
 

Activ8 Operating Procedures for Running Clubs in Schools 

 

Before Starting Clubs: 

1. Discuss with individual schools how to safely run specific clubs at the school 

2. Confirm the clubs and year groups, as well as maximum number for the space allocated 

3. School to complete a form detailing (Activ8 have devised suitable procedures where 

needed) 

a. How Activ8 collect the children from class and go to the club – take note of any one 

way systems, where children change and whether Activ8 staff collect, or the children 

are dropped to us 

b. Which toilets the children can use and any restrictions regarding the toilets. 

c. Where the school wants us to sign children out, whether there is a different area for 

different year groups. 

d. Any specific rules or procedures Activ8 staff have to follow 

4. Ensure the school is informed of the member of staff who will be attending in advance 

5. Ensure staff are fully prepared and trained on the correct operating procedures. 

6. All staff to sign an agreement to inform Activ8 immediately if they display any symptoms of 

COVID-19, or are contacted by an NHS track and tracer. Staff agree to only attend a school if 

they are symptom free. A breach of this procedure will result in disciplinary action. 

7. Debbie Webb to complete a full risk assessment of the individual school in addition to the 

general COVID-19 risk assessment already completed. These will be shared with schools. 

8. All staff to be given a personal PPE kit for emergency use and a cleaning kit.  

9. Our procedures shared with parents and parents asked to sign an agreement to follow the 

procedures we put in place regarding pick up. 

10. Activ8 to create a document showing the agreed procedures with schools 

 

During Clubs: 

1. Staff to make sure they follow school signing in and out procedures at all times 

2. Staff to ensure they keep their Activ8 timesheet up to date with schools and dates 

3. Staff to complete a daily review of each session, including information on any children who 

were ill, any incidents or accidents 

4. Staff to ensure the online register is completed accurately 

5. Debbie Webb to check on each school and ensure all procedures are being followed. 

6. Activ8 to comply with all changing government guidance and local health authority and 

update procedures and risk assessments as needed. 

 



Staff responsibilities and considerations: 

1. Read through procedures for the individual schools 

2. Ensure PPE and cleaning kit are taken to the school at all times 

3. Ensure the procedures agreed with the school are followed at all times this includes: 

a. How to collect children 

b. Where the children change 

c. Whether there is a need to split the activity area in sections for different year groups 

d. What equipment is needed and how many of each to ensure children don’t need to 

share 

e. Ensure arrive in plenty of time to set up and prepare, including washing hands on 

arrival and cleaning the area if needed. 

f. Where the children put their bags 

g. Where children go to use the toilet 

h. Where staff can go to use the toilet 

i. The procedure to follow in case of an accident 

j. The procedure to follow in case of a child displaying symptoms of COVID-19 

k. The procedure for pick up – no parents must be allowed on any school site at any 

time. 

4. Ensure the register is accurate and all accidents and incidents are recorded. 

5. Complete the session review sheet  

 

 


