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Notification procedure
The District Commissioner is responsible for approving all activities for Beaver Scouts, Cub Scouts, Scouts   and Explorer Scouts. A Leader organising an activity outside the area immediately adjacent to their Section’s usual meeting place should submit an Activity Notification Form (Form 3TAN) to the designated District Contact as early as possible but certainly NO LATER THAN SEVEN DAYS before the event. Late changes may be notified by e-mail or telephone.
In the case of District Events the person in overall charge of the activity is responsible for completing the form.
Sections must ensure that their Group Scout Leader, or in the case of Explorer Scouts the District Explorer Scout Commissioner, is kept informed of their plans.
(   Beaver Colony and Cub Pack forms should be sent to the District Commissioner: 

eliz.birch@btopenworld.com
(   Scout Troop and Explorer Unit forms should be sent to 
activities@3towns.org.uk 
     and copied to the D.C. for information.
Walks, hikes and cycle journeys

For all walks, hikes and cycle journeys the form should be accompanied by details of the route to be followed, preferably in the form of a copy of the map with the route highlighted.
If the activity is on MOORLAND OR MOUNTAIN TERRAIN regardless of height above sea-level, a detailed ROUTE PLAN should be supplied together with a ROUTE MAP (as above) and details of GROUP SIZE and LEADERSHIP. In this case at least FOURTEEN DAYS notification should be given to allow time for the arrangements to be checked. If in doubt whether this is necessary, please seek clarification in good time.

Nights Away events

If the programme includes activities away from the campsite or accommodation base, or where an activity is planned requiring leaders holding an Adventurous Activity Permit or the use of Specialist Instructors then details should be given on an Activity Notification Form accompanying Form NAN.
In Touch
POR requires that all activities which are run within Scouting must have an IN TOUCH system in place. 
All Leaders should familiarise themselves with Factsheet FS120075. It is particularly important to note that any third party used as a point of contact must have been CRB checked.
District Activities Contact
Brian Billington 11 Fieldway, Blurton, Stoke on Trent, ST3 2AN
Tel: 01782 321872     email:  activities@3towns.org.uk
For any activity taking place outside the immediate vicinity of a Section’s meeting place the information below should be with the designated District Contact NO LESS THAN SEVEN DAYS BEFOREHAND.
· IT IS NOT NECESSARY TO AWAIT EXACT NUMBERS BEFORE SUBMITTING THIS FORM
· A copy of this form should also accompany FORM NAN for activities away from the campsite or accommodation base, and where an activity included in the programme requires Leaders holding        Adventurous Activity Permits or the use of Specialist Instructors.
· For walks, hikes and cycle journeys, details of the ROUTE should be submitted with this form, preferably a copy of a map with the route highlighted. If the activity is on MOORLAND or MOUNTAIN TERRAIN a detailed ROUTE PLAN is also required and should be submitted AT LEAST 14 DAYS IN ADVANCE. If in doubt whether this is necessary, please seek clarification in good time.
· Beaver and Cub Scout forms should be sent to the District Commissioner:     eliz.birch@btopenworld.com
· Scout Troop and Explorer Unit forms are sent to   activities@3towns.org.uk    and copied to the D.C. for information.
THE GSL OR EXPLORER SCOUT COMMISSIONER MUST BE INFORMED BEFORE SUBMITTING THIS FORM
	Group or Unit
	     
	
	Section
	     

	

	Activity Date
	     
	
	Venue
	     

	

	Description of Activity
	     

	

	

	Organising Leader
	     
	
	Telephone
	     

	

	
	Email
	     

	

	Numbers
	
	BS:
	    
	CS:
	    
	S:
	    
	ES:
	    
	
	Adult Leaders
	    
	Other Adults
	    

	

	


· For an activity requiring ADVENTUROUS ACTIVITY PERMITS or use of SPECIALIST INSTRUCTORS:
	Qualified person (1)
	     
	
	Telephone
	     

	

	Permit or qualification
	     
	
	Email
	     

	

	Qualified person (2)
	     
	
	Telephone
	     

	

	Permit or qualification
	     
	
	Email
	     

	

	


· An IN TOUCH system MUST be in place for ALL activities run within Scouting. 
· Any third party used as a point of contact MUST have been CRB checked.

	In Touch Details
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Brian Billington, November 2010
