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Headcount procedure 
 
It is difficult to be prescriptive as to when head counts should be done. It is important that 
these are considered for all age groups in all activities and, specifically, when young people 
are moving as a group. If the activity requires more than the minimum headcount procedure 
this should be decided and documented during the risk assessment process. 
 
The leader in charge of the activity is responsible for ensuring that registers and headcounts 
are taken during the course of meetings and activities. As an absolute minimum, a register 
and headcount MUST be taken by the leader in charge at the start of an activity e.g. before 
leaving the meeting point; and then again on arrival at the venue if appropriate; and at the 
end of the activity.  Whatever the length and nature of the visit, regular head counting of 
young people should take place.  
 
All Leaders should carry a list of all young people and adults involved in the activity/meeting 
at all times. Young people, particularly Beavers, should be easily identifiable, that is, by 
wearing uniform, especially if the visit is to a densely populated area.  Young people should 
not wear name badges. It is useful to provide young people, particularly younger members, 
with labels/badges displaying the name of the Colony/Pack/Troop and its emergency contact 
number.  
 
Some basic hints regarding headcounts: 
§ It is the responsibility of the leader in charge to ensure headcounts are undertaken 
§ Allocate young people to groups/transport and do not allow young people to swap from a 

group/transport  
§ Regularly do a headcount of young people, particularly when getting on and off 

transport/changing terrain/crossing a road. Always get another leader to double check 
§ For those in adventurous activities it could be that there is a need to conduct a headcount 

when, for example, paddling around a bend, moving around a rocky outcrop or, generally, 
when moving in poor visibility. Furthermore, for larger groups, it should be agreed as to 
who conducts these to remove the expectation that these will be conducted by someone 
else.  

§ Gain the attention of the young people before giving out any information 
§ Ensure reasonable supervision at all times. Allocate groups of young people to each 

leader/adult helper; this helps with proper supervision and communication of information. 
§ Whenever young people are allowed ‘free range’, set regular times and places for them to 

report back to Leaders and establish a base where a leader/adult helper may always be 
found. 

§ When out and about, if your return to the collection point is delayed by 20 minutes or 
more, the Home Contact must be informed. If the delay becomes longer than an hour, the 
GSL must be informed. 

§ On your return to the collection point, ensure that at least one leader waits until the last 
young person has been collected/departed. 
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