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Volunteer & Steward
Briefing Pack & Training Checklist
A Competency & Deployment Readiness Methodology
A structured framework to recruit, train, brief, and sign off volunteers and stewards as deployment-ready — matched to your event's actual roles, not a generic induction talk.


How to Use This Framework
This document is a structured framework, not a substitute for a qualified stewarding plan or your local licensing authority’s supervisory ratios and certification requirements. It is designed to help you understand and apply established training and briefing methodology to your own volunteer and steward population, so your deployment is defensible rather than assumed.
Key updates in this version: The framework now explicitly addresses counter‑terrorism duties arising from the Terrorism (Protection of Premises) Act 2025 (Martyn’s Law), the Protect UK guidance, and the Safety Act 2023 where applicable. All volunteers and stewards must be briefed on their role in identifying and reporting suspicious activity, following lockdown and evacuation procedures, and supporting a coordinated response to a terrorist incident.
Each section sets out what to prepare and why it matters, with example structures you can adapt to your event, role types, and jurisdiction. Certification requirements (such as SIA licensing for contracted security stewards), insurer conditions, safeguarding obligations, and counter‑terrorism duties vary significantly – this framework should be used alongside, not instead of, your local regulatory requirements, the official Martyn’s Law guidance, and a qualified event safety plan.
Need this delivered as a live briefing, training day, or facilitated for your specific event rather than worked through yourself? Contact us to discuss on‑site or online consultancy support.

Section 1 – Purpose & Scope
A briefing is not a single induction talk delivered to everyone in the same room – it’s the combination of role‑specific training, competency sign‑off, and a live briefing that determines whether a volunteer or steward is actually ready to be deployed. Define what this pack covers before you start.
Include:
· The role types being covered – general volunteers, event stewards, licensed security stewards, and welfare/first‑aid‑trained roles
· Recruitment source – internal volunteer pool, third‑party stewarding provider, or a mix
· Whether this is a new training and briefing framework or a review of an existing one
· The event type and audience profile driving the level of training required
· The event’s counter‑terrorism duty under the Terrorism (Protection of Premises) Act 2025 (Martyn’s Law) – including whether the event falls into Standard or Enhanced Tier, and what that means for training, risk assessment, and emergency planning
· Any specific local or national counter‑terrorism alert level or police security advice relevant to the event

Section 2 – Role Definition & Recruitment Standards
Before training anyone, define what each role actually requires. A single generic “steward” role description is where most competency gaps begin.
Assess:
· Minimum age, certification, and licensing requirements per role (e.g. SIA licence for licensed security stewards)
· Safeguarding checks required for roles with access to children or vulnerable attendees
· Minimum experience or prior‑event requirement for supervisory and lead steward roles
· Physical requirements relevant to the role – extended standing, outdoor conditions, crowd contact
· Right‑to‑work and insurance status confirmed before any role is offered
· A basic counter‑terrorism awareness check – whether the candidate has completed ACT Awareness e‑learning or equivalent within the last 12 months
· Any additional vetting or BPSS clearance required for roles with access to restricted areas, VIPs, or sensitive infrastructure (in line with Martyn’s Law Standard/Enhanced Tier expectations)



Section 3 – Pre‑Event Training Curriculum
The most widely used approach is tiered training: a core module every volunteer and steward completes, plus role‑specific modules layered on top. This produces consistent baseline competency rather than assuming experience covers the gap.
Example Training Modules – adapt to your event’s actual role structure:
	Module
	Audience
	Content

	Core Induction
	All volunteers and stewards
	Event overview, code of conduct, welfare and reporting lines

	Crowd Awareness
	All customer‑facing roles
	Crowd behaviour, density recognition, escalation triggers

	Emergency Procedures
	All customer‑facing roles
	Evacuation routes, alarm signals, assembly points, including terrorism‑specific scenarios (lockdown, stay‑safe, run‑hide‑tell)

	Counter‑Terrorism Awareness (Martyn’s Law / ACT)
	All customer‑facing roles
	Recognising suspicious behaviour, terrorist attack methodology, reporting channels (including police and counter‑terrorism hotline), ACT Awareness framework, and the legal duty to protect premises and events

	Role‑Specific Skills
	Position‑dependent
	Access control, queue management, ticket checks, radio protocol

	Safeguarding
	Roles with access to children/vulnerable attendees
	Recognition, reporting, and escalation of safeguarding concerns

	Licensed Security Duties
	SIA‑licensed roles only
	Conflict management, search procedures, use‑of‑force policy

	Counter‑Terrorism Practical Response
	Enhanced Tier roles / security leads
	Lockdown procedures, physical security checks (doors, barriers, CCTV), suspicious item handling, liaison with police liaison officers (PLOs), and post‑incident communication protocols


This module structure is an illustrative starting point. It must be validated against your local licensing authority’s requirements, your insurer’s conditions, any safeguarding obligations specific to your event, and the official Martyn’s Law guidance (ProtectUK), all of which take precedence over the example structure in this framework.

Section 4 – Briefing Structure & Content
Training builds baseline competency; the on‑the‑day briefing applies it to the specific site, route, and conditions in front of the team that day.
Every Deployment Briefing Should Cover:
· Site‑ or route‑specific layout, including the individual’s exact position and reporting line
· Radio channel, call sign, and escalation route for medical, security, and crowd concerns
· Weather or contingency signal in effect and the action it triggers
· Welfare and rest break arrangements for the shift
· Authority limits – what the role can and cannot instruct a member of the public to do
· Counter‑terrorism specific briefing for the day – current threat level, any specific intelligence or police advice, location of primary and secondary lockdown/evacuation assembly points, and the designated point of contact for reporting suspicious activity (including police liaison and security control room)
· The Martyn’s Law “Terrorism (Protection of Premises) Act 2025” duty reminder – that every steward and volunteer has a legal responsibility to act on and report suspicious behaviour, and that the organisation has a statutory duty to protect the public from terrorist acts on the premises



Section 5 – Competency & Sign‑Off Checklist
A training module completed is not the same as a competency confirmed. Sign‑off should be an active confirmation, not an assumption based on attendance.
	Competency Area
	Sign‑Off Method
	Confirmed By

	Core induction completed
	Attendance record and short knowledge check
	Training lead

	Role‑specific skills demonstrated
	Practical walkthrough or supervised shadow shift
	Role supervisor

	Licensing/certification verified
	Document check against licensing register
	Compliance officer

	Safeguarding training completed
	Attendance record and acknowledgement signed
	Training lead

	Radio and communication protocol understood
	Practical radio check
	Shift supervisor

	Counter‑Terrorism Awareness (Martyn’s Law / ACT) completed
	Attendance record and ACT e‑learning completion certificate verified (where applicable)
	Counter‑Terrorism Security Co‑ordinator (CTSC) or designated lead

	Lockdown and suspicious item procedure understood
	Practical walkthrough of site‑specific lockdown and evacuation procedures
	Designated security lead / police liaison officer





Section 6 – Deployment Readiness Levels
Not every role requires the same depth of preparation. Match the readiness level to the role’s actual public‑facing and safety‑critical responsibility.
	Readiness Level
	Minimum Requirement
	Example Roles

	Standard
	Core induction only
	Car park attendant, merchandise steward

	Enhanced
	Core induction plus crowd awareness and emergency procedures
	General event steward, gate/access steward

	Specialist
	Enhanced training plus role‑specific module and practical sign‑off
	Queue management, welfare point steward

	Licensed
	Full training pathway plus verified SIA licence and use‑of‑force briefing
	Licensed security steward

	Counter‑Terrorism Aware (CTA)
	Enhanced training + counter‑terrorism awareness module + site‑specific lockdown/evacuation briefing + Martyn’s Law duty acknowledgment
	Any steward deployed in a high‑visibility public‑facing role where they are likely to be the first point of contact for a member of the public reporting suspicious activity

	Enhanced Counter‑Terrorism (ECT)
	Full CTA training plus physical security walkthrough, suspicious item handling practical, and designated liaison with police or security control room
	Lead stewards, security control room operatives, police liaison officers (PLOs), and any steward with delegated counter‑terrorism response authority





Section 7 – On‑the‑Day Briefing Checklist
Include:
· Attendance and identity check against the confirmed deployment list before briefing begins
· Position and radio allocation confirmed and acknowledged by each individual
· Weather and contingency signals communicated and understood
· Welfare point locations and shift rotation confirmed
· Sign‑in/sign‑out process confirmed so the organisation always knows who is deployed and where
· Counter‑terrorism checklist:
· Current threat level and any specific intelligence (if applicable)
· Exact location of the nearest lockdown/evacuation assembly point and the designated “safe room” (if any)
· Reporting line for suspicious behaviour – who to contact first (security control, police liaison, 999)
· Confirmed understanding of the “Run, Hide, Tell” protocol and the designated lockdown signal
· Any specific counters to terrorist attack methodology relevant to the site (e.g. vehicle barriers, locked doors, restricted access points)
· Acknowledgment that Martyn’s Law imposes a statutory duty on the organisation and every steward to protect the public from terrorist acts on the premises



Section 8 – Welfare & Support Provision
Assess:
· Rest break frequency and duration relative to shift length and weather conditions
· Access to food, water, and shelter throughout the deployment
· Debrief and support access following any incident a volunteer or steward is involved in or witnesses
· Point of contact for a volunteer or steward wishing to raise a welfare or conduct concern
· Dedicated psychological / trauma support following any terrorist incident – access to trained counsellors, peer support, and a formal debriefing process that acknowledges the unique stress of a counter‑terrorism response
· A “safe reporting” process that allows any steward or volunteer to raise a counter‑terrorism concern without fear of reprisal, in line with the Protect UK “Be Seen, Be Heard” guidance



Section 9 – Documentation & Regulatory Submission
⚑ Legal/Regulatory Review Required – licensing, safeguarding, supervisory ratios, and counter‑terrorism duties (including Martyn’s Law / Terrorism (Protection of Premises) Act 2025) vary by jurisdiction and event type; this framework does not replace legal advice or your local licensing authority’s requirements specific to your event.
Include:
· Full training and sign‑off register for every volunteer and steward deployed
· Record of which licensing or certification standard each role was verified against
· Deployment list matched against the sign‑off register before the event opens
· Counter‑terrorism training completion record – including ACT Awareness e‑learning certificate number (if applicable), date completed, and verification by the designated CTSC or security lead
· A written acknowledgment from every volunteer and steward confirming they have understood their duties under Martyn’s Law and the organisation’s counter‑terrorism policy
· A documented review date, including a planned update to the briefing pack following any changes to the Protect UK guidance, the Terrorism (Protection of Premises) Act 2025, or the Security Industry Authority (SIA) counter‑terrorism licensing conditions (where applicable)
· Version control and review date, particularly where role requirements or licensing conditions change

© Ewings Consultancy Services – This framework is provided for guidance purposes and does not constitute legal or regulatory advice. The Terrorism (Protection of Premises) Act 2025 (Martyn’s Law) came into force in April 2025; users should consult the official Protect UK guidance and their own legal advisers for definitive compliance requirements.

