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Introduction

The aim of our group is to let children and young adults come together regardless of ability to access activities and experiences that would not normally be open to them.  As with any children’s organisation, the health and safety of its members and those leading the club are of paramount importance.  Indeed, previous events run by the club have been without incident due to the high level of safety awareness practiced by club leaders.

The purpose of this document is to provide guidelines to which the planning and execution of events run by the club should be adhered, to ensure the continuation of high levels of health and safety provision for all members.

Legal Responsibilities 

According to the Health and Safety at Work Act 1974, employers are responsible for the health and safety and welfare of all employees.  Employees are also under a duty to ensure that the health and safety of others are not affected by their activities or inactivity.  
The management of health and safety at work regulations 1999 states that employers must assess the risk of activities, and introduce measures to control these risks, informing others of this where it is appropriate.  Employers should also take reasonable care for the safety of all members.  
The above guidance does not strictly apply to our club as we are not employers and we don’t have employees, but the regulations laid down provide a good basis upon which to form a policy.  
Any guidance given in this document is reliant on the expectation of participants not to take unreasonable risk whilst on activities, to follow instructions given by the group leaders and to behave and dress reasonably and appropriately for all activities the group shall be performing.
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Section 1

Group Outings

This section is designed to provide guidelines for trips out of the immediate St. Albans area and/or trips which last for more than a day including overnight stays.

Responsibility for Trips

As with all club matters, overall responsibility for trips lies with the group chairperson and it is up to that person to see that trips are carried out with consideration given to the health and safety of all attendees.  

Whilst on trips, it is the responsibility of both the group leader and the health and safety officer to see that the group is kept safe at all times.  The group leader should be approved by the chairperson and made known to all participants of a trip.  It is up to the group leader to be suitably familiar with the venue, ensure that secondary leaders have sufficient knowledge of activities and participants to keep the group safe, and confirm that a qualified first-aider will be present at all group outings in accordance with PHAB UK guidelines.
It is the responsibility of all secondary leaders and other adults on the visit to support the group leader with the trip and aid in the maintenance of safety for the group.  Any other leaders caring for children on the visit should act as any reasonable parent would in keeping the children safe.

Planning

The planning stage of any trip is extremely important.  To ensure that the trip will be suitable for our group, a number of things need to happen.  These things are outlined below:

Exploratory Visit

For all overnight trips and as many of the single day trips as is deemed necessary in accordance with the projected risk, an exploratory visit should be done prior to the trip.  The purpose of these visits will be to ensure that the planned activities are suitable for the high demand of our group, to assess potential risks (see risk assessment), to ensure that the venue can cater for the group’s needs sufficiently, for familiarisation with the area and to seek any advice from staff on what would make the trip successful.  These visits, where possible should be done by more than one person including the group leader and the health and safety officer.

Risk Assessment

For as many trips as possible, a risk assessment should be done and kept with the health and safety officer for the visit.  The risk assessment should consider any potential hazards, who may be affected by them, any safety measures that can be put in place to help and the residual risk.  Where an activity is deemed to put members at unreasonable levels of risk, they shall be avoided.  A record of the risk assessment shall be kept for return visits although it should be reviewed before the trip.  Where a venue has a risk assessment in place, one need not be created.
Activities

Where we are visiting an establishment, any adventurous or specialised activities should be run or supervised by staff from the centre.  Any activities run by an establishment need not be risk assessed by the group if it is clear that an assessment has already been performed and appropriate measures have been taken.  

Supervision

During trips, adequate levels of supervision need to be supplied.  It is impossible to state the ratios required in this document as different children will require different levels of aid and supervision.  This should be decided upon by the group leader ensuring enough care would be available if there was an emergency.  Where the group leader deems it suitable, parents may also be used to supplement the supervision of children who have attended without a guardian/parent.

Where trips include overnight stays, the trip leader should ensure that at least one leader of each sex attends.  The sleeping facilities for unaccompanied children should be of separate sex, with leaders suitably placed to supervise the children, whether it is in the same room, or in a room close by.  Where possible, leaders should not be placed in a room on their own with a child unless that child is a family member.  The immediate area surrounding the sleeping area should be for the sole use of the group where possible also.

Throughout the trip, the group leader and other leaders should perform head counts to make sure that the group is accounted for.  At least one person in the group should also carry a name list at all times.

Communication

Communication is vital to ensure that the participants of a trip are kept safe.  Prior to the trip, leaders should have been made aware of the arrangements by the group leader and any issues addressed.  Where the group leader feels that it is suitable, the group should also be briefed before a trip or activity to ensure that everyone is properly prepared and understands what is expected of them.

Emergency Procedures

Before a trip it should be decided who will take charge of the situation should an emergency occur.  It is up to the group leader to notify the relevant people of this before the trip.  In any emergency situation the key concern for the leaders should be to see that the group is safe.  Any hospital visits should be accompanied by at least one leader, where possible it should be the health and safety officer as they will have medical details.  The relevant parties then need notifying (parents, PHAB UK, insurance etc) and a follow-up needs to happen to ensure that the incident cannot reoccur.

Special Needs of the Group

With a group as diverse as ours, there are always going to be special requirements that need addressing.  For example, the health and safety officer should be aware of any allergies of the group and should notify the group leader of any of these prior to a visit where food is being supplied.  Consideration should also be paid to the placement and supervision of children with visual and hearing impairments to keep them safe in different situations i.e. extra help may be needed by a visually impaired child on stairs or uneven ground.
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Section 2

Group Events

This section lays out some guidelines on the planning and execution of group events that are held for less than a day.  

Responsibilities

As with group outings, it is the responsibility of the group chairperson to ensure that events are planned and run properly and safely.  The group leader for the event should be someone who the chairperson feels is able to run the event suitably and they will take overall leadership of the event ‘on the day’.  The events should be supported by other leaders.
Planning

Although an exploratory visit is not normally necessary, the group leader should ensure that the venue is suitable for the needs of the group.  If this cannot be done by correspondences, a visit should be made.  A risk assessment should be done to cover any large risks to the event or venue and can be reused should the group decide to visit the same venue.  If the venue already has a risk assessment, it is not necessary to complete one as there is no requirement to ‘re-invent the wheel!”.   

Activities

Any activities run should be done so with due care for the safety of the entire group.  A risk assessment should be carried out for any particularly hazardous activities although most of the time this will not be needed.  

Group members should be told of where they are and are not allowed to go, and that they should inform someone of when they leave at the end of the session.

Emergency Procedures

Before the event, it should be decided who will take charge of the situation should an emergency occur.  The venue’s emergency procedures should be observed.  Any hospital visits should be accompanied by at least one leader, where possible it should be the health and safety officer as they will have medical details.  The relevant parties then need notifying (parents, PHAB UK etc) and a follow up needs to happen to ensure that the incident cannot reoccur.
Special Needs of the Group

With a group as diverse as ours, there are always going to be special requirements that need addressing.  For example, the health and safety officer should be aware of any allergies of the group and should notify the group leader of any of these prior to a visit where food is being supplied.  Consideration should also be paid to the placement and supervision of children with visual and hearing impairments to keep them safe in different situations i.e. extra help may be needed by a visually impaired child on stairs or uneven ground.
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Section 3

Transport
This section is designed to provide guidelines for safe transport provided by the group to and from events.  Most of the transport provided by the group is using minibus so most of this section is dedicated to safety in minibuses.

Responsibilities for Safety

The driver of each minibus is legally responsible for the vehicle.  It is up to the driver to make sure that there are enough seat belts installed for all the children and these are in good working order.  It is the responsibility of the group leader to ensure that each driver is fully qualified to drive the minibus and they have sufficient experience to safely drive on club visits.  

There should also be a leader sitting in the minibus with the children to be responsible for them and any needs they may have on the journey.  This should not be the job of the driver as they need to be able to pay full attention to the driving.
Children in wheelchairs should be strapped in using equipment that has come with the bus and by trained personnel only.

Any luggage carried on the bus should not obstruct the aisles or block anybody in.  Any heavy objects should not be stored in the overhead spaces if it may be possible to cause injury if they fall.

Journey Planning

The journey should be planned with stops included for any journey over 2 hours in length.  It is advised that any journey over that length should include a stop before the driver has been on the road for 2 hours.   

When members are dropped off or picked up, consideration should be given to where this is being done.  It should be in a safe place where the group can wait together until they are ready to move on.  

Pedestrians

When the group is not on the minibus, care should be taken as to how they move around as a group.  When crossing roads, they should be heavily supervised taking into account highway code and green cross code guidance.  Where possible, crossings, bridges and traffic lights should be used to enable the group to cross safely. 

Other Transport Issues and Accessibility
Where the group is using other modes of transport (e.g. trains, boats), the group should be kept together where possible for supervision purposes.  It should be made clear to the attendees how much they are allowed to roam and what they should do if they have a problem. Emergency procedures for the vehicle should also be monitored.

When attendees arrive back after a trip they should tell one of the leaders before they leave so that they can be checked off and the group know that the individual has gone.

Where companies are being used to provide transport, special care should be taken to ensure that pick up or drop off points (including train stations) are fully accessible to our group. 
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Section 4

Volunteers

This aim of this section is to provide procedures for the use and conduct of volunteers within the group.
Expectations of Volunteers

Generally, volunteers assist with the running of events and support the children in the group that need extra help.  They are expected to follow the instructions of the group leader and be clear of their own roles and responsibilities.  As a responsible adult, they are expected to be considerate to the health and safety of all others in the group and inform the health and safety officer if they consider there to be any shortcomings in the health and safety provision.  If they require any training or guidance to ensure the group is kept safe, they should inform the health and safety officer who will then process their request and create suitable arrangements using the committee for guidance.

Physical Exertion

Volunteers should only participate in activities run by the club if they feel as though they are physically able to do so.  They should inform the group leader of any activity that they cannot be involved in so that supervisory arrangement can be made.  Similarly, when moving wheelchairs or aiding children with mobility difficulties, help should only be offered if the volunteer is physically able to do so.  When manipulating, moving or lifting heavy children or objects, special attention should be given to care for preventing injury.  Ideally, any objects over 10kg in weight should not be lifted alone unless the person lifting is sure of their ability.  
New or expectant mothers are strictly not allowed to partake in any strenuous activity that could put them at risk.  If unsure, they should not participate. 
Sanitation

Where a volunteer is assisting with sanitation or toileting, they should make sure that they thoroughly wash their hands before and after, as they should when assisting with feeding.  

Inappropriate Help

PHAB UK pays special consideration to emphasising the importance of not providing unwanted help.  It is very important to ensure that before help is given, the child has requested it.  It is also important to consider whether you are the right person to provide assistance or not (for example if providing personal duties).      
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Section 5

First Aid Arrangements

1st Aid Provision
There should be at least one leader attending each group meeting who has been 1st aid trained.  This person should be made known to other members of the group.  

The group should have an appropriate 1st aid kit which should be carried with the 1st aider at all times.  It should be suitably stocked to adhere to the health and safety executive guidelines including, adhesive dressings, a wound dressing, triangular bandages, safety pins, cleaning wipes and gloves at minimum.  A first aid kit must be carried on each minibus used by the group.

Health Declarations

Anyone attending a club activity must have filled out a health form, claiming any allergies or conditions.  These details are strictly confidential and will only be used for treatment or given to officials on a need to know basis, should anyone need a medical visit.  

Should anyone who is attending need medication whilst the group is on a visit, medicines should be given to the health and safety officer to be stored under COSHH guidelines.  How and when they are to be administered should be clearly written on the medication.
Other Provisions

Where ever the 1st aider is in any doubt as to a child’s condition, they should be taken to hospital to be checked by professionals.  Whilst on trips, the health and safety officer should have found the location and route to the nearest hospital as well as guidelines from the venue we are visiting on their internal 1st aid arrangements.  
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