
Email your draft REN
with the maximum 

number of Girls & the 
Adults names/GO 

numbers attending your 
event to your Div. Com 

as soon as venue is 
booked

Div Com will check 
draft REN and email 
back confirmation 

and any actions 
needed i.e. DBS 
check on parent 

helper.

Email Completed REN incl. 
home contact and Girls/

Adults attending with your 
Risk Assessment to Div 

Com.

Actions 
Required 

from draft 
REN?

Call or Email 
County OAA for 

confirmation

Minimum of 12 
weeks before you 
wish the event to 

take place

Is the venue 
approved?

YesNo

Venue 
Approved

No Yes

Change 
Venue

Draft REN approval 
does not mean NO 

further 
documentation is 

required

NoYes

 Without a signed REN you are not 
insured to take the girls away and its 

strictly prohibited to attend the event.

Minimum of 4 weeks 
before the event 

takes place

Div Com will check 
documentation 

and signed 
approval will be 
emailed to event 

leader & OAA

Existing Licence holders Process Map 

Complete 
actions 

advised by Div 
Com

NoYes
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