an envelope and 14 pieces of paper. Each YP writes a positive comment 

about their experiences with each other member of their team and ‘posts’ it into their 

envelope. This is then sealed and taken away with the YP. This works as an excellent wrap- 

up task at the end of each phase (particularly the residential) as YP can take their positive 

posts away to read over a weekend or on a return coach journey. 

 
Draw Something 

 
YP splinter into small groups and produce a picture of things that inspire them. This can be 

completely unbounded – YP produce one picture, or a series of smaller individual pictures. 

This works really well when YP realise other YP share similar motivations. This task can also 

be reworked as a picture task describing where YP might like to be in the future: what 

motivates them in terms of ambitions. Again, this is likely to mean YP end with similar pictures 

on their sheet which acts as common ground for them to share. 
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Unique Questions/ Speed Dating 

This serves as a useful icebreaker as well as reflective activity for YP to learn about their 

other team members’ personalities and interests. It allows, through quick-fire interaction, 

for YP to get to know other team members. Leaders can offer YP the chance to ask their 

own ‘set’ questions, provide some interesting starter questions, or allow YP to converse 

freely. The level of guidance should be assessed depending on the familiarity/dynamic of 

the group – if they are fairly new as a group, nervous, or not yet in familiar surroundings, 

offer more structure to the task. 

Evaluative Conversation 

Sharing a ‘round the table’ discussion with YP by posing starter questions to the group or 

individuals and following their lead. This allows for YP to think about their experiences and 

see how their perceptions differ to that of their team members about the same activity. 

This may require guidance from staff to tease out pertinent points from YP and help them 

see the value in things they are describing. 
 

Quotes Compilation 
 

Either in a specific period, or ad hoc throughout the journey, collect quotes from YP, with 

names and share them at a later date. These can be to demonstrate positive, negative, 

or mixed emotions from group members. There may be team members who appositely 

capture the mood of the group at a given time, for instance. This is another activity that 

works particularly well when ongoing throughout a phase, or full NCS journey. It requires 

leaders to be conscious of the outcomes they want, and consistently note YP responses to 

activities. 

 

A variation can be remembering a particular YP from a quote from an activity/day/event 

and using it to ignite a later discussion. For instance, if a YP had believed they were 

incapable of completing a task, and shared it with the group, but then managed it, a 

Leader could recall that information as a line of questioning: ‘do you remember saying you 

couldn’t do that?’ ‘How did you feel once you did?’ ‘What will that teach you in the 

future/what can you learn from that?’ 

 
Line Up! 

 
In this activity, you read several statements about the project the YP just completed and 

ask the YP to place themselves on a “line” in a continuum based on if they “agree” or 

“disagree” (one end of the line representing each) with the statement. Explain that the line 

represents how the YP feel about several statements about an activity/day/element of 

NCS. After each statement, you can ask individuals to explain why they chose to stand 

where they did on the line. Another option is to have everyone turn to the people around 

them and explain to each other why they chose to stand where they did on the line. 

 

A variation of this can be done with YP having their eyes closed – read a succession of 

statements, and tell YP to take a step forward for everyone they agree with. Hopefully, this 

activity does not allow for confirmation bias or peer pressure to be a factor as each YP 

must act independently. The finish, with YP stepped out of the line at different levels 

provides a useful visual to show YP they weren’t alone in their feelings/experiences. 
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The Evolving Evaluation 
 

A more formal evaluation/reflection task. This helps Leaders learn what the participants felt 

were the most important parts and learning points of the activity undertaken. The primary 

value of this activity is it allows the participants to create the topics and discuss what they 

feel is important. 

 
The topics chosen and the depth of discussion are often different to those expected by 

the Leaders. Explain to YP, in smaller groups, that they will have an opportunity to expand 

on their learning from the last activity and pose questions to other group members. 

 
Allow several minutes to think of a specific topic (in regards to the project/activity they 

completed or new ideas learned) they’d like to discuss further with the other group 

members. 

 

Allow several YP to come up with topics and ask them to write them as headings on large 

sheets of paper and place around the room. Split the YP by which topic they would like to 

discuss, and give them 10 minutes to annotate their sheet. Allow time for feedback and 

team-wide discussion of each point. This may work very well in early phases of SAP 

planning. 
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Breakout Games and Activity Examples 
Remember that name! 

 
1. The group stands in a circle. One person begins by thinking of a describing word 

that begins with the same letter as their name (an alliteration) e.g. Sunny Sophie. 

They also think of an action that goes with that name. 

2. One person starts by giving their alliterated name and action. Everybody copies. 

The next person in the circle repeats the name and action and then adds his/her 

own. Everybody copies. 

3. This continues round the circle until the last person, who has to name all the 

people and do all the actions. 

4. Invite other people to name everybody! 

 

Name Secrets 
 

Invite each person to come up and write their first name on the flip chart. For each letter 

of their name, invite them to tell the others something about themselves. 

 
For example, Robbie 

R= Really likes  basket weaving 

O= Only recently learnt to drive 

B= Bristol City are my team 
B= Bognor Regis was my last holiday 

I= India is the name of my daughter 

E= Elephants are the best 
 

Note: It may be useful to give people a bit of thinking time to plan their responses. 

Encourage people to be as honest as possible. 

 
I’m Unique! 

1. Ideally, sit in a circle. Ask the participants to think about themselves and to 

think of something that they believe is not shared by anyone else in the group 

- something that makes them unique. Obviously not their name but it might be 

a place they have been to, a talent they have or an experience they have 

had. 

2. When they have had time to think, go around the circle and take it in 

turns to speak. When each person has spoken, the team leader should 

ask, “Is this true for anyone else?” 

3. If anyone in the group does share what has been said, the original 

person can put forward another idea. 
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What’s in the bag? 
 
1. Participants work in a small group of 3 or 4. 

2. Each person takes it in turn to find between 3-5 things in their bag, pockets, or even on 

their person that they are going to tell the story of. 

3. Encourage participants to explore what the object reveals about them and what it may 

mean to them. Begin, by introducing your name. 

4. e.g. My name is Manjit and the 3 objects I would like to show you are my watch, this ring 

and this train ticket. Let’s start with the train ticket; it is an old one I used last week when I 

travelled to…… 

Thumbs 
 

Have the team stand in a circle, each holding their left hand out flat to their side, palm 

up. Their right hand should be in a ‘thumbs down’ position over the palm of the person to 

their right. 

When the team leader shouts ‘Go’, the object is to grab the thumb of the person to your 

left, and avoid your thumb being grabbed. 

Anyone that gets caught is out, and the smaller group carry on with the competition until 

a winner is found. 

 
Giants, Wizards, Elves 

 
1. Explain the rules and aim of the game. Organise the group into two even teams 

who stand in two lines facing each other. 

2. The game is like scissors, paper, stone but played by a whole group. In this game 

you can choose either: 

• Wizards – who step forward, pull out an imaginary wand and say “Shazzam!” 

• Giants – who stamp their feet, wave their arms in the air and roar 

• Or Elves – who crouch down on the ground, put a finger up above each ear and  

squeak “Meme Meme Meme!” 

3. Explain that for each round each team must secretly confer and decide whether 

they are all going to be Giants, Wizards or Goblins. 

4. When they are ready the two teams face each other; take three steps towards 

each other saying “One, two, three!”; cast the magic spell of “Kapish, kapoo, 

kapish, kapoo” (this is done by putting one fist on top of the other for ‘kapish’ and 

pointing with one hand for the ‘kapoo’), and then do the action and sound they 

have chosen. 

If you don’t cast the spell properly, it won’t work! 
 

Giants beat Wizards 
Wizards beat Elves 
Elves beat Giants. 
(It’s in the order of the name of the game). 

So, there will be a winning team or it might be a draw! You might play best of three or 

five. 
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Bob! 
 

The aim of the game is to get everyone bobbed (crouched) down. Participants 
anticipate when they can take their turn to bob down, 

without overlapping with another person. 

 
1. Stand or sit in a circle. (Between ten-fifteen is about the right number of people). 

2. Only one person can bob down at once. If more than one person bobs down 

then everyone has to stand up and start again. 

3. The first person to bob down says “One”, the second says “Two”, the third says 

“Three” and so on. 

4. The game ends when everyone is bobbed down. You can play as many rounds as 

you want. 

 

Name grid 
 

Divide the young people into groups of four. Each group needs paper and pens. Ask them 

to draw a grid on which they write their forenames. Give each team three minutes to write 

down as many words (three letters or more) that they can make using only the letters in 

their names. Letters must adjoin each other in the grid, but do not have to be in a straight 

line. When the time is up each team adds up their score. 
 

Supermarket 
 

The first player says: "I went to the supermarket to buy an Apple (or any other object you 

can buy in a supermarket that begins with an A). The next player repeats the sentence, 

including the "A" word and adds a "B" word. Each successive player recites the sentence 

with all the alphabet items, adding one of his own. For example; 'I went to the supermarket 

and bought an Apple, Banana, CD, dog food, envelopes, frozen fish'. It's not too hard to 

reach the end of the alphabet, usually with a little help! 

Tall stories 
 

The leader starts a story with a sentence that ends in SUDDENLY. The next person then has 

to add to the story with his own sentence that ends in SUDDENLY. Continue the story until 

everyone has contributed. The story becomes crazier as each young person adds their 

sentence. Tape it and play it back. For example; 'Yesterday I went to the zoo and was 

passing the elephant enclosure when SUDDENLY.....‘ 
 

Add words 
 

Simple, completely ridiculous and a lot of fun. The first person says a word, for example 

'The'. The second person says the first word and ADDS a second word of their choice, and 

so on. At the end you might have a complete sentence! For example, 'The aardvark 

spiralled into the puddle of custard clutching his skateboard while whistling his favourite 

Bjork melody.' The fun thing is putting twists 

in the sentence so that the others have a hard time coming up with a word that fits. Add 

Words can be played a few times without being boring. 
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Pocket Alphabet 
 

Split your group into teams (4 or 5 per team). Instruct the whole group to pull out everything 

in their pockets. They then have to try and make the alphabet out of the items they have 

by using the first letter of each item e.g. Brush = B, wallet = W, penny = P etc. The group 

that obtains the most letters from their items wins. This game encourages the group to work 

as a team. 
 

Mafia Bosses 
 

Get the group to sit around a central table. You narrate the activity by talking through and 

watching what happens each time. Hand each member of the group a random playing 

card face down. Ask each person to view their card privately. If they have an Ace, they 

are a ‘Mafia Boss’ (only hand out approx. 2-3 Aces). 
 

Ask everyone to place their head on the table and close their eyes. Quietly ask the Mafia 

Bosses (people with an Ace) to put their head up and silently choose someone to eliminate 

from the game (to kill them). Mafia Bosses must agree on one person. Ask Mafia Bosses to 

place their heads back down; before asking everyone to sit up. Ask various people around 

the table how they feel (make it a little theatrical, dramatic) before announcing who has 

been killed and is therefore now out of the game. Then ask a few people around the table 

who they think the Mafia Bosses are and why. 
 

Finally take a vote from everyone, whoever has the most votes has one opportunity to 

defend themselves and justify why it is not them. If this defence changes people’s minds, 

go back to voting: if it doesn’t, then that person must turn over their card. If it is a Mafia 

Boss, the masses have done well and eliminated wisely; alternatively, they may have killed 

an innocent by-stander. Repeat this process again and again until either all mafia bosses 

have been uncovered or all innocent people have been killed. 
 

One minute please! 

The aim of the game is to talk for one minute on a given subject. You announce the topic 

and a member of the group is randomly selected to speak for one minute. Use a pack of 

cards to randomly select i.e. person who draws the lowest number. Choose subjects to 

stimulate the imagination and which may be amusing. Put a stopwatch on each person 

to see how long they last before drying up! Subjects might include, my earliest memories, 

my favourite computer game, why beans are good for you, 10 things you can do with 

potatoes, Alligator wrestling, post-structuralism (no, not really!) 
 

Stand Up, Sit Down 

Start off with two participants standing back to back. Then ask them to lock their arms 

together. Instruct them to sit down and stand up without letting go of each other’s arms 

(this is a lot harder than it sounds). Every time they get to a standing position add another 

participant to the game. The more participants involved the harder the game becomes. 

This ice breaker game requires a lot of team co-operation and patience from the kids. 

Around the world 

The leader begins by saying the name of any country, city, river, ocean or mountain that 

can be found in an atlas. The young person next to him must then say another name that 

begins with the last letter of the word just given. Each person has a time limit (e.g. three 

seconds) and no names can be repeated. For example - First person: London, Second 

Person: Niagara Falls, Third Person: Switzerland. 
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Pass the squeeze 
1. Group stands in a circle and holds hands. 

2. Tell participants that a wave of energy is going to pass around the circle as quickly 

as possible. Ask people to imagine the squeeze travelling up their arm, across their 

shoulders and then down their other arm as they then send it to their neighbour. 

3. Begin with eyes open – everyone can see where the squeeze is as it travels round 

the group. The team leader begins first by squeezing one of the hands s/he is 

holding. This triggers the person next to the team leader to recognise the squeeze 

by squeezing the hand of the other person they are next to. The squeeze then gets 

passed along from person to person and comes back to the team leader. This 

may need practising a few times. 

4. You could time the round to see how well you do. A squeeze can be sent 

round the circle in opposite directions. 

Quiz Show 

Participants are divided into teams. The Leader poses a series of questions to the teams 

(NCS related, Team related, general knowledge). The first team who has an answer to the 

question “buzzes” in and gives their answer. Other teams can then “buzz” in and answer 

the question also (Buzzer noises can be prearranged with YP choosing a distinctive sound 

for their team). After a question, the first group to make their buzzer noise will be called on 

first. This can be a true/false question, or a gamble where groups of YP have to decide 

how name things from a category they can name before attempting to do so – accruing 

points for items named. For example, the Leader chooses the category as ‘green fruit’ a 

team of YP ‘buzz in’ claiming they can name 7. Another team could attempt to bid higher, 

and so on. Whoever bids highest then attempts name as many items as they proposed: if 

they fall short, subsequent teams have the opportunity to top up their answer and win the 

points. 

 
Charades / Pictionary 

Groups of YP have the opportunity to act out (charades) or draw (Pictionary) a depiction 

of another thing listed by another group of YP. One team member will then have to 

act/draw the thing (various categories can be used here: books/films/music/tv etc.) while 

other team members have to guess. Points are awarded for correct answers, with bonuses 

for time limits. Rules can be set stringently (or less so) by Leaders as YP compete. This task 

works well in engendering a little intra-team competition and allowing all team members 

a chance to be involved. 
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Appendices 
The following pages are dedicated to forms completed by staff on the NCS programme. 

Where there may be cause to complete more than one of the same type of form (as 

with risk assessments, for example) multiple copies are provided. 

 

Your Wave Leader has additional copies of all forms, so inform them if you’re running low. 

In this book you have the following documents. 

Forms to complete when required: 
3 x Incident Form 

3 x Accident Form 

 
Forms that MUST be completed: 
9 x Risk Assessment (one for each day of social action and a spare for any other 

activities) 

1 x Wave Leader Handover Checklist (completed on the final day of the programme, 

with the Wave Leader – One form per team) 

1 x Social Action Report (completed on the final day of the programme. You may 

complete this with your Team Representative, however correct completion is the 

responsibility of the Team Leader. Please add as much detail as is clearly possible.) 

1 x Cash Management Form (all incoming and outgoing funds must be recorded. 

Receipts must also be kept for all outgoing payments/donations.) 
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Learn by Design: NCS Incident Report Form 
 

This form should be completed as soon after any incident as is practically 

possible. You must give an objective account of the event(s): provide only facts, 

include as much detail as possible. Please write clearly (including names) 

 
Staff member 
completing form (print 
name): 

 

Position: 
 

 

Other staff 
member(s) involved 
with/present at 
incident: 

 

Young person/people 
involved (give full 
names): 

 

Time(s) and Date(s) 
of Incident: 

 

Location(s) of incident: 
 

 

Overview of incident: 
 

 

Full details of incident 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                                          

 

Continue overleaf 
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Staff Member Name:______________ 

Date:______________ 

YP Involved:______________ 

 

 

 

 

 

 

 
I confirm this is an accurate account of the events described above 
Signature:  

 

For completion by a senior member of staff: 

 
Conclusion of Incident 

Please document the resolution of this incident. Include specific details: times of 

events, names, consultations with other staff, conversations with parents or other third 

parties. 

 

Senior member of staff 
involved: 

 

 

Position: 

 
 

Signature: 

 
 

 

No further action required (tick box) 
 

 

Action(s) taken (detail all – those with young people, parents, other 
participants, staff, third parties, others): 

 
 
 

 
 

 
 

Reason for decision (articulate why decisions were taken guidance of 
senior staff, programme regulations, recommendation of clinical 
professional): 

 
 

 
 
 

 
  

48



Learn by Design: NCS Incident Report Form 
 

This form should be completed as soon after any incident as is practically 

possible. You must give an objective account of the event(s): provide only facts, 

include as much detail as possible. Please write clearly (including names) 

 
Staff member 
completing form (print 
name): 

 

Position: 
 

 

Other staff 
member(s) involved 
with/present at 
incident: 

 

Young person/people 
involved (give full 
names): 

 

Time(s) and Date(s) 
of Incident: 

 

Location(s) of incident: 
 

 

Overview of incident: 
 

 

Full details of incident 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                                          

 

Continue overleaf 
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Staff Member Name:______________ 

Date:______________ 

YP Involved:______________ 

 

 

 

 

 

 

 
I confirm this is an accurate account of the events described above 
Signature:  

 

For completion by a senior member of staff: 

 
Conclusion of Incident 

Please document the resolution of this incident. Include specific details: times of 

events, names, consultations with other staff, conversations with parents or other third 

parties. 

 

Senior member of staff 
involved: 

 

 

Position: 

 
 

Signature: 

 
 

 

No further action required (tick box) 
 

 

Action(s) taken (detail all – those with young people, parents, other 
participants, staff, third parties, others): 

 
 
 

 
 

 
 

Reason for decision (articulate why decisions were taken guidance of 
senior staff, programme regulations, recommendation of clinical 
professional): 
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Learn by Design: NCS Incident Report Form 
 

This form should be completed as soon after any incident as is practically 

possible. You must give an objective account of the event(s): provide only facts, 

include as much detail as possible. Please write clearly (including names) 

 
Staff member 
completing form (print 
name): 

 

Position: 
 

 

Other staff 
member(s) involved 
with/present at 
incident: 

 

Young person/people 
involved (give full 
names): 

 

Time(s) and Date(s) 
of Incident: 

 

Location(s) of incident: 
 

 

Overview of incident: 
 

 

Full details of incident 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                                          

 

Continue overleaf 
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Staff Member Name:______________ 

Date:______________ 

YP Involved:______________ 

 

 

 

 

 

 

 
I confirm this is an accurate account of the events described above 
Signature:  

 

For completion by a senior member of staff: 

 
Conclusion of Incident 

Please document the resolution of this incident. Include specific details: times of 

events, names, consultations with other staff, conversations with parents or other third 

parties. 

 

Senior member of staff 
involved: 

 

 

Position: 

 
 

Signature: 

 
 

 

No further action required (tick box) 
 

 

Action(s) taken (detail all – those with young people, parents, other 
participants, staff, third parties, others): 

 
 
 

 
 

 
 

Reason for decision (articulate why decisions were taken guidance of 
senior staff, programme regulations, recommendation of clinical 
professional): 
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Learn by Design: NCS Accident Report Form 

 
This form should be completed as soon after any incident as is practically possible. You 

must give an objective account of the event(s): provide only facts, include as much 

detail as possible. Please write clearly. 

 

Staff member 
completing form (print 
name): 

 

Other staff member(s) 
involved/present: 

 

Injured Person Name:  
 

Date of birth:  
 

Sex: M/F 

Date(s) and time(s) of 
accident: 
 

 

Time accident reported: 
 

 

Location of accident: 
 

 

Details of accident, 

including cause: 
 

 
 
 

 

Type of injury caused and body part injured: 

 
 

 
 
 

Treatment given by: 
 

 

Outline treatment given: 

 
 

 

Injured Person (choose 
one): 

Continued 
activity 

Sent home Sent to hospital 

Statement of injured person: 
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Staff Name: YP Name: Date: 

Witness 1 
name: 
 

 

Witness account: 
 
 

 
 

 
 

Signature: 
 

 Date:  

Witness 2 
name: 
 

 

Witness account: 

 
 

 
 
 

 

Signature: 

 

 Date:  

What action has been take or do you recommend to prevent a recurrence 

of the accident? 
 

 
 
 

Completing staff 
member 

signature: 

 Date:  

 

     For completion by a senior member of staff. 
 

     Conclusion of accident 
     Please document the resolution of the accident. Include specific details: times of 
     events, consultations made and actions taken. 

 

Review of recommended action (please confirm which measures have/have 

not been implemented to avoid recurrence and why): 
 

 
 
 

 

Signature:  

 

Date:  
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Learn by Design: NCS Accident Report Form 

 
This form should be completed as soon after any incident as is practically possible. You 

must give an objective account of the event(s): provide only facts, include as much 

detail as possible. Please write clearly. 

 

Staff member 
completing form (print 

name): 

 

Other staff member(s) 

involved/present: 

 

Injured Person Name:  

 

Date of birth:  

 

Sex: M/F 

Date(s) and time(s) of 

accident: 
 

 

Time accident reported: 
 

 

Location of accident: 
 

 

Details of accident, 
including cause: 

 
 
 

 
 

Type of injury caused and body part injured: 
 

 
 
 

 

Treatment given by: 
 

 

Outline treatment given: 
 
 

 

Injured Person (choose 

one): 

Continued 

activity 

Sent home Sent to hospital 

Statement of injured person: 
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Staff Name: YP Name: Date: 

Witness 1 
name: 
 

 

Witness account: 
 

 
 
 

 
 

Signature: 
 

 Date:  

Witness 2 
name: 
 

 

Witness account: 
 
 

 
 

 
 

Signature: 
 

 Date:  

What action has been take or do you recommend to prevent a recurrence 
of the accident? 
 

 
 

 

Completing staff 

member 
signature: 

 Date:  

 

     For completion by a senior member of staff. 
 

     Conclusion of accident 
     Please document the resolution of the accident. Include specific details: times of 

     events, consultations made and actions taken. 
 

Review of recommended action (please confirm which measures have/have 

not been implemented to avoid recurrence and why): 
 

 
 

 
 

Signature:  
 

Date:  
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Learn by Design: NCS Accident Report Form 

 

This form should be completed as soon after any incident as is practically possible. You 

must give an objective account of the event(s): provide only facts, include as much 

detail as possible. Please write clearly. 

 

Staff member 

completing form (print 
name): 

 

Other staff member(s) 
involved/present: 

 

Injured Person Name:  
 

Date of birth:  
 

Sex: M/F 

Date(s) and time(s) of 
accident: 
 

 

Time accident reported: 
 

 

Location of accident: 
 

 

Details of accident, 

including cause: 
 
 

 
 

 

Type of injury caused and body part injured: 

 
 
 

 
 

Treatment given by: 
 

 

Outline treatment given: 

 
 
 

Injured Person (choose 
one): 

Continued 
activity 

Sent home Sent to hospital 

Statement of injured person: 
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Staff Name: YP Name: Date: 

Witness 1 
name: 
 

 

Witness account: 
 
 

 
 

 
 

Signature: 
 

 Date:  

Witness 2 
name: 
 

 

Witness account: 

 
 

 
 
 

 

Signature: 

 

 Date:  

What action has been take or do you recommend to prevent a recurrence 

of the accident? 
 

 
 
 

Completing staff 
member 

signature: 

 Date:  

 

     For completion by a senior member of staff. 
 

     Conclusion of accident 
     Please document the resolution of the accident. Include specific details: times of 
     events, consultations made and actions taken. 

 

Review of recommended action (please confirm which measures have/have 

not been implemented to avoid recurrence and why): 
 

 
 
 

 

Signature:  

 

Date:  
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf


 

 

 
 
 
 
 

Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 

  

63

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf


 

 

 
 
 
 
 

Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 
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           Learn by Design Ltd. 
           General Health and Safety Risk Assessment - NCS Social Action (Weeks 3 & 4) 

 

Date: 
 
 

Team Identifier: Assessed by (print name): 

 
 

Review date: 
 
* Or review sooner if: 
- There are reasons to believe the assessment is no longer valid 
- There are significant changes in the matters to which it relates 
- Following an accident or incident 

Number and description of people involved in the activities 
covered by this assessment Please note any individual requirements 

e.g. health condition etc. 

 
 
 

Relevant Standards: 
Health & Safety at Work Etc. Act 1974 and supporting Regulations including 
The Management of Health and Safety at Work Regulations 1999. 
Equality Act 2010. 
Safeguarding statutory guidance 2015 and supporting guidance from the 
Children’s Commissioner June 2015. 
NCS Trust and Prime Contractor Policies. 
By Design Group Policies. 

Location and Task (brief description of the days planned activities): 
 
 
 

Scope of risk assessment: 
This risk assessment covers the activities undertaken by the relevant NCS team during Weeks 3 and 4 of their Summer 2019 programme 

Communication: 
The contents of this risk assessment have been communicated to the NCS participants undertaking this activity.     YES / NO 

 

Hazard Likely to Encounter (if yes 

please complete reverse of form) 
Additional Information 

   

Working in or near water? 
 

  

Working at height? 
 

  

Significant manual handling required  
 

  

Transport required? 
 

  

Using specialist or secure premises? Include 
potentially hazardous premises e.g. farms 

  

Contact with hazardous substances? 
 

  

Any safety equipment required? e.g. 
Personal Protective Equipment 

  

Lone working? 
 

  

Power tools or machinery required? 
 

  

Working with or near animals? 
 

  

Working with food? 
 

  

Working with vulnerable people? e.g. 
children 
 

  

Working long hours? 
 

  

Working in area with limited or no mobile 
phone signal? 

  

Working in a refrigerated environment? 
 

  

Working in a noisy environment? 
 

  

Inclement weather - particularly heat? 
 

  

Working in areas subject to community 
tension? 
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Hazards, Risks and Control Measures 

 

Prohibitions (the following are prohibited activities): 
- High hazard chemicals and substances 
- Anything that damages the public perception of the NCS 
- Working on or in close proximity to a hazardous water environment 
- Working at heights without risk assessing and putting in place control measures.  
- Never work at height alone. 
- Using power tools (without necessary information, instruction, training and supervision) 
- Using machinery (without necessary information, instruction, training and supervision) 
- Entering any premises without permission 
- Significant manual handling (without the necessary risk assessment) 
- Contact with alcohol or drugs 
- Working in gambling licensed premises 
- Door to door selling 

Hazard Risk Control Measures 

   

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 
 
 
 
 
 
  

76



 
 

Phase 3a: Team Leader End of Day Checklist 
Please ensure that rooms are left is a good tidy state at the end of everyday used. A Checklist is to be completed 

and signed each day of week 3. 
 

Day 1 Team Leader 
 Signature Date 
Computers Off   
Chairs under tables 

Any resources used left neatly 

on a table 
Room left tidy 

Lights Off 

Door locked (if applicable) 

Sign out of venue (if 

applicable) 
 

Day 2 Team Leader 
 Signature Date 
Computers Off   
Chairs under tables 

Any resources used left neatly 

on a table 
Room left tidy 

Lights Off 

Door locked (if applicable) 

Sign out of venue (if 

applicable) 
 

Day 3 Team Leader 
 Signature Date 
Computers Off   
Chairs under tables 

Any resources used left neatly 

on a table 
Room left tidy 

Lights Off 

Door locked (if applicable) 

Sign out of venue (if 

applicable) 

 

Day 4 Team Leader 
 Signature Date 
Computers Off   
Chairs under tables 

Any resources used left neatly 

on a table 
Room left tidy 

Lights Off 

Door locked (if applicable) 

Sign out of venue (if 

applicable) 
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Wave Leader Handover Checklist 
All items below must be given to the Wave Leader on completion of the NCS programme. All 

paperwork must be completed correctly. All items must be returned in the condition they were 

provided. 

 

If you are unaware of or unable to complete any of the above items, please contact your Wave 
Leader immediately for assistance. 

 
 
 
 

Items Needed Wave Leader 
(Please Tick) 

Team Leader 
(Please Tick) 

Date Wave Leader 
Received 

Register    

Risk Assessments 

(Minimum 8 separate Risk 

Assessments completed and 

shown to Wave Leader before 

SAP event takes place) 

   

Financial Record Sheet    

Receipts    

Resource Bag and Box    

Charity contact name and 

number: 

Charity 

Name:  

Contact 

Name:  

Contact 

Number:  

Money Raised:    

   

Mobile Phone    

Mobile Phone charging cable    

Team Presentation    

Incident Forms    

Accident Forms    

Evaluation Forms (Every young 

person to complete) 

   

Evaluation Forms (All staff 

members to complete) 

   

Ipsos MORI forms (if applicable 

to team) 

   

Elected Youth Councillor 

Name of elected Youth 
Councillor:    

   

ID Badge    

Any best practice that you 
would like to share? 
(e.g. new ice breakers that 
worked, variations on sessions 
that helped etc) 
 

 
 
 
 

 

Signature    
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Social Action Impact Report 
Team Name (chosen by team)  

Team Name (from the register)  

Team Leader Name  

Number of young people in the team  

Project beneficiary (including the name of 

your contact) 

 

Type of Project (circle as appropriate) 

Raising Awareness / 

Campaign 

Improvement to an 

Environment 

Fundraising Other (further details 

required below) 

Details 

Immediate beneficiaries of the project (circle as appropriate) 

Local Environment/ 

Wildlife 

Local users of an 

environment or 

space 

Particular charity / 

charities or cause 

Community groups or 

services 

The elderly Vulnerable people 

(e.g. homeless 
people, refugees) 

Young people / 

teenagers 

Other 

Details 

Aim of the project (circle as appropriate) 

Health and 

Wellbeing 

Awareness Support in the 

Community 

Other (further details 

required below) 

Details 

Description of your Social Action Project 

Why and how did you 

choose to do this project? 

 

What activities took place to 

plan the project? 

 

What fundraising activities 

took place? 

 

What physical action took 

place? 
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 Please return this to your Wave Leader by the end of Phase 3. 

 

 

What was the final outcome 

of the project? 

 

Total funds raised  

What were the funds used 

for? 

 

Recorded social media 

impact – How many likes, 

shares, re-tweets etc.? 

 

Benefits for the group – how many of your team improved on the following? Do a team vote 

and add the total numbers down the right-hand side. 

Improve your knowledge? Number 
Of the needs of the community?  
Of the ways you can contribute to your community?  

Of the beneficiary of your project?  

Improve your skills?  

Teamwork  
Communication  

Confidence  

Presentation skills  

Change your attitude?  

Consider volunteering on an ongoing basis?  

Have more understanding and awareness of your skills and talents?  

Change your behaviour?  

Will you any of your team stop doing anything as a result of involvement in this project? 

Why? 

 

Will any of you consider doing anything different as a result of your involvement? Why? 
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NCS Cash Management 
 

 

 
Date Description Receipt Enclosed Money In Money Out Totals 

 Initial SAP budget  £30.00  £30.00 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Total      

You MUST include a receipt for any money donated to your beneficiary (you will need to request  
this) - a deposit slip is acceptable if paid into their bank account. 

Team Leader Name: 

Location: 
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NCS Cash Procedures 
• All cash movements should be documented on the NCS Cash Management form. 

 

• When cash is issued to staff members’, handover of cash should be 

documented on the relevant Cash Management form by both parties. 

 

• The fundraising / collection of cash associated with NCS activity is the responsibility of 

the NCS Team Leader for their personal group. 

 

• The security and storage of cash is the responsibility of the Team Leader and 

should be managed discreetly and money kept safe as possible. 

 

• The Team Leader should keep track of any fundraising activities and check and tally 

cash at the end of each day. It is encouraged that Mentors support this activity and 

initial the Cash Management form when counts are conducted. 

 

• Receipts for expenditure should be kept securely with the Cash Management form. 

 

• Any remaining money at the end of the programme should be donated by the Team 

Leader to the beneficiary of the project. You MUST receive a receipt for this, and sign 

and date on the back. If you are paying the money directly to their bank account, 

you need to ensure you have a bank receipt and sign the back
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Health and Safety Basics 

Health & Safety means managing and reducing risk to ensure that people stay safe and well 

Health & Safety is everyone’s responsibility 
The Law 
The most important legislation is The Health and Safety at Work et. Act 1974 and this is 
supported by many Regulations 

 
We have a written Health and Safety Policy and you have been given a copy. 

When we manage risk we: 

1. Identify the hazards (what might cause harm) 
2. Identify who might be harmed and how. 
3. Look at the risks and decide on precautions. 
4. Record our findings on a Risk Assessment and put control measures in place. 
5. Regularly review our risk assessment. 

Some risks to consider are: 

• slips/trips/falls 
• work at height 
• manual handling 
• hazardous substances 
• lone working 
• working outdoors 
• working with young people 
• and many more ………………… 
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Health & Safety Basics - Manual Handling Poor manual handling 

techniques can cause permanent disability 
• Over 1/3 of all accidents reported each year in the UK arise from ‘manual handling’ 

incidents. The majority of these cause back injury and are preventable. 
• If you lift incorrectly you can cause slipped disc/joint strain/muscular strain. 
• Serious injuries can build up over a long time and you may be unaware of them. 

The law (Manual handling of Loads Regulations 1992) says …. 
• Avoid the need for hazardous manual handling wherever possible 
• Assess & reduce the risk of injury as far as reasonably practicable 
• Take reasonable care of your own health and safety and of others 

 
Good techniques for lifting 

1. Think before lifting/handling 
2. Adopt a stable position 
3. Get a good hold, start in a good posture, don’t flex the back further while lifting 
4. Keep the load close to the waist 

 

 
5. Avoid twisting the back or leaning sideways 
6. Keep the head up when handling, move smoothly, don’t lift or handle more than can 

easily be managed 
 

Guidelines for maximum handling weight 
 

Each box contains a guideline maximum weight for lifting and lowering in that zone, but you 
also need to take into account individual capacity, the environment, the type of load and the 
task you are performing 
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Health and Safety Basics - Work at Height 
 

Working at height is one of the biggest causes of fatalities and major injuries 
• “Work at height” is work in any place where, if there were no precautions in place, a 

person could fall a distance liable to cause personal injury. 
• This can include falling from ground level to a lower place. 
• Half the number of people who fall from a height over 2 metres die. 
• Ladders are probably the most used and misused work at height equipment. 

 
The law (Work at Height Regulations 1995) says ……. 

• Avoid work at height where it’s reasonably practicable to do so. 
• Where work at height cannot easily be avoided it must be risk assessed so that you 

can decide whether it is possible to work at height safely. 
 

DOs 
1. Work from the ground where possible 
2. Check with your supervisor first if you think you have to work at height 
3. Assess the risk 
4. Use suitable equipment for the task which is stable and strong, maintained and 

regularly checked 
5. Get help if you need it 
6. Wear suitable clothing and footwear 

 
 

DONTs 
1. Work at height if you can avoid it 
2. Work at height without checking with your supervisor first 
3. Work at height without assessing the risk 
4. Use unsuitable or poorly maintained equipment 
5. Work at height on your own 
6. Wear unsuitable clothing or footwear 

 
 

Remember there is no safe height to fall from! 
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Health and Safety Basics - Slips, Trips and Falls 

 

Slips, trips and falls are the most common cause of major injury at work 
• A slip is when the foot loses grip on the walking surface 
• A person may trip when an obstruction is put in their path whilst they are walking or 

running 
• A fall is when someone loses their balance 

 
The law says ….. 

• Employers have to ensure the health and safety of their employees and anyone 
affected by their work. This includes controlling slip and trip risks. 

• Employees have a duty to take care of their own health and safety and that of others. 
• Employers must assess slip, trip and fall risks. 
• Floors must be suitable, in good condition and free from obstructions. People should 

be able to move around safely. 
 

Main causes of slips 
• Wet or dusty floors 
• Lack of concentration 

e.g. using a mobile phone when walking 
• Spillages 
• Items left lying on floors 
• Loose floor coverings on slippery floors 
• Poor lighting 
• Wet or icy conditions 
• Unsuitable footwear 

 
Main causes of trips 

• Loose or damaged flooring materials 
• Sloping or uneven floors 
• Changes in floor levels e.g. steps 
• Obstructions on the floor 
• Cables or trailing leads across walkways 
• Poor housekeeping 
• Poor lighting 
• Unsuitable footwear 

 
Preventing slips, trips and falls 

• Concentrate when walking - look where you are going 
• Regularly check the workplace for slip, trip and fall hazards 
• Keep the workplace clean, tidy and clear of obstructions 
• Clear up spillages 
• Hold onto handrails when using stairs 
• Do not run 
• Wear sensible footwear 
• Immediately report or deal with any slip or trip hazards 

86



 
 
 
 
 
 

Health and Safety Basics - Working Outdoors 
 

The law says ….. 
• Employers have to ensure the health and safety of their employees and anyone 

affected by their work. This includes controlling slip and trip risks. 
• Employees have a duty to take care of their own health and safety and that of others. 
• Employers must assess risks associated with working outdoors. 

 
The hazards can include: 

• Exposure to extreme weather conditions - heat, cold, rain, wind 
• Working alone and isolation 
• Working in or near water 
• Exposure to bio-hazards including 

o Weils disease 
o Hepatitis A 
o Tetanus 
o Algae 
o Pollution 

• Slip and trip hazards 
• Insect bites and stings 
• Tick bites with potential to cause Lyme Disease 
• Animals 
• Hazardous environments such as farms and quarries 
• Poor mobile phone reception 

 
Controls to consider are: 

• Suitable clothing, footwear and headwear including PPE and waterproofs where 
necessary 

• First aid provision 
• Effective means of communication 
• Accompanied / joint working 
• Sunscreen 
• Supply of drinking water 
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Health and Safety Basics - Working with Young People 
 

The law (Management of Health and Safety at Work Regulations 1999) 
says … you have a responsibility to ensure that young people are not exposed 
to risk due to their: 

• Lack of experience. 
• Being unaware of existing or potential risks. 
• Lack of maturity. 

 
Where an activity involves young people (under 18), then the risk 
assessment for that activity should include consideration of the particular 
risks to young people. 

 
Some work is not likely to be suitable for young people including: 

• Collecting money or door-to-door selling 
• Handling refuse 
• Most work in pubs and betting shops 
• Telephone sales 

 
Young people must not undertake work: 

• Beyond their physical or mental capacity 
• Where there is a real risk of accidents because young people are 

unlikely to recognize threats to their safety 
• Where there is a risk to health from extreme heat or cold, noise or vibration 
• Involving harmful exposure to agents which are toxic or which in any 

way may chronically affect health 
• Involving harmful exposure to radiation 

 
The risk assessment factors for young people include: 

• Young people have different perceptions of risk, less knowledge of safety 
issues and are less experienced than adults 

• The layout and equipment in the work area should take into account that 
children / young people may be physically smaller than adults 

• Exposure to certain conditions may have more of an effect on young 
people than adults 

• Safety training and instructions in general need to be communicated so 
that young people can understand them 

• Risk assessment information may need to be made available to the young 
person’s guardian or parent 

 
 

Tips for young workers - British Safety Council video 
https://www.youtube.com/watch?v=P1Qs9HDvIzQ 
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