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1. Health and Safety in Adventure Activities — Information

1.1 Information for Customers

Oulton Broad Water Sports Centre exists to support quality outdoor learning with school pupils, families,
youth groups and adults.

Outdoor Education can make a unique contribution towards personal development. It is instrumental in
preparing young people for adult life by raising achievement through boosting motivation, promoting
health and fitness, and addressing issues in social education and citizenship.

Oulton Broad Water Sports Centre aims to support young people in achieving their full potential
by:

e Providing learning opportunities and challenging experiences that will contribute to young
people’s physical, personal and social development.

¢ Promoting the values of outdoor and residential education and providing equality of opportunity
and access for all.

e Providing training, support and advice to schools and youth groups wishing to undertake
outdoor activities.

The safety of participants is of the highest priority in all activities offered by OBWSC. This pack contains
information on the safety practices and procedures followed by our instructors and managers to ensure
that all our customers have a safe, enjoyable and worthwhile experience.

Please also check any specific information sent to you regarding the course or activities you have
booked.

Please feel free to contact us if you require any additional information.

1.2 Information for Instructors
The safety of participants is of the highest priority in all activities offered at OBWSC

As centre validated instructor you will have undergone training provided by the relevant national
governing body, or approved centre training. You are expected to act in accordance with the principles
of safe practice taught during your training.

All instructors must also be familiar with and observe the centre safe operating procedures. On
appointment, or following a revision of the procedures, you will receive and sign for a copy of the safe
operating procedures for the activities you instruct.

If you have any concerns regarding your own safety of the safety of participants, you have a duty to
report these concerns to your centre manager in the first instance. You may also bring your concerns
to the attention of the OBWSC directors.

Any suggestions from instructors for amendments to the safe operating procedures are also welcomed.
However, until such amendments are formally adopted, existing procedures stand and must be
followed.
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2. Contacts

Graham Colam
Centre Manager / Chief Instructor /Principal
Tel : 07828 676830

Email : graham.colam@obwsc.co.uk

Claire Grasby
RYA Senior Instructor Dinghy Sailing
Tel. 07920 780474

Email: claire.grasby@obwsc.co.uk

Lawrence Chapman
BC / Paddle UK Technical Advisor
Tel: 07462 525198

Email: Lawrence.chapman@sendat.academy
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3. Responsibilities of Staff

3.1 Trustees
The Trustees are responsible for the management of the Oulton Broad Water Sports Centre.

In relation to health and safety, the Trustees discharges the following responsibility. Specific tasks may
be delegated to other competent staff but retain responsibility and must monitor that all tasks are
completed as per the organisational structure of the site.

¢ Conduct an annual safety audit of the centre premises, facilities, and activity provision.

o Ensure all safety equipment is inspected regularly and maintained / replaced in accordance
with policy.

o Authorise all activity at the centre and ensure all activities are supervised in accordance with
the staff qualifications and staff-participant ratios defined in the centre instructor qualifications
matrix.

o Ensure all staff are familiar with and follow the safe operating procedures for the activities they
supervise.

¢ Provide information for parents, normally through accompanying group leaders. This
information should be sufficiently detailed so that parents could not reasonably claim to have
been misled as to the nature of the activities offered or the level of supervision that will apply.
The centre water sports health fact sheet must be included in this information.

o Ensure parents and accompanying group leaders are reminded that it is important to declare
participants’ relevant medical conditions and convey these to the instructor in charge of the
session.

¢ Maintain a system of incidents and near misses and equipment defect reporting

e Encourage staff to discuss and report safety concerns at any time and provide formal
opportunities for these to be raised, for example at staff meetings.

e Place no obligations upon staff that are inconsistent with the requirements of the relevant safe
operating procedures.

The OBWSC Management Team advises and assists the Trustees.

¢ Reviewing and maintaining centre safe operating procedures for activities offered at the centre.
e Training and validating staff to supervise activities at the centre.
¢ Operating a monitoring system for staff supervising activities at the centre.

Royal Yachting Association (RYA) Chief Instructor’s / British Canoeing (BC) Technical Advisor

Royal Yachting Association (RYA) Senior Instructors / British Canoeing (BC) Level 2 Instructor

Arole for a “RYA Senior Instructor” is defined in the centre safe operating procedures for Dinghy Sailing,
Power Boating and Wingsurfing. A role for a “Level 2 Instructor/ Coach” is defined in the centre safe
operating procedures for Paddlesports. The qualifications and responsibilities of senior instructors and
Level 2 Instructor/ Coach are defined in the activity-specific procedures.

The RYA Senior Instructor and BC Level 2 Instructor/ Coach are the lead instructor, responsible for any
activity taking place. The Technical Advisor/Chief Instructor (sailing) and Technical Advisor (paddle
sports) can be contacted for advice and guidance prior to sessions.

3.2 Responsibilities Common to All Staff

All staff, employees and volunteers, has a responsibility for the safety of those they supervise in
adventure activities, and also for their own safety and that of their colleagues. These common
responsibilities include:

e Always have regard to their own and others safety while at work
o Be familiar with and abide by the safe operating procedures for the activities they lead or instruct
e Abide by all safety instructions from their line manager
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Report all safety concerns (including formal incident/near miss/defect reporting).

All lead instructors should carry appropriate communication device (Phone, or VHF Marine
Radio)

Any instructor can decline to go afloat if they feel they have insufficient experience or
competence to discharge their responsibilities in the conditions on the day.

Equipment must be checked prior to going afloat. Any equipment that is not the property of
OBWSC (personal usage, staff or public) must be also checked prior to use.

Instructor Ratios

Instructors must be aware and keep to Instructor to student ratios for their given sport.

Paddle sports 8:1

Sailing single handers 6:1 instructor on board 3:1 no sailing instructor to be responsible for
more than 9 students in 3 boats or eight students in four boats.

Windsurfing 6:1

Wind Foiling 4:1 (two pieces of kit maximum)

Wingsurfing 4:1 (instructor course 6:1)

Wing Foiling 4:1 (two pieces of kit maximum)

Power boating 3:1
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4. Operating Procedures - Dinghy Sailing

4.1 Benefits

Teamwork, new sport — new skill set, fun, progressive, pushes boundaries, new environment,
responsibility, physical activity, group awareness, communication, personal safety awareness, sense
of achievement.

All dinghy sailing is supervised by validated instructors who hold RYA Instructor qualifications. Dinghy
Sailing is conducted in accordance with the operating procedures listed below, agreed with the
technical adviser for the activity.

4.2 Risk Assessment — please see document OBWSCRA - 001

4.3 Responsibilities of senior instructors

The Senior Instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The Chief Instructor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed

4.4 Staffing

As a minimum for activity to take place, there will be a RYA Senior Instructor on site. At no point should
activity take place without these staffing levels in place.

Staffing and staff-student ratios must be in accordance with minimum standards for dinghy sailing, 1:6
for single handed craft and 1:3 for multiple handed craft, see instructor matrix.

All instructors involved in the session must be briefed and understand their responsibilities. They must
also carry a knife on their person in case of entrapment or entanglement.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land based provision must be
then delivered.

4.5 Support Boat Ratios

Any tuition at a Recognised Training Centre should comply with the following minimum safety boat
requirements:

Dinghies, multihulls and keelboats* (without engines)

e Up to 6 craft:1 safety boat, 7 to 15 craft: 2 safety boats

e More than 15 craft: 3 or more safety boats

e The safety boat must be capable of carrying the full crew of one and be capable of towing the
fleet it is providing cover for.

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped according to the centre, “start-up procedure”. All
safety craft will be manned by properly qualified, trained crews capable of rendering first aid and righting
a sailing dinghy from the safety boat especially in the case of an entrapment.

4.6 Equipment
Dinghies must be visually checked before the session to ensure that they are:
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¢ Suitable and appropriately rigged and equipped for the intended activity and weather conditions
— including mast head flotation unit(s).

In adequate condition.

Have adequate and secure buoyancy.

Are appropriate for the size of the participant(s).

Have the appropriate equipment on board.

The instructor must determine the numbers (if any) and type of safety craft required for the safe
operation of the session.

Powered safety craft must be operated in accordance with the Safety Boat Operating procedures.

Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, correctly adjusted and properly fastened.

Participants must have appropriate clothing and footwear for the intended activity and weather
conditions.

Participants must be reminded that any open cuts should be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

4.7 Designated Area
Activities can use Oulton Broad with exception of the adjacent waters

Activities can use the main river up to but not beyond the moorings at the end of the normal water sports
area, shown on page 35, as long as users adhere to the waterway code.

Instructors must be aware of their closest exit from the water at all times.

4.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items.

Safe methods of moving within a dinghy to avoid injury

Safe methods of manoeuvring a dinghy to avoid injury

Safe manual handling of dinghies

Capsize and person over-board procedures (mast head buoyancy used if needed)

Care on slippery surfaces

Importance of staying together and within the defined sailing area.

Importance of responsible behaviour and listening to instructions.

The communication methods in an emergency including whistles, calls and hand signals as
appropriate.

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared medical special needs or medical conditions that place them at additional
risk the instructor must ensure that appropriate supervision is provided.
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The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

4.9 Emergency Planning
Instructors must be familiar with the centre emergency planning procedures.

If the group intends to operate outside the normal sailing area a full voyage plan, with timings, group
information, craft type and description, must be left ashore with a responsible person. A responsible
person must also be informed if a group is going afloat with no second instructor or competent adult
sailor present. The responsible person must be fully briefed in what action should be taken in the event
of an emergency or in the event that the group leader does not report in within the agreed time limit.

Emergency equipment carried must include the following items:

e An appropriately stocked, checked emergency aid kit.
e A survival bag.
e Atowing system

4.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to share point were the trustees will review each accident/ incident/
near-miss, advice is given to aid mitigation and also to recommend/ alert Management Team if the
occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Centre Manager or to the appropriate
Management Group member.

PIR water
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5. Operating Procedures - Wingsurfing

5.1 Benefits

Teamwork, new sport — new skill set, fun, progressive, pushes boundaries, new environment,
responsibility, physical activity, group awareness, communication, personal safety awareness, sense
of achievement.

All Wingsurfing is supervised by validated instructors who hold RYA Instructor qualifications.
Wingsurfing is conducted in accordance with the operating procedures listed below, agreed with the
technical adviser for the activity.

5.2 Risk Assessment — please see document OBWSCRA - 027

5.3 Responsibilities of senior instructors

The Senior Instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The Chief Instructor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed

5.4 Staffing

As a minimum for activity to take place, there will be a RYA Senior Instructor on site. At no point should
activity take place without these staffing levels in place.

Staffing and staff-student ratios must be in accordance with minimum standards for Wingsurfing, 1:4,
see instructor matrix.

All instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land based provision must be
then delivered.

5.5 Support Boat Ratios

Any tuition at a Recognised Training Centre should comply with the following minimum safety boat
requirements:

Wingsurfing

e Up to 6 craft:1 safety boat, 7 to 15 craft: 2 safety boats
More than 15 craft: 3 or more safety boats
The safety boat must be capable of carrying the full crew of one and be capable of towing the
fleet it is providing cover for.

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped according to the centre, “start-up procedure”. All
safety craft will be manned by properly qualified, trained crews capable of rendering first aid.

5.6 Equipment
Boards and Wings must be visually checked before the session to ensure that they are:

e Suitable and appropriately rigged and equipped for the intended activity and weather
conditions.
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In adequate condition.

Have adequate and secure buoyancy.

Are appropriate for the size of the participant(s).
Have the appropriate equipment on board.

The instructor must determine the numbers (if any) and type of safety craft required for the safe
operation of the session.

Powered safety craft must be operated in accordance with the Safety Boat Operating procedures.

Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, correctly adjusted and properly fastened.

Participants must have appropriate clothing and footwear for the intended activity and weather
conditions.

Participants must be reminded that any open cuts should be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

5.7 Designated Area
Activities can use Oulton Broad with exception of the adjacent waters

Activities can use the main river up to but not beyond the moorings at the end of the normal water sports
area, shown on page 35, as long as users adhere to the waterway code.

Instructors must be aware of their closest exit from the water at all times.

5.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items.

Safe methods of moving on the board to avoid injury

Safe methods of manoeuvring a Wingsurf to avoid injury

Safe manual handling of Board and Wing

Capsize and person over-board procedures, correct fitting of leashes.

Care on slippery surfaces

Importance of staying together and within the defined sailing area.

Importance of responsible behaviour and listening to instructions.

The communication methods in an emergency including whistles, calls and hand signals as
appropriate.

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared medical special needs or medical conditions that place them at additional
risk the instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.
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Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

5.9 Emergency Planning
Instructors must be familiar with the centre emergency planning procedures.

If the group intends to operate outside the normal sailing area a full voyage plan, with timings, group
information, craft type and description, must be left ashore with a responsible person. A responsible
person must also be informed if a group is going afloat with no second instructor or competent adult
sailor present. The responsible person must be fully briefed in what action should be taken in the event
of an emergency or in the event that the group leader does not report in within the agreed time limit.

Emergency equipment carried must include the following items:

e An appropriately stocked, checked emergency aid kit.
e A survival bag.
e Atowing system

5.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/ incident/ near-miss, advice is given to aid mitigation and also to recommend/ alert
Management Team if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Centre Manager or to the appropriate
Management Group member.

6. Operating Procedures - Windsurfing

6.1 Benefits

Teamwork, new sport — new skill set, fun, progressive, pushes boundaries, new environment,
responsibility, physical activity, group awareness, communication, personal safety awareness, sense
of achievement.

All Windsurfing is supervised by validated instructors who hold RYA Instructor qualifications.
Windsurfing is conducted in accordance with the operating procedures listed below, agreed with the
technical adviser for the activity.

6.2 Risk Assessment — please see document OBWSCRA - 030

6.3 Responsibilities of senior instructors

The Senior Instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The Chief Instructor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.
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Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed

6.4 Staffing

As a minimum for activity to take place, there will be a RYA Senior Instructor on site. At no point should
activity take place without these staffing levels in place.

Staffing and staff-student ratios must be in accordance with minimum standards for Windsurfing, 1:6,
see instructor matrix.

All instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land based provision must be
then delivered.

6.5 Support Boat Ratios

Any tuition at a Recognised Training Centre should comply with the following minimum safety boat
requirements:

Windsurfing

e Up to 6 craft:1 safety boat, 7 to 15 craft: 2 safety boats

e More than 15 craft: 3 or more safety boats

e The safety boat must be capable of carrying the full crew of one and be capable of towing the
fleet it is providing cover for.

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped according to the centre, “start-up procedure”. All
safety craft will be manned by properly qualified, trained crews capable of rendering first aid.

6.6 Equipment
Boards and Rigs must be visually checked before the session to ensure that they are:

e Suitable and appropriately rigged and equipped for the intended activity and weather
conditions.

¢ In adequate condition..

e Are appropriate for the size of the participant(s).

e Have the appropriate equipment.

The instructor must determine the numbers (if any) and type of safety craft required for the safe
operation of the session.

Powered safety craft must be operated in accordance with the Safety Boat Operating procedures.

Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, correctly adjusted and properly fastened.

Participants must have appropriate clothing and footwear for the intended activity and weather
conditions.

Participants must be reminded that any open cuts should be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

6.7 Designated Area
Activities can use Oulton Broad with exception of the adjacent waters

Activities can use the main river up to but not beyond the moorings at the end of the normal water sports
area, shown on page 35, as long as users adhere to the waterway code.
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Instructors must be aware of their closest exit from the water at all times.

5.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items.

Safe methods of moving on the board to avoid injury

Safe methods of manoeuvring a Windsurf to avoid injury

Safe manual handling of Board and Rig

Capsize and person over-board procedures.

Care on slippery surfaces

Importance of staying together and within the defined sailing area.

Importance of responsible behaviour and listening to instructions.

The communication methods in an emergency including whistles, calls and hand signals as
appropriate.

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared medical special needs or medical conditions that place them at additional
risk the instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

6.9 Emergency Planning
Instructors must be familiar with the centre emergency planning procedures.

If the group intends to operate outside the normal sailing area a full voyage plan, with timings, group
information, craft type and description, must be left ashore with a responsible person. A responsible
person must also be informed if a group is going afloat with no second instructor or competent adult
sailor present. The responsible person must be fully briefed in what action should be taken in the event
of an emergency or in the event that the group leader does not report in within the agreed time limit.

Emergency equipment carried must include the following items:

e An appropriately stocked, checked emergency aid kit.
e A survival bag.
e Atowing system

6.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/ incident/ near-miss, advice is given to aid mitigation and also to recommend/ alert
Management Team if the occurrence RIDDOR reportable. See appendix A.
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Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Centre Manager or to the appropriate
Management Group member.
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6. Operating Procedures — Paddle Sports (Canoeing, Kayaking & Stand Up
Paddleboarding)

6.1 Benefits

Teamwork, New sport — new skill set, Fun, Progressive, Pushes boundaries, Exploration, New
environment, Discovery, Adventure, Responsibility, Physical activity, Group awareness and growth,
Communication, Personal safety awareness, Sense of achievement.

All paddlesport is supervised by instructors who hold an appropriate BC award. Paddlesports are
conducted in accordance with the operating procedures listed below, drawn up in consultation with the
technical adviser for the activity.

6.2 Risk Assessment — please see document OBWSCRA - 002 /003

6.3 Responsibilities of group instructor

The group instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The Senior Instructor/Technical
Advisor should be consulted for guidance prior to the session if there are any concerns including
concerns about the weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made.

6.4 Staffing

As a minimum for activity to take place, there will be a BC Paddle Sport instructor or BC Level 1/BSUPA
Paddlesport Instructor on site for paddle sport activities. This is supported with an Sl

Staffing and staff-student ratios must be in accordance with centre minimum standards for paddle
sports, 1:8 participants, see instructor matrix.

Any instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land-based provision must be
then delivered.

6.5 Support Boat Ratios

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped with a first aid kit, throw line and towing system.
All safety craft will be manned by properly qualified, trained crews capable of rendering first aid.

Safety craft must have the ability to tow a crew.

6.6 Equipment
Kayaks, canoes and paddleboards must be visually checked before the session to ensure that they are

Suitable for the intended activity and weather conditions

In adequate condition

Have adequate and secure buoyancy

Appropriately sized for participants.

Essential fittings are present, in good condition and adjusted properly.

The instructor must determine the numbers (if any) and type of safety craft required for the safe
operation of the session.
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The safe manual handling of Rafted Open Canoes must be considered when using these. It is advised
that where safe to do so, canoes are not rafted until near the water. Manual handling guidelines must
be adhered to at all times.

Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, adjusted correctly and properly fastened.

Participants must be appropriately clothed for the intended activity and weather conditions.

Participants must be reminded that any open cuts must be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

6.7 Designated Area
Activities can use Oulton Broad with exception of the adjacent waters

Activities can use the main river up to but not beyond the moorings at the end of the normal water sports
area, shown on page 35, as long as users adhere to the waterway code.

Where possible instructor should stick close to the shore and must be award of their closed exit from
the water at all times.

6.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items

Safe use of paddles to avoid head injury.

Safe manual handling of kayaks or canoes or paddleboards.

Capsize procedure.

Care on slippery surfaces.

Importance of staying together.

Importance of responsible behaviour and listening to instructions.

The communication methods in an emergency including whistles, calls and hand signals as
appropriate.

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared special needs or medical conditions that place them at additional risk the
instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

6.9 Emergency Planning
Instructors must be familiar with the centre emergency planning procedures.
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If the group intends to operate outside the normal operational area a full voyage plan, with timings,
group information, craft type and description, must be left ashore with a responsible person. A
responsible person must also be informed if a group is going afloat with no second instructor or
competent adult sailor present. The responsible person must be fully briefed in what action should be
taken in the event of an emergency or in the event that the group leader does not report in within the
agreed time limit.

Emergency equipment carried must include the following items:
e An appropriately stocked, checked emergency aid kit.
e A survival bag.

a towing system

Instructors must be familiar with the centre’s emergency procedures.

6.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert Management
Team if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to either the Centre Management or appropriate
Management Group member.
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7. Operating Procedures — Safety Boats

7.1 Benefits
All safety boat drivers are over 16 and hold, as a minimum, the RYA Level 2 Powerboat Award. Safety

boat driving is conducted in accordance with the operating procedures listed below, agreed with the
technical adviser for the activity.

7.2 Risk Assessment — please see document OBWSCRA - 006

7.3 Responsibilities of group instructors

The group instructor in charge of the activity session is responsible for ensuring that the procedures
below are followed in respect of any safety boats assisting with the session

7.4 Staffing

All boats must be manned with the appropriately qualified personnel (see instructor matrix). The
instructor matrix must be checked carefully before any activity is undertaken that is outside the normal
centre routine.

There must be an appropriate number of manned safety boats for the intended activity and the weather
conditions.

The senior instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The technical advisor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made.

7.5 Equipment

Safety boats must be visually checked before the session to ensure that they are:
e Suitable for the intended activity and weather conditions

In adequate condition

Have adequate fuel for the activity session

Have adequate and secure buoyancy

Essential fittings are present, in good condition and adjusted properly.

Are appropriately equipped for the activity, the following are the minimum that should be on board;
e Spare Kill Cord.

Adequate fuel (including sufficient to cover emergencies)

Alternative means of propulsion

Knife

First Aid Kit

Appropriate communication device

Fire Extinguisher

Safety boat crews must wear buoyancy aids that are the appropriate size, in good condition, correctly
adjusted and properly fastened.

Safety boat drivers must wear a kill cord at all times, attached around their upper leg.
Safety boat crews must be appropriately clothed for the intended activity and weather conditions.

Safety boat drivers must ensure all passengers are seated in the safest manner to minimise the risk of
back injuries and man overboard.

Any open cuts must be covered with a waterproof plaster.
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Ensure engine is switched off when in close proximity to someone in the water.

7.6 Designated Area
Activities can use Oulton Broad with exception of the adjacent waters

Activities can use the main river up to but not beyond the moorings at the end of the normal water sports
area, shown on page 35, as long as users adhere to the waterway code.

Instructors must be aware of their closest exit from the water at all times.

7.7 Conduct

The group instructor must brief safety boat drivers before going afloat on any safety information for the
day.

The group instructor must confirm the communication methods in an emergency including whistles,
calls and hand signals as appropriate.

All drivers must adhere to safe speeds, and drive appropriately according to the prevailing conditions,
whilst maintaining a proper lookout to ensure safety, and be observant and courteous to other water
users.

The displayed carrying capacity of the craft must not be exceeded.

7.8 Refuelling

All safety boat driver’s tasked with purchasing fuel must comply with the RYA guidance on the carriage
and storage of Fuel. — (see following pages).

7.9 Emergency Planning
Safety Boat Crews must be familiar with the centre emergency procedures.

If the group intends to operate outside the normal sailing area a full voyage plan, with timings, group
information, craft type and description, must be left ashore with a responsible person. A responsible
person must also be informed if a group is going afloat with no second instructor or competent adult
helm present. The responsible person must be fully briefed in what action should be taken in the event
of an emergency or in the event that the group leader does not report in within the agreed time limit.

7.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert OBWSC
officers if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to either the Centre Manager or relevant Management
Group members.
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8. Carriage and transporting of Petrol and Diesel
See Appendix D

9. Storage of Diesel
See Appendix D

10. Storage of Petrol

See Appendix D
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11. Operating Procedures - Power Boat Tuition

11.1 Benefits
Control, New skill set, Fun, Progressive, Pushes boundaries, Exploration, New environment, Discovery,
Spatially aware, Responsibility, Communication, Personal safety awareness, Sense of achievement.

All powerboat tuition is supervised by validated instructors who hold the appropriate RYA Instructor
Award. Training is conducted in accordance with the operating procedures listed below, agreed with
the Powerboat Chief Instructor for the activity. No person under 12 years old may helm a power boats
other than with twin kill cords in use (not including the Cheverton).

11.2 Risk Assessment — please see document OBWSCRA - 006

11.3 Responsibilities of group instructor
The group instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The Chief Instructor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made

11.4 Staffing

As a minimum for activity to take place, there will be at least two instructors on site, one of which is RYA
Powerboat Instructor. At no point should activity take place without these staffing levels in place.

Staffing and staff-student ratios must be in accordance with centre minimum standards for Powerboat
Training, Level 1 & 2 - 1:3 and Safety Boat, 1:6. See instructor matrix.

Any additional instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land based provision must be
then delivered.

11.5 Equipment

Powerboats must be visually checked before the session to ensure that they are:

Suitable for the intended activity and weather conditions

In adequate condition

They have adequate fuel for the activity session

They have adequate and secure buoyancy

Essential fittings are present, in good condition and adjusted properly.

Appropriately equipped for the activity, the following are the minimum that should be on board;
e Spare Kill Cord.

Adequate fuel (including sufficient to cover emergencies).

Alternative means of propulsion.

Knife

First Aid Kit

Marine VHF Radio

Fire Extinguisher

If going out to sea (Coastal Flare Pack)

Basic tool kit
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Participants’ buoyancy aids or lifejackets must be checked to ensure that they are the appropriate size,
in good condition, correctly adjusted and properly fastened.

Drivers must wear a kill cord at all times, attached around their leg. Those aged 8-11 years may drive
a powerboat under the instruction of a PBI however the dual Kill cord system must be used

Participants must have appropriate clothing and footwear for the intended activity and weather
conditions.

Participants must be reminded that any open cuts should be covered with a waterproof plaster, and to
speak to the instructor if further advice is required

11.6 Designated Area

Activities can use Oulton Broad and any waters weather and sea conditions dependant up to the RYA
TC 3-mile radius limit of the centre, see map extract shaded area below.

Planing and practical anchoring elements should be carried out when possible on the area shaded on
the below chart extract. This has the added benefit of demonstrating correct use of VHF radio with both
Mutford Lock and Lowestoft Harbour.

PIR water
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If conditions do not make it favourable then the alternate option is to use the Waterski Zone known as
Waveney 3 and 4. If using the Ski Zone, the lead PBI is to contact River Control on 01603 756056 to
inform them that planing speed training will be carried out giving the following information:

1.
2.
3.
4.
5.
6.
7.

It should be noted that River Control is not always manned so be prepared to leave a message on their

Your Name

Who; Oulton Broad Water Sports Centre

Date and time of activity.

What are we doing; RYA PB2 Planing Training
Stretch of river; Ski zone Waveney 3 and 4

Type of vessel, manufacturer, Registration Number
Your contact number

answerphone which is the accepted method.
Instructors must be aware of their closest exit from the water at all times.

11.7 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items.

Safest seating position to minimise back injuries

Safe methods of maneuvering a powerboat to avoid injury.
Safe manual handling of powerboats.

Capsize and person over-board procedures.

OULTON BROAD
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Care on slippery surfaces

Care on board.

The importance of communicating to the crew when driving.

The appropriate action to take when in close proximity to other water users.

The working area or the intended passage plan.

Importance of responsible behavior and listening to instructions.

The communication methods in an emergency including whistles, calls and hand signals as
appropriate.

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared special needs or medical conditions that place them at additional risk the
instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

11.8 Emergency Planning
Instructors must be familiar with the centre emergency procedures.

If the group intends to operate outside the local water sports area a full voyage plan, with timings, group
information, craft type and description, must be left ashore with a responsible person. A responsible
person must also be informed if a group is going afloat with no second instructor or competent adult
helm present. The responsible person must be fully briefed in what action should be taken in the event
of an emergency or in the event that the group leader does not report in within the agreed time limit.

11.9 Reporting

All incidents, accidents and hazards must be reported using the appropriate from. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert SLT officers
if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Centre Manager or the OBWSC Management
Group.
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12. Operating Procedures — Improvised Rafting

12.1 Benefits

Teamwork, Fun, Communication, Safety Awareness, Planning, Problem solving, Confidence, Group
awareness and growth, Understanding of consequences, Realisation skills — seeing an idea go from
theory into practice, Sense of achievement, New skills (knot tying etc.).

All rafting activities are supervised by either a BC Coach or RYA Dinghy Instructor who has undertaken
additional site-specific training in this activity. Rafting activities are conducted in accordance with the
operating procedures listed below, agreed with the technical adviser.

12.2 Risk Assessment — please see document OBWSCRA - 008

12.3 Responsibilities of group instructors in charge of improvised rafting
The group instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The technical advisor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed weather condition

12.4 Staffing

As a minimum for activity to take place, there will be at least two instructors on site, with either BC
Paddlesport Leader or RYA Dinghy Instructor qualifications. As well as in-house site-specific training,
trained over hours 6 hrs may be split over two days, this includes joining some rafting sessions.
Assessed by SI/BC level 3 signs off the training and assesses personal performance and delivery of a
session. See Appendix 3 for assessment grid.

In house improvised raft building training should cover:

Risk assessment
Equipment

Design of raft

Knots

Reducing entrapment

At no point should activity take place without these staffing levels in place.

Staffing must be in accordance with centre minimum standards for improvised rafting, 1:12, see
Instructor Matrix.

All instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
do so in the conditions on the day. Alternative land based provision must be then delivered.

12.5 Support Boat Ratios

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped with a first aid kit, throw line and towing system.
All safety craft will be manned by properly qualified, trained crews capable of rendering first aid.
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Safety craft must have the ability to tow a crew.

12.6 Equipment

The safe manual handling of rafts must be considered when using these. It is advised that rafts are
constructed where safe to do so, near the water. Manual handling guidelines must be adhered to at all
times.

All raft building equipment must be visually checked before the session to ensure that it is suitable and
in adequate condition

Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, correctly adjusted and properly fastened.

Participants must be appropriately clothed for the intended activity and weather conditions.
Correctly fitted helmets must be worn at all times.

Participants must be reminded that any open cuts must be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

All instructors running a rafting session must have either a canoe or a powered safety boat, dependent
upon their qualifications, available to them during the whole session. They must also carry a knife which
should be blunt-ended and concealed when not in use. A first aid kit must be available. Where rafting
is supervised from the bank a reaching pole and/or life-ring or throw line may also be provided, at the
instructor’s discretion.

12.7 Designated Area
Activities can carried out from the slip way, beach or pontoon.

Improvised rafts should stay close to the shore at all times, maximum 10 metres.

12.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

The instructor must assess whether the activities of other water users pose a risk to the group
undertaking rafting, liaise with other water users as appropriate, and modify or curtail the raft building
activity if necessary.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items

Safe use of paddles to avoid head injury.

Safe manual handling of rafts and equipment.

Capsize and person-overboard procedures.

Care on slippery surfaces and when moving around raft-building equipment

Importance of staying together.

Importance of responsible behavior and listening to instructions.

The communication methods in an emergency including whistles, calls and hand signals as
appropriate.
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The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must inspect and modify rafts if necessary before going afloat to reduce the possibility of
unstable rafts “flipping”.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

The instructor must carefully supervise all manual handling of heavy or awkward equipment, particularly
when moving the assembled raft to and from the water, to ensure that this is done safely and with
sufficient group members sharing the load.

If participants have declared special needs or medical conditions that place them at additional risk the
instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the safety of all participants until they are handed back to the visiting
group leader or parent at the end of the session. A final head count must take place at this point.

12.9 Emergency Planning
Instructors must be familiar with the centre’s emergency procedures.

Emergency equipment carried must include the following items:

An appropriately stocked, pre-checked emergency aid kit.
A towing system

Throw bag

Reaching pole or paddle

12.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert Management
Team if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to either the Centre Manager or the Management Group.
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13. Operating Procedures — Initiative Challenges

13.1 Benefits
Decision making, Planning, Responsibility, Team work, Communication, Fun, Physical Activity,
Progressive, Challenge, Practical application, Environmental Awareness, Introduction to risk

Allinitiative challenge activities are conducted in accordance with the operating procedures listed below,
by staff that has been trained in the safe supervision of these activities.

13.2 Risk Assessment — please see document OBWSCRA - 009

13.3 Responsibilities of the group instructor

The senior instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The technical advisor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed

13.4 Staffing

Staffing in accordance with centre minimum standards for initiative challenges. See Instructor Matrix.
The instructor matrix must be checked carefully before any activity is undertaken that is outside the
normal centre routine.

Ratio 1:10 maximum Water based

Ratio 1:30 maximum Land based (on risk assessment of student need)

13.5 Equipment
Most of the initiative challenges require some setting-up. All the required equipment can be found in
the activity boxes.

All activity equipment must be visually checked at the start of the session.

Ensure that participants are dressed appropriately for the activity and prevailing weather conditions.

13.6 Designated Area

Activities can use Oulton Broad yard with appropriate activities, initiative challenges may extend to
Nicholas Everett park boundaries.

13.7 Conduct
A safety briefing will be given to participants at the beginning of each activity session, which will highlight
specific hazards.

It is the responsibility of the instructor to ensure that sessions are run in accordance with centre
guidelines.

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.
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The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the safety of all participants until they are handed back to the visiting
group leader or parent at the end of the session

13.8 Emergency Planning
Instructors must be familiar with the centre emergency planning procedures.

Emergency equipment carried must include the following items:

e An appropriately stocked, checked emergency aid kit.
e A survival bag.

13.9 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert OBWSC
officers/Management Group if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to either the Centre Manager or Management Group.

13.10 Details of site-specific training programme for Initiative Challenges.
Pre-requisites

Hold a coaching certificate or be a teacher / youth worker
Hours 2 hrs

Syllabus

Overview of challenges

Equipment

Minimising risk
Assessment

SI/BC level 3 appropriate experienced in initiatives (RPIOL/APIOL/LPIOL, etc.)
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13.11 Assessment Grid

OBWSC Initiative Challenges Assessment

Date of Assessment

Name of Candidate

Name of Assessor

Assessor Qualifications

Date completed Assessor signature

2 hrs training completed

Answered questions on
equipment and safety

Session observed

Notes
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14. Operating Procedures — Craft Maintenance
14.1 Risk Assessment — please see document OBWSCRA - 013

14.2 Responsibilities of the Centre Manager
Only authorised staff or volunteers are permitted in the workshop.

All equipment must be maintained in good condition.

All chemicals to be stored and locked in the metal chemical cupboard, and all volunteers must be
familiar with and abide by all of the COSHH guidelines.

Cutting tools must be kept sharp.
All tools must be stored safely when not in use.

Portable electrical appliances must be must be disconnected from the power supply when any repairs
or modifications to them are being undertaken.

All portable electrical equipment must be examined for damage to the unit housing, the cabling and the
socket outlet, and have an in date PAT test sticker, before it is used.

All exits to be unlocked on entering the workshop.
Fire extinguishers are regularly checked
Workshop to be kept tidy and bins to be emptied on a regular basis.

Management Team has agreed a system for providing emergency cover with any individual who is
undertaking lone working, before any work takes place.

14.3 Responsibilities of staff and volunteers carrying out maintenance tasks

No person may use any equipment unless previously instructed in its safe use by the centre manager.

Safety glasses must be worn when operating cutting or splitting tools and where required protective
gloves must also be worn when there is a risk of injury to the hands.

Where a defect in a tool poses a risk to safety then it must be removed from use immediately and
reported to the manager.

All cable connections must be properly made; under no circumstances is insulation tape to be used for
any repair or joint in an extension.

Ear defenders must be worn when operating noisy hand held electrical tools.

Hand held tools must not be used for extended periods of time. Any whitening or blanching of the fingers
must be reported to the water sports manager immediately.

GRP work to be carryout out on accordance with the COSHH guidance and in a well-ventilated area

All personnel are to be vigilant in identifying any sources of ignition and remove the source; this should
then be reported to the centre manager.

Any spillages must be cleared up at the time of spillage and wet floor sign erected as necessary.
Any waste products from jobs conducted must be cleared away at the end of the job.
Fully enclosed footwear must be worn at all times.

Any lone working must be agreed by the Management Team including adequate emergency cover.
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When lone working the person providing emergency cover must be informed before any work takes
place and when the job is complete and / or when the centre is vacated.

14.4 Refuelling

All safety boat driver’s tasked with purchasing fuel must comply with the RYA guidance on the carriage
and storage of Fuel (detailed in the Safety Boat SOP).

14.5 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert the
Management Team if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Management Team.
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15. Operating Procedures — Jumping In and swimming

15.1 Benefits

Physical activity, Sense of discovery, Progressive, Balance, Skill development, Fun, Environment
aware, Chance to explore personal capabilities, Challenge, Sense of achievement.

All Jumping in and swimming is supervised by validated instructors who hold RYA, BC or BSUP
instructor qualifications. Jumping in and Swimming is conducted in accordance with the operating
procedures listed below, agreed with the technical adviser for the activity. Technical Advisor is BC coach
and BSUP coach.

15.2 Risk Assessment — please see document OBWSCRA - 014

15.3 Responsibilities of group instructors

The senior instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The technical advisor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed

15.5 Staffing

Staffing and staff-student ratios must be in accordance with centre minimum standards for Jumping in
and swimming, 1:12 see instructor matrix. The instructor matrix must be checked carefully before any
activity is undertaken that is outside the normal centre routine.

Any additional instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land based provision must be
then delivered.

15.4 Support Boat Ratios

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped with a first aid kit, throw line and towing system.
All safety craft will be manned by properly qualified, trained crews capable of rendering first aid.

15.6 Equipment

Prior to Jumping in and Swimming the Instructor must ensure that they have a means of reaching the
students with a throw bag, boat hook or paddle.

Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, correctly adjusted and properly fastened.

Participants must have appropriate clothing and footwear for the intended activity and weather
conditions.

Participants must be reminded that any open cuts should be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

Instructors must have a safety pack at their teaching base, a knife and whistle on their person, and a
radio on their person that is checked before going afloat.

OULTON BROAD
!2 WATER
SPORTS
CENTRE



Oulton Broad Water Sports Centre — Safe Operating Procedures

15.7 Designated Area
When jumping into the water participants must only jump into areas of be clear area of water. Checks
should be taken to ensure the water depth.

When jumping into the water, participants must be close to shore, maximum 10 metres.

15.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

Instructor(s) should be prepared to enter the water if the need arises.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items:

Safe methods of jumping in and swimming

Where and when to jump in

Safe manual handling if students need lifting out

Safe method of reaching the student if in trouble

Care on slippery surfaces

Importance of staying together and within the defined area

Importance of responsible behaviour and listening to instructions.

Keeping watch for other water users in difficulty

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared special needs or medical conditions that place them at additional risk the
instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from the activity or suspend the activity if an individual
or the group is a danger to themselves or others through indiscipline.

Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

15.9 Emergency Planning
Instructors must be familiar with the centre’s emergency procedures.

Emergency equipment carried must include the following items:

An appropriately stocked, checked emergency aid kit.
A towing system

Throw bag — sailing activities

Reaching pole or paddle

15.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert Management
Team if the occurrence RIDDOR reportable. See appendix A.
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Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to either the Management Team.
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16. Operating Procedures — Paddle Sports Trips

16.1 Benefits

Teamwork, New sport — new skill set, Fun, Progressive, Pushes boundaries, Exploration, New
environment, Discovery, Adventure, Responsibility, Physical activity, Group awareness and growth,
Communication, Personal safety awareness, Sense of achievement.

All paddlesport is instructed by instructors who hold an appropriate BC/BSUPA awards. Kayaking,
canoeing , SUP (BSUPA)are conducted in accordance with the operating procedures listed below,
drawn up in consultation with the technical adviser for the activity.

16.2 Risk Assessment — please see document- OBWSCRA-027

16.3 Responsibilities of group instructors
The group instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The technical advisor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed weather condition

16.4 Staffing

As a minimum for activity to take place, there will be a Paddle sport leader with Sl or a BC Level 2/
Coach

Staffing and staff-student ratios must be in accordance with centre minimum standards for paddle
sports, 1:8 participants, see instructor matrix.

Any additional instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land based provision must be
then delivered. A PSI will discuss the weather conditions with the Sl

16.5 Support Boat Ratios

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped with a first aid kit, throw line and towing system.
All safety craft will be manned by properly qualified, trained crews capable of rendering first aid.

16.6 Equipment
Kayaks and canoes must be visually checked before the session to ensure that they are

Suitable for the intended activity and weather conditions

In adequate condition

Have adequate and secure buoyancy

Appropriately sized for participants.

Essential fittings are present, in good condition and adjusted properly.
Manual handling guidelines must be adhered to at all times.

Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, adjusted correctly and properly fastened.
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Participants must be appropriately clothed for the intended activity and weather conditions.
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Participants must be reminded that any open cuts must be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

16.7 Designated Area
Activities can use Oulton Broad with exception of the adjacent waters

Activities can use the main river up to but not beyond the Waveney river centre, shown below, as long
as users adhere to the waterway code.

16.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items

Safe use of paddles to avoid head injury.

Safe manual handling of kayaks or canoes.

Capsize procedure.

Care on slippery surfaces.

Importance of staying together.

Importance of responsible behavior and listening to instructions.

The communication methods in an emergency including whistles, calls and hand signals as appropriate.

An example Safety Briefing Checklist is attached as Appendix E.
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The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared special needs or medical conditions that place them at additional risk the
instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

16.9 Emergency Planning

Emergency equipment carried must include the following items:
e An appropriately stocked, checked emergency aid kit.
e A survival bag.
e Atowing system

Also, for trips to Waveney River Centre:
e Appropriate spare clothing
e Spare food and drink
e A spare paddle.

e Mobile phone
Instructors must be familiar with the centre’s emergency procedures and all evacuation routes back to

the water sports centre.
Instructors must be aware to the closet emergency exit route of the river

A full voyage plan, with timings, group information, craft type and description, must be left ashore with
a responsible person. The responsible person (Harbour Master/Deputy/Yacht Station) must be briefed
as to what action should be taken in the event of an emergency or in the event that the group leader
does not report in within an agreed time limit.

16.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert Management
Team if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Management Team.

17. Operating Procedures - Dinghy Sailing Trips

17.1 Benefits

Teamwork, New sport — new skill set, Fun, Progressive, Pushes boundaries, New environment,
Responsibility, Physical activity, Group awareness, Communication, Personal safety awareness, Sense
of achievement.
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All dinghy sailing is instructed by validated instructors who hold RYA Instructor qualifications. Dinghy
Sailing is conducted in accordance with the operating procedures listed below, agreed with the technical
adviser for the activity.

17.2 Risk Assessment — please see document OBWSCRA-028

17.3 Responsibilities of senior instructors

The senior instructor in charge of the session is responsible for ensuring that the procedures below are
followed.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The technical advisor should be
consulted for guidance prior to the session if there are any concerns including concerns about the
weather conditions and or going ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed

17.4 Staffing

As a minimum for activity to take place, there will be a RYA Senior Instructor and an RYA Instructor /
Assistant Instructor on site. At no point should activity take place without these staffing levels in place.

Staffing and staff-student ratios must be in accordance with minimum standards for dinghy sailing, 1:6
for single handed craft and 1:3 for multiple handed craft, see instructor matrix.

All instructors involved in the session must be briefed and understand their responsibilities.

Any instructor can decline to go afloat if they feel they have insufficient experience or competence to
discharge their responsibilities in the conditions on the day. Alternative land based provision must be
then delivered.

17.5 Support Boat Ratios

Any tuition at a Recognised Training Centre should comply with the following minimum safety boat
requirements:

Dinghies, multihulls and keelboats* (without engines)

e Up to 6 craft:1 safety boat, 7 to 15 craft: 2 safety boats

e More than 15 craft: 3 or more safety boats

e The safety boat must be capable of carrying the full crew of one and be capable of towing the
fleet it is providing cover for.

Safety craft must be suitable for all types of activity undertaken in the operating areas and prevailing
conditions at the centre. The distance from the operating area to the shore base should also be taken
into account. Safety craft must be properly equipped according to the centre, “start-up procedure”. All
safety craft will be manned by properly qualified, trained crews capable of rendering first aid.

17.6 Equipment
Dinghies must be visually checked before the session to ensure that they are:

Suitable and appropriately rigged and equipped for the intended activity and weather conditions
In adequate condition.

Have adequate and secure buoyancy.

Are appropriate for the size of the participant(s).

Have the appropriate equipment on board.

The instructor must determine the numbers (if any) and type of safety craft required for the safe
operation of the session.

Powered safety craft must be operated in accordance with the Safety Boat Operating procedures.
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Participants’ buoyancy aids must be checked to ensure that they are the appropriate size, in good
condition, correctly adjusted and properly fastened.

Participants must have appropriate clothing and footwear for the intended activity and weather
conditions.

Participants must be reminded that any open cuts should be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

17.7 Designated Area
Activities can use Oulton Broad with exception of the adjacent waters.

Activities can use the main river up to but not beyond the Waveney River Centre, shown below, as long
as users adhere to the waterway code.
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17.8 Conduct

Before going afloat, the instructor must obtain a weather forecast for the duration of the session and
check any other safety information posted at the centre.

A complete register must be taken at the start and end of the session, including all instructors and
participants. This must be left at the Centre together with the emergency contact information for all
participants. Regular head counts must be made during the activity.

A safety briefing must be given before going onto the water, and during the session as required. The
instructor must decide at which point to include the following items.

Safe methods of moving within a dinghy to avoid injury

Safe methods of manoeuvering a dinghy to avoid injury

Safe manual handling of dinghies

Capsize and person over-board procedures (mast head buoyancy used if needed)
Care on slippery surfaces

Importance of staying together and within the defined sailing area.
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{!E WATER
SPORTS

CENTRE



Oulton Broad Water Sports Centre — Safe Operating Procedures _

Importance of responsible behaviour and listening to instructions.
The communication methods in an emergency including whistles, calls and hand signals as appropriate.

The programme of activity must be appropriate to the needs and abilities of the group and modified in
response to changing weather conditions or deteriorating morale.

The instructor must maintain control of the group so that he or she can quickly reach any group member
in difficulty.

If participants have declared medical special needs or medical conditions that place them at additional
risk the instructor must ensure that appropriate supervision is provided.

The instructor must either remove an individual from an activity, or suspend the activity, if the behaviour
of an individual or group is such as to create a danger to themselves or others.

Instructors remain responsible for the supervision of all participants until they are handed back to the
visiting group leader or parent at the end of the session. A final head count must take place at this point.

17.9 Emergency Planning
Emergency equipment carried must include the following items:

e An appropriately stocked, checked emergency aid kit.
e A survival bag.
e atowing system

In addition for trips to Waveney River Centre

e Appropriate spare clothing

e Spare food and drink

e A spare paddle.

Mobile phone

Instructors must be familiar with the centre’s emergency procedures and all evacuation routes back to
the water sports centre.

Instructors must be aware to the closet emergency exit route of the river

A full voyage plan, with timings, group information, craft type and description, must be left ashore with
a responsible person. The responsible person (Harbour Master/Deputy/Yacht Station) must be briefed
as to what actions should be taken in the event of an emergency or in the event that the group leader
does not report in within an agreed time limit.

17.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. All incidents and
accidents forms will be transfer on to compliance centre were external H&S auditors will review each
accident/incident/near miss, advice is given to aid mitigation and also to recommend/alert Management
Team if the occurrence RIDDOR reportable. See appendix A.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Management Team.
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18. Operating Procedures — Self-led Hires (Unsupervised) Sit-on kayak, canoe &
stand-up paddie board.

18.1 Benefit

Hires are facilitated by trained and authorised OBWSC staff and volunteers. All periods of hire must be
supported by a volunteer or staff member with a minimum RYA Power Boat Level 2 qualification to
enable OBWSC to comply with Broads Authority hire craft regulations. Hires are conducted in
accordance with the operating procedures listed below, agreed with the OBWSC BC technical adviser.

18.2 Risk Assessment — please see document OBWSCRA - 016

18.3 Responsibilities of staff

The OBWSC BC Technical Advisor is responsible for the training and Authorisation of those staff and
volunteers conducting hire craft hand overs.

The OBWSC Team leader is responsible for ensuring all hire craft hand overs are conducted correctly
and all supporting paperwork is completed. They should remain vigilant regarding ETAs of all craft and
implement the late arrival plan taking appropriate steps to locate the late hirer.

The OBWSC hire assistant is responsible for conducting hand overs of paddle craft and completing all
required paperwork. The hire assistant is to bring late arrivals to the attention of the lead member of
staff at the earliest opportunity.

All conditions including, water temperature, air temperature, participant ability, weather conditions, wind
direction and speed should all be considered before going afloat. The technical advisor should be
consulted for guidance prior to the session if there are concerns about the weather condition and going
ahead with the session.

Dynamic assessments of risk, participants, appropriate craft and weather must be made on the day and
during every session by the instructor with reference to predicted and observed

18.4 Staffing Requirements

At least one member of OBWSC staff with a RYA Power Boat Level 2 qualification and annual refresher
training completed.

At least one member of OBWSC staff trained and authorised to conduct paddle craft hire handovers.

At least one member of staff with an in date Emergency First Aid at Work (8Hr EFAW) certificate as the
minimum standard.

One member of OBWSC staff to be designated the OBWSC Duty Team leader who will have overall
responsibility for all afloat activity carried out by OBWSC during their duty period.

OBWSC on call Duty Senior Leadership Team (SLT) member to be available to take field calls
regarding any issues that arise during their duty period.

18.5 Safety Boat

OBWSC is required to have a safety boat readily available during hire periods. This is a requirement
of the BA for all hiring activity. The Safety Boat is not required to patrol the hire area but be ready to
respond to late returns and other issues should they arise. To act as Helm of the Safety Boat staff
require RYA Powerboat 2 and in date annual refresher training.
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18.6 Equipment
All equipment must be visually checked before each hire to ensure that they are:

Suitable for the intended activity and weather conditions
In a serviceable condition
Have adequate and secure buoyancy
Appropriately sized for participants.
o Essential fittings are present, in good condition and adjusted properly.
Participants’ buoyancy aids must be checked to ensure that they are the correct size, in serviceable
condition, adjusted correctly and correctly fitted.

Participants must have appropriate clothing and footwear for the intended activity and weather
conditions.

Participants must be reminded that any open cuts must be covered with a waterproof plaster, and to
speak to the instructor if further advice is required.

18.7 Designated Area
Self Led hire users must stay within the sheltered water of Oulton Broad shown below as zone A.

18.8 Conduct
For hires it is recommended that users paddle in pairs or groups where possible.

Under 16s must be supervised at all times.
Before going afloat, an instructor must ensure that the user is competent to operate the craft safely.
The user must sign out their boat, leave the suggested deposit and also emergency contact details.

A safety briefing must be given before going onto the water; the users must sign a declaration form to
confirm they have understood what is required of them. This safety briefing will include:

e Paddling skills
e Conduct
e Emergency situations
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e Designated areas
o Paddle, distance times
o Fitting buoyancy aids

If participants have declared additional needs or medical conditions that place them at additional risk
the instructor must ensure that appropriate supervision is provided by other members of their group.

The Centre reserves the right to refuse any individual from an activity, or suspend the activity, if the
behaviour of an individual or group is such as to create a danger to themselves or others. If issues arise
contact a member of Management Team.

18.9 Emergency Planning

The OBWSC Team Leader will ensure that the centre phone is monitored and answered during their
duty period.

Boats and buoyancy aids will have the centre contact number which may be called by the hire user.
This number can be also be called by other water users if they notice assistance is needed.

In the event of a hire craft failing to return at its ETA the Team leader is to instigate a search using the
Safety Boat. One member of the team should remain at OBWSC and remain in contact with the Safety
Boat via VHF radio. If the hire craft is not located within a reasonable timeframe the OBWSC Team
Leader is to contact the OBWSC Duty SLT member to request further advice.

18.10 Reporting

All incidents, accidents and hazards must be reported using the appropriate form. Incidents and
accidents are to be reported to the Duty OBWSC SLT member as soon as is reasonable practicable.
The SLT will complete any RIDDOR reporting as required.

Defects and damages must be reported using the appropriate process of fault book and online recording
system. See appendix B

Any safety concerns arising from the session must be reviewed. Any concerns relevant to the safe
operation of the centre must be communicated to the Management Team. This does not remove staff's
rights to direct reporting to the HSE.
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19. Weils Disease Information

Weils Disease - Notice to students and parents

Weils Disease is caused by an organism which is present in many rivers, lakes and estuaries. There
is a very small chance of catching the disease while taking part in water based outdoor activities.

Weils Disease responds well to early treatment. Left untreated, it has occasionally proved fatal.

Sensible precautions should be taken to minimise the risk. You will be told about these by your teacher
or instructor

The early symptoms of the disease are similar to influenza and include headache, temperature and
joint or muscle pains.

If you fall ill with these symptoms within three weeks of taking part in water based activities, you should
see your doctor immediately and show this card.

Please also inform your teacher, group leader or instructor.

Weils Disease — Notice to general practitioners

The holder of this card has recently taken part in water sports or other water-based outdoor activities
organised by the Oulton Broad Water Sports Centre.

Cases of Weils Disease (Leptospirosis) have occurred in this region. Perhaps you may care to
consider this diagnosis.

Urgent treatment is essential for Weils Disease. Advice on laboratory diagnosis may be obtained from
your local hospital’s Microbiology Department.

Thank you for your co-operation. For further information, please contact your local consultant
Microbiologist.

Important:

The contraction of a water based disease is rare, and Weils disease is the most common but not the
only iliness that can be passed to a human. If you notice any change in the health of anyone that has
taken part in a water based activity please follow the same advice given for Weils disease and seek
medical attention and pass this sheet onto your doctor.
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Oulton Broad from the
point where Fisherman
Row meets North Bay to
the lock next to the Wherry
Hotel.

Daily hire zone 1

Emergency escape route —
public footpath.

Daily hire zone 2

Limit of Normal LWSA

Adjacent water —
dangerous
mornings
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21. Safeguarding

Refer to OBWSC safeguarding policy

22. Emergency Action Plan

Safeguard yourself, the group and Oulton Broad Water Sports
the casualty(s) from further danger Centre
l Emergency Contact
. : Numbers
Examine the casualty(s) and give
emergency aid Oulton Broad Water Sports Centre
l (voicemail service) — 01502 588487
If the casualty needs medical help...... Graham Colam (Centre
l Manager/Principal) — 07828 676830
Phone 999 for ambulance Claire Grasby (Senior Dinghy Instructor)
—07920 780474
send relevant medical details with the casualty
Clive Purvis (Senior Dinghy Instructor) —
! 07860 365816
Alert centre Alert parents Lawrence Chapman (Chair of Trustees
emergency /Welfare Officer/ BC Adviser) - 07462
the emergency contact 525198
contact or visiting leader may do
- this Barry Ling (Trustee / Site Officer) -
see overiea 07879 414896
l Alasdair Macnab ( Finance Officer) —
07900 245467

Look after the rest of the group
Paul Rice (Harbour Master) - 07572

til transf to their visiting | t
until transferred to their visi Ing eader or parents O39790/Ch.73
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23. Instructor Qualification Matrix

The table on the following pages confirms the minimum instructor qualifications required by the centre
for the supervision of water sports.

22.1 Key
Main Activity, Sub-Activity and Venue:

e These first three columns define the activity and venue to which the qualifications apply. Where
there is more than one row for the same activity and venue, this indicates that there is more
than one staffing regime permitted, as confirmed in the remaining columns.

Technical Adviser

e This column confirms the qualification held by our technical adviser in this activity.

Senior Instructor

o Where relevant, this confirms the minimum qualification held by the senior instructor in an
activity who is present on site whenever the activity takes place. Where this column is omitted,
an instructor holding the qualification stated in the group instructor column may supervise the
activity without a senior instructor present on site.

Instructor

o Where relevant, this column confirms the minimum qualification that must be held by those
assisting the senior instructor to supervise an activity. This is only included where the staff
student ratio specifies that more than one instructor is required with each activity group.

Assistant Instructor

o Where relevant, this column confirms the minimum qualification that must be held by those
assisting the instructor to supervise an activity. This is only included where the staff student
ratio specifies that more than one instructor is required with each activity group.

Staff Student Ratio

e This column confirms the maximum group size permitted with the instructor(s) specified in the
previous columns. Note that managers and group instructors must determine an appropriate
instructor to student ratio taking account of the conditions on the day and the experience and
maturity of the group. Frequently a smaller group size will be appropriate.

¢ Up to two unqualified accompanying adult leaders may participate on the water with their group
without counting as students in the ratios, provided these persons are judged competent to
participate without supervision. This judgement must be made by the senior instructor on site
(where the matrix requires that a senior instructor is present) or by the group instructor (where
no senior instructor on site is required). If there is any doubt about their competence, or the
senior instructor judges that it is inappropriate to enlarge the group in this way, then unqualified
accompanying group leaders must count as students in the ratios.

Qualifications

¢ All qualifications are assessed national governing body awards, except where “in-house” is
indicated. In this case, the qualification of the in-house assessor is stated. All leaders operating
on behalf of OBWSC must have their status validated in accordance with centre procedures.

¢ RYA = Royal Yachting Association www.rya.org.uk

e BC = British Canoeing www.britishcanoeing.org.uk
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Paddlesports Qualifications( from Environmental Definitions and Deployment Guidance for Instructors,
Coaches and Leaders Jan23)

Qualification Very Sheltered Sheltered Water Moderate Advanced Water
Water Water

BCU Level 1 Coach v Yes with BC Level

BCAB Paddlesport Instructor v 2 or above or RYA

BCAB Stand Up Paddleboard Instructor (SUP v SI (with PSI) on

only) site **

BC (UKCC) Level 1 Coach v 4

BC Paddlesport Instructor (completed before v v

01/01/2019)

BCU Level 2 Coach v 4

BC (UKCC) Level 2 Coach v 4

BC Moderate Water Endorsement v 4 v

BC Advanced Water Endorsement v 4 v v

BCAB Coach Award (Sheltered Water) v 4

BCAB Coach Award (Moderate Water) v 4 v

BCAB Coach Award (Advanced Water) v 4 v v

BCU Level 3 Coach v 4 v

BC (UKCC) Level 3 Coach v 4 v

BCAB Performance Coach (Sheltered Water) v v

BCAB Performance Coach (Moderate Water) v 4 v

BCAB Performance Coach (Advanced Water) v v v v

BCU Level 4 Coach v 4 v v

BCU Level 5 Coach v 4 v v

** Where RYA Sl is the centre senior instructor for the day, they must have some experience of
paddle sports, this would include BC PSI or above, paddle explore award or above

Zone A of Oulton Broad can be very flat and quiet or due to the weather it can be a more
challenging environment. Additionally Oulton Broad has many other users. For Paddle Sport
Instructors (PSI) and Coach level one they will need to complete a “sign off” from the paddlesport
technical expert BEFORE they can be used to lead a session. The “sign off” will be training and
assessment to ensure the PSI/CL1 knows how the weather will alter the Broads and how this will
limit their ability to lead sessions and the impact of other users of the Broad including, but not
limited to: other craft (sailors, hire craft, tour boats, SUP,), people fishing, moorings, use of the
slipways etc.

Minimum qualification to lead a session is Paddlesport Instructor

Paddlesport instructor PSI, are assessed in their preferred craft for this award. A PSI wishing to work
with craft not assessed in must complete the inhouse ftraining session on alternate craft
(Kayak/Canoe/SUP) with the technical advisor before they can take these sessions. The inhouse
training assesses rescues of craft, and for SUP safe launching — safety information
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Instructor
Main Activit Technical Senior (minimum Assistant Staff Student
y - P .
Adviser Instructor qualification for Instructor Ratio
session)
BC Paddlesport
, - ; BC Paddlesport
Eanoglng / BQ Training Leader/Sen!or Instructor/BSUPA | BC Paddlesport | 1:8
ayaking/Pad |Director / Coach | Instructor with
. Instructor or Instructor
dleboarding Level 3 BSUPA Instructor above
or above. )
baddle soore |BC Training | BC Paddle Sport | BC Paddiesport gga';‘;‘,{e' 1 .
; P Director/ Coach |Leader or above. |Leader or above. '
trips L3 Paddlesport
Leader

Paddlesport

Instructor or

above

with onsite 1:12
Imorovised BC Training training (not including
Ra?tin Director / Coach |N/A RYA Dinghy N/A non-

9 L3 Instructor participating
plus in-house observers)
site-specific
training by BC
Coach.

Dinghy RYA Senior RYA Assistant 1:9 participant
Sailing- RYA Senior Instructor RYA Dinghy Instructor or =P P
Double Instructor (Windsurfing or | Instructor above 1:3 craft
hander Dinghy) '
Dinghy Sailing RYA Assistant
. . RYA Senior . Instructor or
—single RYA Seniog Instructor RYA Dinghy above 1:6 craft
hander Instructor (Dinghy) Instructor
Dinghy Sailing | pya senior  |RYA Senior RYA Dinghy RYA Assistant |,
Competent 1:9 people
Instructor Instructor Instructor Instructor )
Adults
Dinghy sailing |RYA Senior RYA Senior RYA Dinghy RYA Assistant 1:6 craft
Trips Instructor Instructor Instructor Instructor '
Winasurfin RYA Senior RYA Senior RYA Wingsurfing |RYA Assistant 1:4
9 g Instructor Instructor Instructor Instructor )
Power Boat RYA Powerboat N/A RYA Powerboat |RYA Powerboat |1:3
Tuition Instructor Instructor Instructor
OULTON BROAD
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Instructor
Main Activit Technical Senior (minimum Assistant Staff Student
+ain ACtVity Adviser Instructor qualification for Instructor Ratio
session)
BC level 2 coach BC Level 1
RYA Senior or above, must BC level 2 Coach Coach*
Pay and Play Instruct.or be present at or RYA RYA Assistant |1:8 craft
BC Training centre. Instructor.
) . Instructor or
Director RYA Senior
above
Instructor
Competent adult 1:10 water
Initiative Teacher / N/A (teacher/LSA/Inst | Competent based
Challenges Instructor ructor) with in person 1:30 Land
house training based
24. Appendix

24.1 Appendix A — Accident or Incident

What happens after a First Aid accident or incident?

o

Deal with the accident / incident
Complete accident / incident report in the Centre Manager’s office
File report
Inform Centre Manager straight away

24.2 Appendix B — Broken equipment

What happens when equipment is broken or damaged?

1. If a piece of equipment breaks take it straight out of use. Indicate with a ‘Do Not
Use’ sign
2. After the session record in the book / log using the online form and inform the

Centre Manager.

3. Centre Manager to assign Chief Instructor or appropriate OBWSC Volunteer to a
job.

b

4

Update record in the book when task is completed.
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24.3 Appendix C — Safeguarding

If you are worried
about a child,
young person or
adult because:

Seen something

Been told
something
Had an
allegation.

Make
careful notes
on the
Safeguarding

form. This

can be found
in the

yellow folder.

Remember,
your role is to
make notes
and pass on
accurate
Information.
Not to
investigate.

Immediately
report your
concerns to
the facilities
manager,
who will
contact a
Safeguarding
Lead where

Oulton Broad Water Sports Centre — Safe Operating Procedures

In an
emergency
call 999
without delay
if a young
person or
adult at risk is
in immediate
danger.

necessary.

24.4 Appendix D — Improvised Rafting Assessment Grid

OBWSC Improvised Rafting Assessment

Date of Assessment

Name of Candidate

Name of Assessor

Assessor Qualifications

Date completed Assessor signature

6 hours training completed

Personal skills - knots

Session observed

Notes

PIR water
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24.5 Appendix E - Fuel

Carriage and transporting of Petrol and Diesel

The carriage of petrol or diesel by private individuals in a vehicle where the fuel is intended for their
personal or domestic use, including their leisure or sporting activities, is exempt from the general
restrictions on the carriage of dangerous goods by road.

However, where fuel is carried in refillable containers filled by or for a private individual, the total quantity
transported must not exceed 240 litres at a time and each individual container must not contain more
than 60 litres. In addition, the individual must take measures to prevent the containers from leaking.

Notwithstanding the general limit of 60 litres per container, it is worth noting that the individual local
authority petroleum licence under which a filling station operates may impose a limit on the capacity of
individual containers that may be filled with fuel at that filling station. In addition, filling station operators
can apply their own limits on the capacity of individual containers that may be filled with fuel.

Carriage of Petrol & Diesel in a work context

The carriage of petrol or diesel by individuals in a vehicle in the course of a work-related activity is
exempt from the general restrictions on the carriage of dangerous goods by road provided that the
following provisions are complied with:-

The total quantity of fuel transported must not exceed 333 litres (petrol) or 1,000 litres (diesel);

The fuel must be transported in individual containers that comply with the relevant United Nations
Economic Commission for Europe (“UNECE”) specifications and are marked with the UN number for
petrol (UN1203) or diesel (UN1202), as appropriate;

The containers must be stowed in the vehicle so as to avoid damage or loss from the vehicle;

The vehicle driver must be given “general training” in accordance with UNECE specifications, which
include how to respond in the event of an emergency;

The vehicle must carry a 2kg fire extinguisher designed for tackling flammable liquid fires.

Storage of Diesel
There are no specific legal requirements on how to store diesel or the quantity allowed either in
workplaces or domestic premises.

Storage of Petrol

Storage containers
e Current regulations provide that petrol must be stored in “suitable portable containers”, a

“‘demountable fuel tank” or a fuel tank connected to an internal combustion engine in the way
it would ordinarily be connected when the engine is running.

Suitable Portable Containers
Suitable portable containers” are containers that are designed and constructed so that:

o they are made of metal or plastic that is suitable and safe for the purpose and will not
significantly degrade due to exposure to petrol or naturally-occurring ultra-violet radiation;
they are reasonably robust;

they are not liable to break under normal conditions of use;

the escape of liquid or vapour is prevented;

petrol can be poured safely from them; and

they are not unsteady when placed on a level surface

Such containers must be:
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in a good state of repair;
secure from leaking;
not degraded from exposure to chemicals or light; and
marked or labelled in a legible and indelible form with:-
o the words “petrol” and “highly flammable”;
o an appropriate hazard warning sign, e.g.:

o the nominal capacity in litres;
o manufacturer's name; and
o date and month of manufacture.
The nominal capacity of suitable portable containers must be no greater than:

e 10 litres, if made of plastic; or
e 20 litres, if made of metal;
e although the total capacity may exceed the nominal capacity by between 10% and 15%.

Demountable Fuel Tank

“Demountable Fuel Tanks” are fuel tanks for the internal combustion engines of motor boats or similar
vessels that are designed so that they can be safely removed from and re-affixed to the engine without
leaking fuel.

The maximum quantity of petrol that may be kept in a demountable fuel tank is 30 litres

Storing Petrol in a vehicle

30 litres of petrol may be stored permanently in a vehicle. This storage must be in a single demountable
fuel tank or no more than two suitable portable containers. Petrol contained in the normal fuel tank of a
vehicle does not count towards this total.

Storing Petrol in a boat

30 litres of petrol may be stored permanently in a motor boat. This storage must be in a single
demountable fuel tank or no more than two suitable portable containers.

Petrol contained in the normal fuel tank of a motor boat does not count towards this total. If the normal
fuel tank is a demountable fuel tank, it must be properly connected to the engine in order for the amount
of fuel contained within it not to count towards this total.

Storing Petrol in domestic and non- domestic premises
The following amounts may be stored at domestic premises (e.g. at home) and at non-domestic
premises (e.g. club-houses) that are not workplaces (see below):

Up to 30 litres of petrol may be kept in one storage place, without having to notify the local authority.

Petrol may be stored in a single demountable fuel tank, one or more suitable containers or a
combination of both, provided that no more than 30 litres is kept.

Between 30 and 275 litres may be kept in one storage place, provided that the local authority (in its
capacity as the Petroleum Enforcement Authority) is notified in writing of the name of the occupier of
the storage place and the address of the premises where the petrol is kept. This notification must be
renewed annually.
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Petrol may be stored in one or more demountable fuel tanks, one or more suitable containers or a
combination of both, provided that no more than 275 litres is kept.

Petrol stored in quantities of between 30 and 275 litres must be kept in a storage location that is a
detached building or is attached to a building (other than domestic premises).

Fire extinguishing and spillage containment apparatus must be available either within the storage place
or as close as is reasonably practicable to the storage place.

More than 275 litres may be stored in one storage place provided that the local Petroleum Enforcement
Authority has issued a licence to the occupier of the premises.

Note: Any quantity of petrol stored in a fuel tank in a vehicle or motor boat will not be included in the
volume of petrol kept in a storage place, provided that the fuel tank is connected to an internal
combustion engine in the way it would ordinarily be connected when the engine is running. Otherwise,
petrol stored in a vehicle or a boat counts towards these totals.

Common Storage Requirements
The following requirements must be observed for the storage of petrol in quantities of up to 275 litres:

A storage location within a building must be separated from the rest of the building (and any exit route)
by a fire-resistant partition.

A storage location attached to a building must be separated from the building by a fire-resistant partition.
Petrol may not be stored in living accommodation.
Petrol may not be dispensed at the storage location.

If the storage place is not in the open air then it must have a direct exit to the open air and be ventilated
to it.

All reasonable precautions must be taken in the storage place to prevent any sources of ignition or heat
that would be liable to ignite petrol or its vapour.

Petrol must not be used in the storage place other than in:

o the fuel tank of an internal combustion engine;
¢ small quantities (not exceeding 500ml) for cleaning or as a solvent for repair purposes

Storing Petrol in a Workplace

Storage of petrol in a workplace is subject to the Dangerous Substances and Explosive Atmospheres
Regulations 2002. These Regulations apply to all workplaces where dangerous substances are
present, used, or produced.

“Workplaces” are defined in the Regulations as being any premises or part of premises used for or in
connection with work, including any place within the premises to which an employee has access while
at work and any room, lobby, corridor, staircase, road or other place used as a means of access to or
egress from that place of work (other than a public road). Workplaces therefore potentially include
domestic premises such as private houses and non-domestic premises such as private members’ clubs,
if used for or in connection with a person’s work.

The 2002 Regulations place duties on employers (and the self- employed, who are considered
employers for the purposes of the Regulations) to assess and eliminate or reduce risks from dangerous
substances. Complying with the 2002 Regulations involves the following matters.
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Assessing risks

Before work is carried out, employers must assess the fire and explosion risks that may be caused by
dangerous substances, in this case petrol, and the ways in which the use of petrol in a work context
could cause harm.

The purpose is to help employers to decide what they need to do to eliminate or reduce the risks from
dangerous substances. If there is no risk to safety from fires and explosions, or the risk is trivial, no
further action is needed. If there are risks then employers must consider what else needs to be done to
comply fully with the requirements of the 2002 Regulations.

If an employer has five or more employees, the employer must record the significant findings of the risk
assessment.

Preventing or controlling risks

Employers must put control measures in place to eliminate risks from dangerous substances, or reduce
them as far as is reasonably practicable. Where it is not possible to eliminate the risk completely
employers must take measures to control those risks and mitigate the effects of any fire or explosion.

The 2002 Regulations provide that the preferred measure is to replace the dangerous substance with
an alternative substance that eliminates the risk. This is clearly impossible, however, when the
dangerous substance concerned is petrol to be used in an internal combustion engine.

Control measures

Where the risk cannot be eliminated, such as in the case of petrol to be used in internal combustion
engines, the 2002 Regulations require the following control measures to be applied, in order of priority:

reduce the quantity of dangerous substances to a minimum;
avoid or minimise releases of dangerous substances;
control releases of dangerous substances at source;
prevent the formation of a dangerous atmosphere;
ensure that any release of dangerous substances is collected, contained and removed to a safe
place (e.g. through ventilation);
e avoid ignition sources;
¢ avoid adverse conditions (extreme temperatures) that could lead to danger;
e keep incompatible substances apart.
These control measures should be consistent with the risk assessment and appropriate to the nature
of the activity or operation.

Mitigation

In addition to control measures, the 2002 Regulations require employers to put mitigation measures in
place. These measures should be consistent with the risk assessment and appropriate to the nature of
the activity or operation and include:

reducing the number of employees exposed to the risk;

providing plant that is explosion resistant;

providing explosion suppression or explosion relief equipment;

taking measures to control or minimise the spread of fires or explosions;
providing suitable personal protective equipment.

Preparing emergency plans and procedures

Arrangements must be made to deal with emergencies. These plans and procedures should cover
first aid facilities, safety drills and suitable communication and warning systems and should be in
proportion to the risks.
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Providing information, instruction and training for employees

Employees must be provided with relevant information, instructions and training. This includes:

The dangerous substances present in the workplace and the risks they present;

The findings of the risk assessment and the control measures put in place as a result
(including their purpose and how to follow and use them);

Emergency procedures.

Information, instruction and training need only be provided to other people (non-employees)
where it is required to ensure their safety. It should be in proportion to the level and type of risk.
The contents of containers etc. must be identifiable to alert employees and others to the
presence of dangerous substances.

References
These notes are for guidance only and are based on our interpretation of the following legislation:-

The Petroleum (Consolidation) Regulations 2014

The Dangerous Substances and Explosive Atmospheres Regulations 2002

The carriage of Dangerous Goods and Use of Transportable Pressure Equipment Regulations
2009 and the Health & Safety Executive’s guidance on the Petroleum (Consolidation)
Regulations 2014.

These notes contain public sector information published by the Health and Safety Executive and
licensed under the Open Government License.

Contacts

If you have any concerns about the storage of petrol then you should consult your local Petrol
Enforcement Authority.

For advice on the carriage of fuel contact the Department for Transport at www.dft.gsi.gov.uk or
dangerousgoods@dft.gsi.gov.uk

For advice on the application of the Dangerous Substances and Explosive Atmospheres Regulations
2002 contact the Health & Safety Executive at www.hse.gov.uk or advice@hse.gsi.gov.uk

Alternatively, please contact the RYA Legal Department by telephone on 08445569519 or by email at
legal@rya.org.uk
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Appendix F

Safety Briefing Checklist
On the day of the activity before going afloat the instructor in charge will provide a safety
briefing — this will cover the following salient points:

Identification of all persons going afloat

Aims and plan for the session

Weather

Tide times

Area of operation

Safety boat cover

Personal safety — ie. importance of staying together, and of
responsible behaviour including listening to instructions.

Use of craft (as appropriate):

ie. Paddling — safe use of paddles, manual handling of kayaks/
canoes/ paddleboards. Sailing — manual handling of boats, rigging,
capsize procedures.

Emergency routines — including communication methods such as use
of whistles and hand signals as appropriate.

Safety equipment required — VHF radio, first aid kit, including a knife,
ladder, fire extinguisher.

Local hazards — ie. Slipway, dredger.

Other activities in and around the local area — ie. commercial craft,
hire craft, racing, rowing, canoe club, swimming.
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