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Important use principle. Organisations are not expected to use every tool or every action 

at once. They should select the tools and actions that match their activity type, size, 

operational capacity, venue context and current level of practice. The recommended 

approach is to start with a small number of feasible actions, apply them consistently, keep 

simple evidence and expand gradually over time. 

 

How to read this pack 

This pack is designed for practical use. Organisations are not expected to use every tool 

or apply every action at once. 

The recommended approach is to choose the tools and actions that fit the activity type, 

organisational capacity, current level of practice, and areas where the organisation has the 

greatest control or influence. 

Each tool follows the same structure so that users can move through the pack easily and 

build routines over time rather than trying to do everything in one cycle. 

The quick check is a short self-assessment, not an audit. 

The same three response levels are used across all tools: Not yet in place, Partly in place, 

Consistently in place. 

Minimum actions are the recommended starting point. Advanced actions are optional and 

should be chosen only where they are realistic and useful. 

A completed tool should lead to a decision, a small number of selected actions, and a 

clearer next step in the CSTAS cycle. 

Response scale used in all quick checks: Not yet in place / Partly in place / Consistently 

in place. 

Choosing your CSTAS pathway 

Before using the tools, each organisation should first decide which CSTAS pathway best 

matches its activity. The tools in this pack are not limited to one-off public events. They 

can also be used for training cycles, recurring club routines, small-community sport bases, 

facility-improvement processes and incoming or outgoing sport tourism cooperation. 

The pathway is not a separate system. It is a practical entry point that helps the 

organisation decide which tools, actions and evidence types are most relevant. 

Event pathway. Use this pathway for one-off sport events, tournaments, festival activities 

or masterclasses. Start with the Event / Camp / Training-cycle Checklist, Mobility 

Playbook and Venue Cooperation Pack. 

Training-cycle pathway. Use this pathway for youth or adult training cycles, camp 

preparation and seasonal training transitions. Start with the Event / Camp / Training-cycle 

Checklist, Inclusion & Accessibility Pack and KPI Mini-Set. 

Club-process pathway. Use this pathway for recurring court use, repeated bookings or 

regular sport participation routines. Start with the Venue Cooperation Pack, Mobility 

Playbook and One-page Reporting Sheet. 
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Small-community sport base pathway. Use this pathway for rural or specialised sport 

bases, weekend training formats or small sport communities. Start with the Venue 

Cooperation Pack, Mobility Playbook and Inclusion & Accessibility Pack. 

Facility-improvement pathway. Use this pathway for sport academies, club facilities or 

training environment improvement processes. Start with the Venue Cooperation Pack, 

Green Procurement Mini-Toolkit and KPI Mini-Set. 

Organisations should choose one pathway as a starting point, select only the tools that are 

relevant, and keep simple evidence that matches the activity type. 

Practical instruction for participating organisations 

This short instruction is intended for clubs and other organisations taking part in the 

CSTAS pilot phase. It explains, in simple practical terms, what is expected from 

participating organisations during the pilot and what information should be collected 

afterwards. 

You are not expected to use the full CSTAS system at once. The aim of the pilot is to test 

a small number of realistic actions within your own activity, keep simple evidence of 

implementation, and provide short feedback on what worked well and what was difficult 

in practice. 

What is expected from your organisation 

• Choose one activity, event, camp or recurring activity cycle that will be used as your 

pilot case. 

• Appoint one responsible person or contact point for the pilot activity. 

• Select only a limited number of CSTAS elements to test in practice, normally 2–4. 

• Apply the selected actions during the activity. 

• Keep simple evidence of implementation and complete a short review afterwards. 

• Share short feedback on what worked well, what was difficult, and what should be 

improved. 

What is not expected from your organisation 

• You do not need to apply every CSTAS tool or every possible action. 

• You do not need to produce a long report. 

• You do not need to calculate a full environmental footprint. 

• You do not need to solve issues that are fully controlled by venues, municipalities or 

suppliers. 

• You do not need to make your activity “perfect”. The pilot is intended to test what is 

realistic in practice. 

Examples of CSTAS elements you can choose to test 

• a short travel information note and encouragement of shared travel; 

• basic venue cooperation on waste separation, refill water or access information; 
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• one simple procurement choice, such as reuse, reduced packaging or basic supplier 

expectations; 

• clearer participant information and inclusion / accessibility information; 

• a short post-activity reporting and feedback routine. 

Note on different activity types and evidence 

Not every CSTAS application will look like a public event. Some organisations may test 

CSTAS through a training cycle, a recurring club process, a regular court-use routine, a 

small-community sport base or a facility-improvement process. In these cases, a separate 

event participant list may not always be relevant or available. 

For non-event or recurring activity cases, suitable evidence may include a training 

schedule, booking or use pattern, responsible person confirmation, venue readiness note, 

participant information message, photos, short feedback note or one-page reporting sheet. 

The main purpose is not to collect the same evidence in every case, but to show what was 

planned, what was applied, what depended on external actors, what evidence was kept 

and what should be improved next time. 

Suggested practical steps for the pilot 

Step 1 – Prepare. Confirm which activity will be used as the pilot case. Identify the 

organiser or contact person. Check the basic venue and participation conditions. Note any 

important external constraints. 

Step 2 – Plan. Choose 2–4 CSTAS actions that are realistic for this activity. Decide who 

is responsible for each action. Prepare any short participant information that may be 

needed. Decide what simple evidence you will keep afterwards. 

Step 3 – Deliver. Apply the selected actions during the activity. Keep short notes if 

something works especially well or if something is more difficult than expected. If 

possible, take a few photos during the activity. 

Step 4 – Report. Complete the one-page reporting sheet as soon as possible after the 

activity. List what was applied in practice and attach the main evidence items. 

Step 5 – Improve. Add a short reflection: what worked well, what was difficult, what 

depended too strongly on external actors, and what should be improved next time. 

Minimum evidence to keep 

• completed checklist or short activity planning note; 

• participant information note or message, if used; 

• one-page reporting sheet; 

• 3–5 photos from the activity; 

• short feedback note on what worked and what was difficult; 

• if relevant, one supporting file such as a travel message, venue confirmation or 

supplier message. 

Pilot quick implementation sheet 
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Field Information 

Organisation  

Activity / event  

Date and place  

Contact person  

Selected CSTAS elements  

What was tested in practice  

Evidence attached  

What worked well  

What was difficult  

What should be improved next time  
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1. Event / Camp / Training-cycle Checklist 

What this tool is for 

This tool helps an organisation organise the basic sustainability 

tasks for one event, camp or recurring activity cycle. It brings 

the main actions into one place and helps the organiser decide 

what should be done, by whom and when. 

Who should use it 
Grassroots clubs, camp organisers, local event teams, regional 

organisers and federations supporting local delivery. 

When to use it 
Use at the start of planning, update before delivery, and 

complete a short review after the activity. 

How to use this tool 

1. Complete the quick current situation check before finalising the activity plan. 

2. Use the result to choose a realistic minimum set of actions for this activity. 

3. Assign one responsible person for each selected action or theme. 

4. Keep the checklist with the activity file and update it during planning and delivery. 

5. Use the review block after the activity to improve the next cycle. 

Quick current situation check 

Use the same simple three-level scale for each statement: Not yet in place / Partly in 

place / Consistently in place. 

Statement Not yet in place Partly in place Consistently in place 

We assign one person to 

coordinate practical 

sustainability actions for 

each activity. 

☐ ☐ ☐ 

We confirm the activity 

type, venue context and 

key partners before 

planning starts. 

☐ ☐ ☐ 

We use a checklist to 

decide which minimum 

actions will be applied. 
☐ ☐ ☐ 

We separate actions we 

control directly from 

actions that require venue 

or supplier agreement. 

☐ ☐ ☐ 

We prepare a participant 

information note before 

the activity begins. 
☐ ☐ ☐ 

We decide in advance 

what simple evidence will 

be kept after the activity. 
☐ ☐ ☐ 
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We review the activity 

afterwards and note what 

should be repeated or 

changed. 

☐ ☐ ☐ 

What your result means 

• If most answers are “Not yet in place”, start with minimum actions only. The aim 

is to create a small number of repeatable routines. 

• If most answers are “Partly in place”, focus on consistency. Clarify 

responsibilities, improve timing and keep simple evidence. 

• If most answers are “Consistently in place”, choose advanced options selectively. 

Expand only where the effort is realistic and useful. 

What this tool helps you understand 

It helps the organisation understand whether sustainability is currently embedded into 

normal planning or left informal and inconsistent. 

What this tool helps you decide 

It helps decide which 1–3 actions should be prioritised in this activity, who is responsible 

for them, and which other tool should be opened next. 

What should happen next 

After completing this tool, the organiser should move to the most relevant follow-up tool: 

Mobility Playbook, Venue Cooperation Pack, Green Procurement Mini-Toolkit, 

Inclusion & Accessibility Pack, or KPI Mini-Set + One-page Reporting Sheet. 

Why this matters in practice 

It turns general ambition into a realistic activity plan. Without this step, sustainability 

actions often remain optional, unassigned or forgotten during delivery. 

Improvement pathway 

Minimum actions Optional advanced actions 

• Assign a named coordinator for the checklist 

and basic follow-up. 

• Complete the checklist before final decisions 

are locked in. 

• Select only the most relevant actions for the 

activity instead of trying to cover everything. 

• Clarify direct organiser actions, external 

dependencies and simple evidence needs. 

• Keep one short post-activity reflection note. 

• Use sport-specific add-ons for indoor, 

outdoor, aquatic, camp or repeated-travel 

contexts. 

• Standardise the checklist across multiple 

events or across a season. 

• Compare completed checklists across several 

activities to identify recurring barriers. 

• Use the checklist as a shared planning tool 

with venue or federation support actors. 

Using the pathway over time 

If you are starting 

• Use the checklist only for the activity you are currently planning. 

• Choose a very small number of minimum actions. 
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• Assign one responsible person and keep one short review note afterwards. 

If you are developing 

• Use the checklist consistently across several activities. 

• Add a short responsibility and timing column. 

• Link it to one or two selected KPI items and participant information routines. 

If you are already consistent 

• Standardise the checklist across the club or network. 

• Add context-specific versions for indoor, outdoor, camp or recurring competition 

use. 

• Use the results to improve future templates and training. 

Typical owner and time needed 

• Typical owner: Event organiser, club administrator or camp coordinator. 

• Typical time needed: 15–20 minutes for first use; 10 minutes for updates. 

What evidence to keep 

• Completed checklist 

• Named responsibilities or planning notes 

• Participant information note 

• One-page reporting sheet or short review note 

Common mistakes to avoid 

• Trying to complete every possible action in one cycle. 

• Leaving the checklist unassigned without a responsible person. 

• Using the checklist once and not reviewing it after the activity. 

• Treating external constraints as if they were fully under organiser control. 

Review after the activity or cycle 

• Which selected actions were easy to apply? 

• Which actions depended too strongly on external actors? 

• What should be kept exactly the same next time? 

• What should be simplified or clarified in the next checklist cycle? 
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2. Mobility Playbook 

What this tool is for 

This tool helps organisations reduce and better 

manage travel-related impacts through practical 

coordination and communication. It focuses on what 

clubs can realistically influence, especially for 

repeated domestic travel patterns. 

Who should use it 
Clubs and organisers whose participants, teams, 

families or staff travel to competitions, camps or 

hosted activities. 

When to use it 
Use during early planning, participant 

communication and post-activity reflection. 

How to use this tool 

1. Complete the quick check to understand whether mobility is currently being managed 

or only assumed. 

2. Choose 1–2 minimum actions that fit the size and geography of the activity. 

3. Prepare a short travel information note for participants and teams. 

4. Collect one simple travel-related data point after the activity. 

5. Use the next cycle to improve only the actions that proved realistic. 

Quick current situation check 

Use the same simple three-level scale for each statement: Not yet in place / Partly in 

place / Consistently in place. 

Statement Not yet in place Partly in place Consistently in place 

We provide participants 

with basic travel 

information before the 

activity. 

☐ ☐ ☐ 

We encourage carpooling 

or shared travel in some 

form. 
☐ ☐ ☐ 

We identify a contact 

person for travel-related 

questions or coordination. 
☐ ☐ ☐ 

We consider where 

participants are travelling 

from when planning the 

activity. 

☐ ☐ ☐ 

We use at least one simple 

travel message or 

reminder before the 

activity. 

☐ ☐ ☐ 
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We ask at least one short 

question about travel after 

the activity. 
☐ ☐ ☐ 

We use mobility 

information to improve 

future planning. 
☐ ☐ ☐ 

What your result means 

• If most answers are “Not yet in place”, start with minimum actions only. The aim is to 

create a small number of repeatable routines. 

• If most answers are “Partly in place”, focus on consistency. Clarify responsibilities, improve 

timing and keep simple evidence. 

• If most answers are “Consistently in place”, choose advanced options selectively. Expand 

only where the effort is realistic and useful. 

What this tool helps you understand 

It helps the organisation understand whether travel is being actively managed or simply 

assumed to be outside influence. 

What this tool helps you decide 

It helps decide which minimum mobility action is realistic now, what message should be 

sent to participants, and which mobility KPI should be selected. 

What should happen next 

After completing this tool, the organiser should insert the chosen mobility actions into the 

Event / Camp / Training-cycle Checklist and reporting sheet. 

Why this matters in practice 

Travel is often the largest impact area, but it is also one of the most practical places to 

start. Small coordination and communication changes can create visible improvements 

without heavy cost. 

Improvement pathway 

Minimum actions Optional advanced actions 

• Appoint a mobility contact for the activity. 

• Publish a standard travel information note with 

timing, location and shared travel 

encouragement. 

• Encourage carpooling and shared departure 

points where relevant. 

• Include one short post-activity question on travel 

mode or shared travel. 

• Keep a short note on what travel coordination 

worked and what did not. 

• Test organised group transport for at least one 

activity or team group. 

• Work with municipalities or venues to improve 

local transport information. 

• Pilot a small incentive for carpooling groups or 

shared travel. 

• Compare travel patterns across multiple events 

or activity cycles. 
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Using the pathway over time 

If you are starting 

• Appoint a mobility contact for the activity. 

• Send a short travel information note and encourage carpooling. 

• Choose one simple mobility KPI such as share using organised/shared transport. 

If you are developing 

• Repeat the same travel communication format across activities. 

• Add shared departure points or group travel coordination where feasible. 

• Use one short participant question to understand travel patterns more clearly. 

If you are already consistent 

• Test stronger mobility options for selected activities. 

• Compare patterns across repeated events or camps. 

• Use mobility learning to inform calendar, venue or partnership decisions. 

Typical owner and time needed 

• Typical owner: Event organiser, mobility coordinator, team administrator or federation 

support person. 

• Typical time needed: 15 minutes for a basic setup; 20–30 minutes if group transport is 

tested. 

What evidence to keep 

• Travel information note 

• Mobility reminder message 

• Short participant travel response summary 

• Selected mobility KPI value(s) 

• Short mobility lessons note 

Common mistakes to avoid 

• Assuming mobility cannot be improved because public transport is limited. 

• Trying to measure full travel emissions before basic coordination is in place. 

• Ignoring family and equipment travel patterns. 

• Not using the same travel communication format repeatedly. 

Review after the activity or cycle 

• Did participants receive travel information early enough? 

• Was shared travel encouraged in a visible and practical way? 

• Which simple coordination action had the highest uptake? 

• What should be improved before the next activity? 
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3. Venue Cooperation Pack 

What this tool is for 

This tool helps organisers clarify minimum venue services, responsibilities 

and basic access conditions. It is designed for situations where many 

important sustainability conditions depend on venue operators rather than 

the organising club. 

Who should use it 
Clubs, camp organisers, federations and event teams using municipal, 

school, private or third-party venues. 

When to use it 
Use before venue confirmation, during venue negotiation and as part of the 

final readiness check. 

How to use this tool 

1. Use the quick check before final venue confirmation or before returning to a repeat 

venue. 

2. Request only the baseline services that are realistic and important for this activity. 

3. Record responsibilities in simple written form, even if a full agreement is not possible. 

4. Use the readiness check shortly before delivery to confirm that minimum conditions 

are actually in place. 

5. Keep the same structure for future venue conversations so that the process becomes 

easier over time. 

Quick current situation check 

Use the same simple three-level scale for each statement: Not yet in place / Partly in 

place / Consistently in place. 

Statement 
Not yet in 

place 
Partly in place 

Consistently 

in place 

We know who the main venue contact person is for this 

activity. ☐ ☐ ☐ 

We clarify waste, refill or basic service expectations with the 

venue before the activity. ☐ ☐ ☐ 

We have at least basic access information about the venue. ☐ ☐ ☐ 

We distinguish what the venue controls from what the 

organiser controls. ☐ ☐ ☐ 

We use some written form of agreement, note or clause to 

confirm expectations. ☐ ☐ ☐ 

We check venue readiness shortly before the activity starts. ☐ ☐ ☐ 

We keep a short record of what the venue provided and what 

was missing. ☐ ☐ ☐ 

What your result means 

• If most answers are “Not yet in place”, start with minimum actions only. The aim is to 

create a small number of repeatable routines. 
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• If most answers are “Partly in place”, focus on consistency. Clarify responsibilities, improve 

timing and keep simple evidence. 

• If most answers are “Consistently in place”, choose advanced options selectively. Expand 

only where the effort is realistic and useful. 

What this tool helps you understand 

It helps the organisation understand which sustainability and access conditions are 

realistically under its control and which depend on negotiation or external provision. 

What this tool helps you decide 

It helps decide what minimum services should be requested, which issues need written 

confirmation, and what should be documented as an external constraint. 

What should happen next 

After completing this tool, the organiser should integrate the agreed venue conditions into 

the Event / Camp / Training-cycle Checklist, participant information, and evidence pack. 

Why this matters in practice 

Many visible sustainability outcomes depend on venues rather than clubs. A clear 

cooperation process prevents last-minute surprises and avoids unfairly assigning all 

responsibility to organisers. 

In some cases, venue cooperation should also include municipal or local tourism actors. 

Access, parking, public transport information, waste systems, visitor information and 

local services may depend on actors outside both the organiser and the venue. For this 

reason, organisers should use the Venue Cooperation Pack not only to clarify venue 

services, but also to identify when municipal, tourism or other local partners should be 

contacted before the activity. 

Improvement pathway 

Minimum actions Optional advanced actions 

• Identify a named venue contact for the activity. 

• Request baseline services such as waste 

separation points, refill water where feasible and 

basic access information. 

• Agree key responsibilities in writing using a 

short note, email confirmation or simple clause 

set. 

• Use a short venue readiness self-check before 

delivery. 

• Document missing services as external 

constraints rather than ignoring them. 

• Test simple data sharing on energy or water 

proxies where feasible. 

• Include sustainability and access expectations in 

venue selection criteria. 

• Develop repeatable venue clauses for use across 

several activities. 

• Use repeated venue evidence to support broader 

discussions with venue owners or municipalities. 

Using the pathway over time 

If you are starting 
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• Use a simple venue readiness self-check. 

• Request only the most important baseline services. 

• Keep one short written confirmation or note. 

If you are developing 

• Use the same request structure for repeat venues. 

• Add a short responsibility matrix and access information check. 

• Keep a record of what was confirmed and what was missing. 

If you are already consistent 

• Use short clauses or repeatable cooperation wording. 

• Differentiate baseline and advanced expectations by venue type. 

• Use repeated venue learning to improve future planning and negotiations. 

Typical owner and time needed 

• Typical owner: Event organiser, venue liaison, club administrator or federation support 

organisation. 

• Typical time needed: 20 minutes for a first basic request; 30 minutes if clauses or readiness 

checks are added. 

What evidence to keep 

• Venue contact details and written confirmation 

• Venue readiness self-check 

• Short MoU or clause set 

• Access information note 

• Short record of missing or confirmed venue services 

Common mistakes to avoid 

• Assuming the venue will provide services without prior clarification. 

• Treating venue-controlled issues as invisible rather than documenting them. 

• Leaving accessibility information until the last moment. 

• Asking for too much data too early instead of starting with baseline services. 

Review after the activity or cycle 

• Which venue conditions were confirmed in time? 

• Which missing services created friction during delivery? 

• Did the written responsibilities help in practice? 

• What should be added to the next venue cooperation cycle? 
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4. Green Procurement Mini-Toolkit 

What this tool is for 

This tool helps organisations make better purchasing 

choices for common event, camp and club needs. It 

focuses on reducing unnecessary single-use items, 

improving supplier expectations and making 

procurement decisions more deliberate. 

Who should use it 

Clubs, organisers, federations and support actors 

involved in buying event consumables, small 

equipment, textiles, printed materials or simple 

services. 

When to use it 
Use during purchase planning, supplier 

communication and post-purchase reflection. 

How to use this tool 

1. Complete the quick check before placing orders or confirming suppliers. 

2. Apply the minimum actions to at least one purchase category first. 

3. Use the short decision logic: do we need it, can we reuse it, if buying, what minimum 

criteria apply? 

4. Keep procurement expectations simple and repeatable. 

5. Record one or two lessons that can improve the next purchase cycle. 

Quick current situation check 

Use the same simple three-level scale for each statement: Not yet in place / Partly in 

place / Consistently in place. 

Statement Not yet in place Partly in place Consistently in place 

We question whether every 

planned purchase is really 

necessary. 
☐ ☐ ☐ 

We consider reuse, borrowing 

or shared use before buying 

new items. 
☐ ☐ ☐ 

We apply at least one simple 

supplier criterion or 

expectation. 
☐ ☐ ☐ 

We communicate packaging 

or waste expectations to 

suppliers where relevant. 
☐ ☐ ☐ 

We use some written wording 

or clause when ordering 

common items. 
☐ ☐ ☐ 

We keep a short note on what 
was purchased and why. ☐ ☐ ☐ 
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We learn from supplier 

availability, price or 

packaging trade-offs over 

time. 

☐ ☐ ☐ 

What your result means 

• If most answers are “Not yet in place”, start with minimum actions only. The aim is to 

create a small number of repeatable routines. 

• If most answers are “Partly in place”, focus on consistency. Clarify responsibilities, improve 

timing and keep simple evidence. 

• If most answers are “Consistently in place”, choose advanced options selectively. Expand 

only where the effort is realistic and useful. 

What this tool helps you understand 

It helps the organisation understand whether procurement is currently reactive and price-

only, or whether it already includes practical circular choices. 

What this tool helps you decide 

It helps decide whether an item should be bought at all, which supplier criteria to apply, 

and what minimum expectations should be communicated. 

What should happen next 

After completing this tool, the organiser should retain the chosen criteria, clause 

or decision note and use it again in the next purchasing cycle. 

Why this matters in practice 

Procurement choices often look small, but repeated purchases can lock in wasteful 

routines or create cumulative improvement. Simple decisions made early can reduce 

unnecessary material use and repeated single-use consumption. 

Improvement pathway 

Minimum actions Optional advanced actions 

• Use a short decision tree before buying event 

consumables or materials. 

• Apply simple supplier criteria to at least one 

purchase category. 

• Communicate a basic expectation on packaging, 

reuse or waste responsibility where relevant. 

• Keep a short procurement record for important 

purchases. 

• Prefer reuse, borrowing or pooled use whenever 

practical. 

• Test pooled purchasing across a federation or 

club network. 

• Create a preferred supplier list using repeated 

criteria. 

• Compare cost and practicality trade-offs for 

lower-waste options. 

• Use repeated sample clauses for textiles, 

consumables or event supplies. 

Using the pathway over time 
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If you are starting 

• Apply the tool to one purchase category only. 

• Use the simple decision logic: do we need it, can we reuse it, if buying, what minimum 

criteria apply? 

• Keep one short decision record. 

If you are developing 

• Use the same criteria across repeat purchases. 

• Add one or two short supplier clauses. 

• Track where price, packaging or availability repeatedly create barriers. 

If you are already consistent 

• Create a small set of preferred supplier expectations. 

• Standardise repeat purchasing categories. 

• Use procurement learning to reduce repeated waste across activities. 

Typical owner and time needed 

• Typical owner: Club administrator, event organiser, procurement contact or federation 

support actor. 

• Typical time needed: 10–15 minutes for simple purchases; longer only if supplier 

comparison is needed. 

What evidence to keep 

• Short procurement decision record 

• Supplier criteria used 

• Sample clause or supplier message 

• Note on reuse / borrow / buy decision 

• Short lessons note on cost or availability trade-offs 

Common mistakes to avoid 

• Focusing only on price without considering repeat use or packaging. 

• Trying to redesign all procurement at once. 

• Not recording why a lower-waste option was accepted or rejected. 

• Using criteria so complex that no one applies them consistently. 

Review after the activity or cycle 

• Which procurement choice created the most visible improvement? 

• Where did supplier availability or cost limit better options? 

• Which wording worked well with suppliers? 

• What simple criterion should be reused next time? 
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5. Inclusion & Accessibility Pack 

What this tool is for 

This tool helps organisations make participation 

clearer, more accessible and more welcoming. It 

focuses on practical access conditions, 

communication clarity and feasible ways to reduce 

barriers linked to cost, equipment or first-time 

participation. 

Who should use it 
Clubs, camps, event organisers and federations that 

want to improve inclusion and participant experience 

without creating a heavy access bureaucracy. 

When to use it 
Use when preparing participant information, 

checking access conditions and reviewing barriers 

after the activity. 

How to use this tool 

1. Use the quick check while preparing participant information and venue details. 

2. Start with communication clarity and practical access information before adding more 

complex measures. 

3. Apply the minimum actions for every relevant activity where possible. 

4. Add advanced options only where resources and support allow. 

5. Review barriers after the activity and carry the learning forward. 

Quick current situation check 

Use the same simple three-level scale for each statement: Not yet in place / Partly in 

place / Consistently in place. 

Statement Not yet in place Partly in place Consistently in place 

We provide participants 

with clear practical 

information before the 

activity. 

☐ ☐ ☐ 

We include basic access 

information about the 

venue and arrival 

conditions. 

☐ ☐ ☐ 

We use communication 

that is understandable for 

first-time participants. 
☐ ☐ ☐ 

We consider affordability 

or equipment-related 

barriers where relevant. 
☐ ☐ ☐ 

We identify a contact 

point for questions about 

participation or access. 
☐ ☐ ☐ 
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We use a short inclusion 

or access checklist during 

planning. 
☐ ☐ ☐ 

We note barriers or 

participant feedback after 

the activity. 
☐ ☐ ☐ 

What your result means 

• If most answers are “Not yet in place”, start with minimum actions only. The aim is to 

create a small number of repeatable routines. 

• If most answers are “Partly in place”, focus on consistency. Clarify responsibilities, improve 

timing and keep simple evidence. 

• If most answers are “Consistently in place”, choose advanced options selectively. Expand 

only where the effort is realistic and useful. 

What this tool helps you understand 

It helps the organisation understand whether inclusion is currently treated as a practical 

planning issue or only as a general value statement. 

What this tool helps you decide 

It helps decide what information must be communicated clearly, which barriers need 

immediate attention, and whether any support options should be offered. 

What should happen next 

After completing this tool, the organiser should improve the participant information pack, 

clarify support contact details, and include relevant actions in the main activity checklist. 

Why this matters in practice 

A sustainable activity should also be understandable and reachable. Clear information, 

practical access checks and realistic support measures can widen participation and 

improve the participant experience at the same time. 

Improvement pathway 

Minimum actions Optional advanced actions 

• Publish a participant information pack with 

practical details and a clear tone. 

• Check and communicate basic access features 

and limitations. 

• Identify one contact point for participant 

questions. 

• Use a short inclusion checklist during planning. 

• Consider one feasible response to affordability or 

equipment barriers where relevant. 

• Pilot a cost-support mechanism for selected 

groups or activities. 

• Pilot an equipment-lending option or shared 

access arrangement. 

• Use participant feedback to refine access 

information and communication wording. 

• Develop repeatable beginner-friendly 

communication templates across a season. 
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Using the pathway over time 

If you are starting 

• Improve participant information and basic access clarity first. 

• Name a contact point for questions. 

• Use one simple inclusion or access check before the activity. 

If you are developing 

• Use the same structure for participant information across activities. 

• Add affordability or equipment-related considerations where relevant. 

• Review feedback to identify recurring barriers. 

If you are already consistent 

• Build repeatable inclusion routines into planning. 

• Test support options such as equipment lending or tailored guidance where feasible. 

• Use learning to improve wider club or network practice. 

Typical owner and time needed 

• Typical owner: Event organiser, club administrator, inclusion contact, coach coordinator or 

federation support actor. 

• Typical time needed: 15–20 minutes for a basic pack; longer only if support options are 

tested. 

What evidence to keep 

• Participant information pack 

• Inclusion or access checklist 

• Contact point details 

• Short note on support options offered 

• Barrier or feedback summary 

Common mistakes to avoid 

• Assuming inclusion means only physical accessibility. 

• Providing information that is technically correct but hard for first-time participants to use. 

• Leaving access questions unanswered until the day of the activity. 

• Adding support options without checking whether participants can actually use them. 

Review after the activity or cycle 

• Was the participant information clear enough before arrival? 

• Were any avoidable access or communication barriers identified? 

• Which support option was most useful or realistic? 

• What should be improved in the next participant information pack? 
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6. KPI Mini-Set + One-page Reporting Sheet 

What this tool is for 

This tool helps organisations keep light but credible 

evidence of what they applied and what changed. It 

is designed for learning, comparison and gradual 

improvement rather than for full footprint 

accounting. 

Who should use it 
Any club, organiser or federation using one or more 

CSTAS tools and wanting to document progress 

without excessive burden. 

When to use it 
Use before the activity to choose indicators, during 

delivery to note observations, and after the activity to 

complete the one-page reporting sheet. 

How to use this tool 

1. Choose only a small number of indicators that match the activity and the actions you 

actually applied. 

2. Combine organiser observations with one or two short participant questions where 

useful. 

3. Complete the one-page reporting sheet as soon as possible after the activity. 

4. Store the sheet together with the small evidence pack. 

5. Use the result to improve the next cycle rather than to create a heavy reporting process. 

Quick current situation check 

Use the same simple three-level scale for each statement: Not yet in place / Partly in 

place / Consistently in place. 

Statement Not yet in place Partly in place Consistently in place 

We select only a small 

number of indicators that 

are relevant to the activity. 
☐ ☐ ☐ 

We use a simple one-page 

reporting sheet after the 

activity. 
☐ ☐ ☐ 

We collect at least one 

short piece of participant 

or organiser evidence. 
☐ ☐ ☐ 

We keep the main 

evidence documents 

together in one place. 
☐ ☐ ☐ 

We use the results to 

improve future activities 

rather than only to archive 

them. 

☐ ☐ ☐ 
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We can compare at least 

some results across 

different activities or 

cycles. 

☐ ☐ ☐ 

We avoid collecting data 

that no one will use. ☐ ☐ ☐ 

What your result means 

• If most answers are “Not yet in place”, start with minimum actions only. The aim is to 

create a small number of repeatable routines. 

• If most answers are “Partly in place”, focus on consistency. Clarify responsibilities, improve 

timing and keep simple evidence. 

• If most answers are “Consistently in place”, choose advanced options selectively. Expand 

only where the effort is realistic and useful. 

What this tool helps you understand 

It helps the organisation understand whether its evidence is currently usable for learning 

or too weak, too heavy or too fragmented to support improvement. 

What this tool helps you decide 

It helps decide which 3–4 KPIs should be selected, which evidence is worth keeping, and 

what learning should be carried into the next cycle. 

What should happen next 

After completing this tool, the organiser should store the one-page reporting sheet with 

the basic evidence pack and use the findings in the Improve stage. 

Why this matters in practice 

Without a light evidence model, actions are hard to compare and easy to forget. Without 

restraint, reporting becomes too heavy to sustain. This tool is intended to keep the balance 

between credibility and practicality. 

Improvement pathway 

Minimum actions Optional advanced actions 

• Select up to 3–4 indicators only. 

• Use the one-page reporting sheet for every 

relevant activity. 

• Collect short organiser observations and, where 

useful, one short participant response set. 

• Keep a minimum evidence pack with the 

reporting sheet, checklist and key supporting 

documents. 

• Use the completed sheet in a short debrief. 

• Compare results across multiple activities or 

over a season. 

• Standardise evidence storage for easier retrieval 

and learning. 

• Create short case notes based on repeated 

reporting patterns. 

• Use aggregated evidence to support wider 

planning, support or dialogue. 
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Using the pathway over time 

If you are starting 

• Choose 2–3 very practical indicators. 

• Complete one one-page sheet after the activity. 

• Keep only the most important supporting evidence. 

If you are developing 

• Use the same KPI families across repeated activities. 

• Improve the timing of evidence collection. 

• Link the reporting sheet more closely to the checklist and participant communication. 

If you are already consistent 

• Compare selected results across activities or clubs. 

• Use the evidence to refine tool wording and action choices. 

• Expand only where the added measurement clearly improves learning. 

Typical owner and time needed 

• Typical owner: Event organiser, reporting contact, federation support person or club 

administrator. 

• Typical time needed: 10–15 minutes after the activity if evidence is kept during delivery. 

What evidence to keep 

• One-page reporting sheet 

• Selected KPI values 

• Short participant response summary where used 

• Short organiser observations 

• Core supporting documents such as checklist, clauses or participant information 

Non-event and recurring activity reporting option 

If the CSTAS activity is not a one-off public event, the reporting sheet can be completed 

using alternative evidence. This is especially relevant for training cycles, recurring club 

processes, regular court-use routines, small-community sport bases or facility-

improvement cases. 

For a training cycle, suitable evidence may include the training schedule, participant 

group size, coach or responsible person confirmation, communication note, adaptation 

log and short reflection. 

For a recurring club process, suitable evidence may include a booking or use pattern, 

manager confirmation, access / mobility information, venue issue note and short 

observation summary. 

For a small-community sport base, suitable evidence may include a session estimate, site 

readiness note, shared travel note, infrastructure needs log and responsible person 

confirmation. 
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For a facility-improvement case, suitable evidence may include a planning note, selected 

improvement actions, supplier or decision note, before/after photos where possible and 

educational material. 

This option keeps reporting proportionate and credible without forcing every CSTAS 

application into a public event reporting model. 

Common mistakes to avoid 

• Trying to measure too many indicators at once. 

• Collecting data that cannot be interpreted or reused. 

• Separating reporting too far from normal planning and delivery routines. 

• Treating the tool as an audit system rather than a learning tool. 

Review after the activity or cycle 

• Were the selected indicators realistic and useful? 

• Which evidence was easiest to collect consistently? 

• What should be removed, simplified or repeated next time? 

• Did the reporting actually help improve planning or delivery? 

 


