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Suggested procedures to be adopted or adapted by Clubs affiliated to NWWOP

Date last reviewed_________________
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INTRODUCTION
This document describes the operational procedures and risk assessments followed by <name of club> whilst providing Outdoor and Adventurous Activities for its members. 

CLUB AIMS

SECTION 1 – CLUB STRUCTURE AND RESPONSIBILITIES 
1.1
Club structure and responsibilities are as follows:
1.2
CLUB MANAGEMENT GROUP
· monitor and review Health and Safety issues across all club activities

· ensure that suitably competent leaders run club activities

· ensure that all club leaders with significant access to young people undergo an enhanced CRB check

· ensure that all activity leaders have been inducted to club operating procedures 

· ensure all equipment used meets with current safety requirements and regulations

· review club procedures following any accidents or incidents

· ensure that adequate risk assessments are completed and kept on file for all club activities and that these are reviewed annually and following any accidents or incidents

· ensure that an activity session form is completed and kept on file for all club activities

· ensure that fully informed, including medical and other special needs, has been obtained for all club activity participants (parent or guardian consent for under 18s)

· ensure that club leaders are aware of the participants’ medical and other special needs

· ensure emergency contacts are available at all times during club activities 

1.3
CLUB LEADERS
· Ensure that the Club Operating procedures and risk assessments are followed at all times on activities.

· Seek the approval of the Club management group prior to leading any club activities

· Informing the Club management group of any accidents, incidents or potentially dangerous situations that occur and recording these in the appropriate file.

· Continually assessing the risk at the site and time that the activity takes place

· Plan any activities with participants’ needs in mind

1.4
PARTICIPANTS

· Listen to and follow instructions from Club leaders at all times

· Inform Club leaders of any safety concerns

· Take care to keep themselves and others safe at all times

SECTION 2 - RISK MANAGEMENT
2.1
GENERAL STATEMENT
<name of club> is committed to high standards of risk management throughout all aspects of its activities.

The Club management group regularly review safety procedures and ensure that recommendations, both internal and from external agencies, are acted on appropriately.

2.2
RISK MANAGEMENT
Risk management at <name of club> is based on the following criteria:

1. Club activity leaders are physically able, competent, suitably competent and experienced within the context of activity specific guidance. They are deemed competent in assuming the responsibility to carry out continual dynamic risk assessment.

2. An activity session form is completed and filed for each club activity session.

3.
Accompanying helpers are medically and physically able, but not necessarily expert (or competent) in the activity.

4.
The local weather forecast (and its implications) for the day has been taken into account in the choice of activity and venue.

5.
The age, ability, and fitness (medical and physical) of the group has been taken into account in the choice of activity and venue.

6. Club activity leaders are always ready to modify or abandon the activity should circumstances dictate. Wherever possible re-arrangements should be notified to the emergency contact.

7. The Club activity leader / assistant helpers are deemed competent to maintain group

    control and organisation.

8.
Where applicable all equipment will conform to CEN and other appropriate regulations.

SECTION 3 – CLUB ACTIVITY LEADERS
3.1
QUALIFICATIONS

The responsibility for ensuring leader competence lies with the Club Management group.

All Club activity leaders must either:
· Hold the relevant National Governing Body activity leadership award

· Have an up to date First aid qualification

· Have undergone an enhanced CRB check (only if they will have significant contact with young people)

Or satisfy all of the following conditions;
· Have recent and relevant experience of that activity

· Be demonstrably moving towards attaining this award

· Have the written assurance of a Technical Adviser on the capability to operate – this will be subject to annual review.

The relevant leader competencies for Adventurous Activities delivered by the Club are detailed in the risk assessment for each activity (see Section 7).

3.2
RATIOS
Leader: participant ratio ranges given in Section 7 are intended only as a starting point for Clubs and Club leaders when planning each activity. They are not intended for professional Outdoor Activity providers. Actual ratios for any activity must be determined through a process of risk assessment by the Club / Club leader. 
Competent leaders will recognise when the number of participants per leader should be reduced (e.g. if group members have particular behavioural or physical needs, if the environment is particularly hazardous or if weather conditions are not favourable on the day) or, occasionally, when they can be safely increased. If the Club / Club leader deems it safe to exceed the number of young people per leader given in Section 7, this should be agreed with a suitably qualified and experienced person (technical adviser).

3.3
INDUCTION PROCEDURES

The induction procedures for all Club Leaders are detailed in the induction document on the following pages.

<NAME OF CLUB>

CLUB ACTIVITY LEADER INDUCTION PROCEDURES
This document sets out the procedures for the induction of new club activity leaders. Induction will be carried out by a member (or members) of the Club management group. 

	Name of club activity leader
	

	Contact details


	

	Date of Birth
	

	Medical information
	

	Next of Kin 

Contact details
	


	
                    Item
	Date completed
	Leader signature


	Comments and Club management group signature

	Qualifications / licences etc 

- Originals seen + photocopied / kept on file
	Enhanced CRB check if applicable
	
	
	

	
	Driving licence (if applicable) (Pre 01/01/97 need D and E separate for bus + trailer)
	
	
	

	
	Midas / D1
	
	
	

	
	1st aid expiry date
	
	
	

	
	ML summer 
	
	
	Trained / assessed

	
	ML winter
	
	
	Trained / assessed

	
	SPA
	
	
	Trained / assessed

	
	MIA / MIC
	
	
	Trained / assessed

	
	Inland kayak
	
	
	Star / coach level

	
	Sea kayak
	
	
	Star / coach level

	
	Open canoe
	
	
	Star / coach level

	
	Rafting
	
	
	Coach level

	
	Item
	Date completed
	Signature
	Comments and Club management group signature

	
	WW safety / lifesaving
	
	
	

	
	WCA revalidation date
	
	
	

	
	Mining L1
	
	
	Trained / assessed

	
	Caving L1
	
	
	Trained / assessed

	
	Mining L2
	
	
	Trained / assessed

	
	CIC
	
	
	Trained / assessed

	
	Mountain biking
	
	
	Trained / assessed

	
	Dry slope skiing
	
	
	Trained / assessed

	Qualifications / licences etc 

- Originals seen + photocopied / kept on file
	Orienteering
	
	
	Coach level

	
	Powerboat 
	
	
	Level

	
	RYA
	
	
	Level

	
	Others
	
	
	

	Club aims 
	
	
	

	Child protection policy
	
	
	

	Operational Procedures (risk assessment) document
	
	
	Issue copy

	Emergency Procedures and accident / incident reporting
	
	
	

	Consent forms and filing systems
	
	
	

	Vehicles – seat belts, log sheets, cleaning, locking, fuel.
	
	
	

	Equipment care and monitoring 
	
	
	

	The following covers induction to site-specific issues for activity areas, and approval from Club management group to operate at these locations

	NAME OF ACTIVITY 1

e.g. canoeing
	Name of venue or area 1
	
	
	

	
	Name of venue or area 2
	
	
	

	NAME OF ACTIVITY 2
	Name of venue or area 1
	
	
	

	
	Name of venue or area 2
	
	
	


SECTION 4 - EQUIPMENT POLICY
4.1
ALL EQUIPMENT USED FOR ACTIVITIES BY <NAME OF CLUB> COMPLIES WITH APPROPRIATE HEALTH AND SAFETY REQUIREMENTS INCLUDING BRITISH AND EUROPEAN STANDARDS TOGETHER WITH THOSE OF NATIONAL GOVERNING BODIES AND MANUFACTURERS RECOMMENDATIONS.
4.2
The Club Management group are responsible for ensuring that the programmed health and safety checks for activity equipment is carried out. Club activity leaders are responsible for double-checking the safety of equipment issued by them for activities . The procedures for this are as follows:

· Club management group are responsible for ensuring that any equipment purchased or received by the club meets relevant H&S standards

· The Club management group are responsible for ensuring that equipment is maintained regularly according to NGB / manufacturers guidelines and that a record is kept of these checks.

· Club activity leaders are responsible for visually checking all equipment issued and for ensuring that all participants are correctly kitted out according to size, age and ability etc.

· damaged equipment should be:

- withdrawn from use

- reported to the Club management group

· failure of equipment where safety may be or is compromised should be subject to the above and recorded as an accident or incident

· all equipment write - offs should be disposed of safely and recorded by the Club management group

SECTION 5 - GENERAL ACTIVITY MANAGEMENT

5.1
ACTIVITY AND VENUE CHOICE

Activity and venue are chosen to meet the needs of participants, taking into account the prevailing and forecast weather conditions. 

Club activity leaders will discuss activity and venue choice, taking into account participant ability and experience and the prevailing and forecast weather conditions.

5.2
PARTICIPANTS WITH SPECIAL NEEDS 

Participants with special needs will, wherever safely possible, be included in Club activities.  The Club management group will consider all applications to participate in club activities on a case by case basis and balance activity choice against individual participant experience and ability. 

5.3
DURING THE ACTIVITY
Club activity leaders carry out continual ongoing risk assessment by monitoring prevailing conditions and individual/group performance. In the light of this, plans for the day may be amended as required. Where there is a significant change of plan, the Club emergency contact should be informed.

5.4
RECORDING
Club activity leaders complete an activity session form (section 8) and leave a copy with the Club emergency contact.

Records of all accidents or incidents are kept according to emergency procedures.

5.5
LATE BACK PROCEDURES

If a group fails to return, and no communication can be made, then the Club emergency contact will call for external help from the emergency services.

5.6
LEADER INCAPACITATION
Where leaders operate alone, the group should be trained and fully briefed on action to take in the event of leader incapacitation. An assistant leader, able to look after the group and raise the alarm, should be present if the group would be at significant risk were the leader incapacitated.

5.7 
EMERGENCY COMMUNICATION

Mobile phones (or alternative) should be carried whilst on activities but should not be relied on entirely.

5.8
INCIDENTS 

An incident is any situation that gives cause for concern.

These incidents should be reported to the Club Management group as soon as possible after the event.

The nature of the incident should be fully recorded in the ACCIDENT AND INCIDENT FILE.

All club leaders should be informed of the nature of the incident and the risk assessment / operating procedures examined in order to review / amend where necessary. This will be an agenda item in a club meeting.

It is vital that all Club leaders follow this procedure - although these occurrences might happen infrequently they do offer an opportunity to critically re-examine our operating procedures.
Where the Club leader notices a significant change at a venue which is likely to cause an increased risk then this should be reported to the Club management group as soon as possible. This information should be recorded as appropriate. The Club management group will then circulate the information in readiness for discussion as an agenda item for a club meeting.
SECTION 6 – EMERGENCY PROCEDURES

Emergency contact action sheet
















Emergency procedures (including false alarms) – Club activity leader action sheet
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Not contactable














Contactable




Not contactable






     


Club – Incident Details Sheet  (front page)

On taking a telephone call or message reporting an incident, follow the emergency contact action form and record as much detail as possible.  Include timings if you can.

	Time
	
	

	
	Date 
	

	
	Your name
	

	
	Name of person reporting incident
	

	
	No of people in group
	

	
	Location
	

	
	Names of any assistant leaders / volunteers
	

	
	Details of incident eg timings, people injured, nature of injuries, first aid carried out,


	                      Continue using additional sheets if necessary

	
	Does the group need external help? eg mountain rescue, ambulance, coastguard

Note any action taken for external help.
	

	
	Does the group need help from the club? eg  transport, medical forms

Note any action taken for internal help.
	


Incident Details Sheet  - (back page)

Check of completed paperwork after the incident is resolved

	Time
	
	Completed and initial.

	
	What rescue services were used?


	

	
	Club leaders briefed on incident
	

	
	Parents informed
	

	
	Press report given to Club press officer if appropriate
	

	
	Accident / incident report forms completed and filed
	

	
	Written statement from Club leader(s) involved
	

	
	Written statement from other adult helpers involved
	

	
	Written statement from participants involved
	

	
	Incident reviewed at Club meeting and any outcomes
	


SECTION 7 

CLUB ACTIVITIES / VENUES, LEADER COMPETENCE AND LEADER: PARTICIPANT RATIO RANGES

Leader: participant ratio ranges given in the table below are intended only as a starting point for Club leaders when planning each activity. They are not intended for professional Outdoor Activity providers. Actual ratios for any activity are determined through a process of risk assessment by the Club / Club leader. 
If the Club leader deems it safe to exceed the number of participants people per leader given in the table below, this should be agreed with a suitably qualified and experienced person (technical adviser).

	Activity
	Venues used
	Minimum leader competence
	Minimum technical adviser qualifications
	Leader: participant ratios – typical range (but see note above)

	e.g. Rock climbing 
	Single Pitch crags

Conwy Slab

Lion Rock
	Single Pitch Award 
	MIA
	1:8 to 1:12

	e.g. Open Canoeing
	Small lakes or sheltered areas of large lakes with easy landing 

Llyn Geirionydd
	Level 2 Coach 
	Level 3 Coach (Open Canoe)
	1:10 to 1:12

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SECTION 7 - GENERIC ACTIVITY RISK ASSESSMENTS 
	ACTIVITY
	Generic Risk Assessment – all ACTIVITIES
N.B.: Risks and control measures outlined in this generic risk assessment cover the typical risks and control measures for activities. For each activity, a further generic risk assessment sets out the specific risks associated with that activity. An activity session form is also completed for every activity session and kept on file by the Club.

	Hazards and associated risks
	· Road traffic accidents
· Risks presented by individuals
· Terrain – trips, slips and falls
· Getting lost
· Weather extremes – wind, cold or heat related conditions & injuries
· Leader incapacitation

· Accidents and emergencies

· Child protection issues – unsuitable contact / abuse

· ‘Unplanned’ entry into water, drowning

	Qualifications

	· Current First Aid (unless provided at venue )


	Control Measures

	· Group briefed on road dangers and supervised to ensure safe practice

· Participant’s special medical or behavioural needs known to Club leaders

· Group briefed on specific hazards of activity / venue and supervised effectively at all times

· Suitable personal protective equipment available to participants e.g. waterproofs, footwear 

· Leader(s) have relevant local knowledge and are able to navigate effectively in any conditions

· Regular head-counts carried out & condition of individuals monitored

· Leaders positioned in group to ensure effective supervision (e.g. one at front, one at back)

· Weather conditions and group ability/experience taken into account during venue /activity choice

· Individuals encouraged to apply sun protection as necessary

· Activity planned to minimize risk from flooding, tide, ocean waves and strong currents

· Participants briefed / trained in action to take if leader incapacitated, including summoning help 

· Competent assistant present if group will be at significant risk if leader incapacitated

· Leader(s) competent to lead the visit / activity

· Trained first aider and first aid kit on hand
· Parents fully informed and have given consent re. all activities taking place

· Method of summoning help available (e.g. mobile phone – but don’t rely on these alone)

· Emergency contacts available throughout activity & emergency procedures agreed in case of incident / late return

· Participants briefed on acceptable conduct & supervised to minimise risk of abuse

· Leaders follow Club child protection policy

Where activity takes place near hazardous water, but there is negligible risk of falling in

· Careful choice of venue / activity to minimize risk of falling in

· Participants briefed on hazards / safe practice and carefully supervised to minimise risk of falling in
Where entry into water is planned or where there is a significant risk of falling in
· Venue chosen to minimize risk of drowning or being swept into danger

· Water confidence of individuals known / taken into account when planning activity / venue

· Participants briefed and supervised on safe practice when operating in or near water 

· Leaders appropriately trained and equipped to deal with any individual(s) in difficulty in water

	Notes

	· Each activity session must be risk assessed individually and not to rely on ‘last year’s details’.   
· The risk assessment process is most important, the final assessment on paper is only a record of this process. 
· It is good practice to involve all leaders and young people in risk assessment / control.


	Activity
	generic risk assessment – HILL & MOUNTAIN Walking, NOT WINTER conditions

· This adds to the risks outlined in the generic risk assessment - all activities and must be read in conjunction with this.
N.B.: Risks and control measures outlined in this generic risk assessment cover the typical risks and control measures for this activity. An activity session form is also completed for every activity session and kept on file by the Club.

	Hazards & associated risks
	· Stone fall
· Getting lost
· Lightning
· Hypothermia / Hyperthermia

	Control Measures

	· Careful route selection to minimise risk of stone fall

· Group briefed on hazards and methods to reduce risk (e.g. procedure on scree slopes, scrambling sections)

· Group briefed to warn others if rock dislodged and action to take if warning heard

· Detailed weather forecast obtained and a ‘weather eye’ kept on conditions during activity

· Escape routes planned in case sudden descent required

· If caught in lightning, group sit out in safest zone (away from spark gaps and summits if possible)

	Notes

	· Mobile phones are frequently out of range in the hills and, although potentially very useful in emergency, must not be relied on


Important note:

Prior to completing risk assessments, the Club should ensure that the guidance on risk assessment (available on www.etc etc) is read and understood. If in any doubt, contact your Outdoor Activity Development Officer.

Generic risk assessments for other outdoor activities, along with guidance on risk assessment, are available on www.etc.etc 

Section 8 

   Activity session form

<name of Club> 

Session Date


 Activity leader _________________________________________                 

Session start time________________________Session finish time______________________

Emergency contact (name and contact details)________________________________________

_______________________________________________________________________________

Activity session approved by______________________________Date____________________

	Activity 
	Venue 
	*Extra risk?(()
	Leader mobile phone number

	
	
	
	

	Participant names
	Medical or relevant information

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Helper names
	Medical or relevant information

	
	

	
	


	Weather forecast:



	* Additional Risks and control measures ( e.g. group / weather etc) above and beyond the generic risk assessment.

	Additional Risks
	Additional control measures

	
	


Section 9: CLUB ACTIVITY LEADER REGISTRATION FORM

Thank you for agreeing to lead activities for <name of club>. Please fill in this form and the log of experience. These details will be kept on file to help the Club to meet its Health and Safety responsibilities.

	NAME


	ADDRESS
                                                                                                      POSTCODE

	TELEPHONE                                                                             E-MAIL


	CURRENT EMPLOYMENT (IF ANY)                                           


	DATE STARTED CURRENT EMPLOYMENT



	ACTIVITY/ACTIVITIES WHICH YOU ARE QUALIFIED TO LEAD


	RELEVANT NATIONAL GOVERNING BODY AWARD TRAINING AND QUALIFICATIONS
Please provide original copies of NGB training or assessment certificates. A copy will be made by the club and the originals will be returned to you.

TITLE OF TRAINING / QUALIFICATION (include date completed and whether training only or full award):


	FIRST AID 
TITLE OF QUALIFICATION:

DATE OF EXPIRY:

	TEACHING/YOUTH WORK QUALIFICATIONS 
TITLE OF QUALIFICATION:

DATE AWARDED:


	LOG OF RELEVANT PERSONAL AND LEADERSHIP EXPERIENCE IN THIS ACTIVITY (NB use separate sheet(s) for each activity)

Please outline your recent (within the last 5 years) personal and leadership experience in this activity. Leadership experience in a closely related activity may also be included. Continue on separate sheet(s) as necessary. Multiple trips to the same venue should be summarised e.g. 1995-2005, approx. 20 walks up Snowdon by PyG track or Miner’s track.

	Date (s)
	Venue / area
	Details of route / activity and comments / notable events
	Solo or group?
	Group size and age range (if applicable)
	Your role in group e.g. participant, equal, assistant leader, leader

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	I certify that all information given in this application form is true and accurate

APPLICANT’S SIGNATURE                                                                         DATE

	REFEREE
Important note: Referees should be someone in a position of responsibility who is able to confirm the leaders general ability to lead others in an outdoor context. Referees are not required to confirm the applicant's technical competence to lead this activity. This will be confirmed by the Club Management group.

	I support the application of the above-named person to lead the activity stated on the application form

I confirm that the applicant has the personal qualities (other than technical competence) to manage a group of young people involved in this type of activity.

REFEREE NAME:                                                                                                          RELATIONSHIP TO APPLICANT:
PHONE:                                                                     E-MAIL:

SIGNED:                                                                                                            DATE:


CLUB ACTIVITY LEADER REGISTRATION FORM: LOG OF EXPERIENCE

False alarm involving Emergency services callout








Do you need the emergency services?





Club management group to assess incident and discuss at next Club meeting.  Recommend action and implement accordingly.





Inform parents





Complete accident / incident reports 





Gather written statements from all Club leaders  / volunteers / members involved.





Arrange assistance as required at incident eg transport, evacuation and 1st aid if required.  (Consent forms required for medical treatment).





Call for external assistance if not already done so eg police, mountain rescue, coastguard, ambulance.





YES





NO





Log telephone calls and timings and keep the phone manned until incident is resolved.





Can the Club handle this internally?





YES





NO





Record information on ‘Incident Details Sheet’.





Is the incident serious?   If unsure assume yes.


Serious = involving serious injury / illness, missing persons requiring assistance at the location, or evacuation)


Do not speak to the media – direct all enquiries to the Club press officer (insert telephone number here)





Yes








No








Call emergency services 





Call Club emergency contact





Call Club emergency contact


Do not speak to press - direct all press enquiries to Club press officer





Follow final 2 boxes in emergency procedures – emergency contact action form on return to Centre





Club emergency contact follows emergency procedures 





Club emergency contact follows emergency procedures – emergency contact action form





Follow final 2 boxes in emergency procedures – emergency contact action form on return to Centre
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