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Service Pupil Promise Checklist
A Service Pupil Promise is a commitment from the Local Authority to support children from Armed Forces families, ensuring we listen to their voices, and strengthen the LAs commitment to the Covenant. ​This initiative includes Service pupil voice workshop/s which aim to ensure that Service children receive the recognition and tailored support they deserve. 

This check list will take you through a step-by-step process to support you in running a Service Pupil Promise Service children voice workshop/s and writing your promise. It includes links to all templates and resources required to run an amazing event in your LA to celebrate your Service children.  









Service Pupil Promise checklist
	
	1. Service Pupil Promise Event Planning 
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	Ref
	Initial Planning
	

	1.1.1
	Meet with SSCE Cymru SLO to discuss running a Service Pupil Promise. 
Familiarise yourself with the key Service Pupil Promise materials 

· SSCE Cymru Service Pupil Promise Event Plan 
· SSCE Cymru Service Pupil Promise Event PPT 
· SSCE Cymru Service Pupil Promise Pre-event activity –  A structured discussion with a group of Service children
· SSCE Cymru Service Pupil Promise Pre-event activity PPT
· SPP Email for schools

	☐

	1.1.2
	Identify number of Service children (SC) within the LA and number of schools with Service children.

	☐

	1.1.3
	Decide on the size of the event considering the data above. 
Number of SC to be involved (recommended minimum 25). 
Age range (recommended KS2-3)
Number of schools / numbers of SC from each school. 

	☐

	1.1.4
	Decide whether to run pre-events in schools. (Go to Pre-events checklist). 

	☐

	1.1.5
	Identify staff to facilitate the event e.g. LA (Participation officers, Youth leads, Armed Forces Covenant Liaison Officer (AFLO)), SSCE Cymru, Armed Forces (Welfare Officer, Community Development Officer) (recommended ratio1:8).

	☐

	1.1.6
	Decide how school staff might be involved e.g. will they take part in the event alongside the Service children, will they have an opportunity to meet as a network separately?

	☐

	1.1.7
	Set proposed date. Check calendarised dates within LA e.g. school holiday, INSET, School events.

	☐
	1.1.8
	Identify potential venues, food, prices etc. 

	☐

	1.1.9
	Arrange an initial facilitators meeting including suggested staff above. 

	☐

	Ref
	Facilitators meeting 
	

	1.2.1
	Confirm date, venue, food etc. Provisionally book. Consider relevant insurances, risk assessments etc are in place. 

	☐

	1.2.2
	Review the programme for the day. Decide on the activities to be included. 

· SSCE Cymru Service Pupil Promise Event Plan
· SSCE Cymru Service Pupil Promise PPT

	☐

	1.2.3
	Review documentation to support planning of the day. Make relevant amends for your LA and event. 

SPP Email for schools

	☐


	1.2.4
	Identify physical resources to be ordered dependent on activities e.g. tiles, pens, postcards etc 

	☐

	1.2.5
	Identify staff roles for the day e.g. who will lead each activity, photography etc. 

	☐

	1.2.6
	Consider promotion of event e.g. school newsletters, LA social media etc. 

	☐

	Ref
	School Liaison 
	

	1.3.1
	Send invites to school using the SPP Email for schools and SPP School attendees list (email attachment). Ensure you include questions on photo consent and dietary requirements. Log responses on the SPP Final attendees list (ALL).

	☐

	1.3.2
	Send reminders to school using the SPP Email reminder for schools and SPP School attendees list (email attachment). Log responses on your SPP Final attendees list (ALL).

	☐

	Ref
	Final Planning 
	

	1.4.1
	Finalise numbers (food, venue etc) 

	☐

	1.4.2
	Liaise with venue about layout, equipment etc. 

	☐

	1.4.3
	Ensure relevant insurances, risk assessments etc are in place.

	☐

	1.4.4
	Prepare physical resources e.g. printing 

	☐

	1.4.5
	Enjoy the event 

	☐

	1.4.6
	Collect in all Service children work from the day. This will be needed to help you write the Service Pupil Promise. 

	☐

	1.4.7
	Write and share relevant press releases on the event e.g. SSCE Cymru Journal, LA newsletter  

	☐




	Ref
	2. Writing the Service Pupil Promise 
	

	2.1.1.
	Review all information from the day using the SPP Summary of activities template and the SPP Summary of feedback forms template


	☐

	2.1.2
	Meet with relevant facilitators to write the Service Pupil Promise using the SPP draft template. Refer to the SPP template example for guidance on content length and identify which SSCE SPP template you’d like to use, or whether you will design your own, as well as any images from the event. 


	☐

	2.1.3
	Collate information onto the template 


	☐

	2.1.4
	Review the Service Pupil Promise with Service children (plan relevant visits to schools/invite identified SC to County Council building).


	☐


	2.1.5
	Finalise Service Pupil Promise 


	☐

	2.1.6
	Translate SPP to Welsh


	☐

	2.1.7
	Publish / promote in schools  


	☐

	2.1.8
	Share with SSCE Cymru for publication on the SSCE Cymru website. 


	☐


	

	Ref
	3. Planning a pre-event
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	3.1.1

	Liaise with schools to plan school based pre-event (recommended that facilitators visit 2-3 schools in a day)  

	☐

	3.1.2
	Identify staff to facilitate events (LA Participation officers, Youth leads, Armed Forces Covenant Liaison Officer (AFLO), SSCE Cymru, Armed Forces Welfare Officer, Community Development Officer)

	☐

	3.1.3
	Decide which activities you will include. 
SSCE Cymru Service Pupil Promise Pre-event activity –  A structured discussion with a group of Service children
SSCE Cymru Service Pupil Promise Pre-event activity PPT
SSCE Cymru Service Children Colouring Activities  

	☐

	3.1.4
	Identify roles for the day e.g. who will lead each activity, photographer etc  

	☐

	3.1.5
	Order physical resources e.g. tile, pens, postcards etc

	☐
	3.1.6
	Deliver in school sessions  

	☐
	3.1.7
	Write and share relevant press leases on the event e.g. SSCE Cymru Journal, LA newsletter  

	☐

	3.1.8
	Review all information from the pre-event sessions. Decide how to incorporate into the main event e.g. pros and cons card sort 

	☐
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