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	Timeline
	Area to plan/organise
	Managed by
	Tick when complete

	4 months
	[bookmark: _GoBack]Identify need for Aquasplash Festival.
	
	

	
	Highlight events/key calendar dates Aquasplash can link to.
	
	

	
	Identify and agree key roles and responsibilities (including young leaders).
	
	

	
	Agree budget and financing.
	
	

	
	Coordinate Young Aquatic Leaders Certificate (YALC).
	
	

	
	Invite local club/sports development group involvement.
	
	

	
	Provisional booking of facility and lifeguard cover.
	
	

	
	Inform pupils and receive any necessary permissions from parents/carers.
	
	

	3 months
	Confirm facility booking and lifeguard cover.
	
	

	
	Book transport.
	
	

	
	Plan CPD/briefing sessions for participating teaching staff.
	
	

	
	Newsletter/invitation for parents/carers.
	
	

	
	Check in with participating clubs/development groups.
	
	

	
	Taster swimming sessions for pupils.
	
	

	2 months
	Deliver CPD/briefing sessions for participating teaching staff and young leaders.
	
	

	
	Deliver YALC theory session.
	
	

	
	Carry out risk assessments (RAs) and DBS check as appropriate.
	
	

	
	Newsletter/invitation reminder for parents/carers.
	
	

	
	Check in with participating clubs/development groups.
	
	

	
	Taster swimming sessions for pupils.
	
	




	Timeline
	Area to plan/organise
	Managed by
	Tick when complete

	1 month
	Check in with facility.
	
	

	
	Check in with transport provider.
	
	

	
	Organise refreshments, prizes, awards.
	
	

	
	Agree de-brief process for teachers and young leaders.
	
	

	
	Agree scoring system and prepare scorecards.
	
	

	
	Newsletter/invitation reminder for parents/carers.
	
	

	
	Check in with participating clubs/development groups.
	
	

	
	Taster swimming sessions for pupils.
	
	

	1 week – 3 days 
	Ensure all health and safety procedures are in place at venue.
	
	

	
	Organise staff member to meet and greet parents/carers/supporters.
	
	

	
	Prepare scorecards.
	
	

	
	‘On the Day’ brief for pupils.
	
	

	
	Check in with participating clubs/development groups.
	
	

	
	Check in with parents/carers.
	
	

	Festival Day
	Debrief for pupils and helpers.
	
	

	
	Festival time!
	
	

	
	Prize giving and networking opportunities with clubs.
	
	

	
	Clear equipment.
	
	

	
	Feedback from pupils and supporters.
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