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1 INTRODUCTION

Background to the Association

The British Activity Holiday Association was

setting good standards of practice within the industry, in the absence of any specific legislation.
Representatives from established activity holiday companies formed a steering committee,
chaired by the Sports Council, and spent several months drafting a Code of Practice and
Constitution. The English Tourist Board invited activity operators to two open meetings after
which the Association waslaunc hed. An inspection scheme
in 1989 and an independent Secretariat was established in 1991. During 1993 the Association
completed a revision of its Code of Practice and inspection scheme, giving due regard to the
documents produced by the United Kingdom Activity Centre Advisory Committee, the Wales
Tourist Board and the EC Directive for the UK Travel Industry. Further revisions have taken
place since to accommodate the Adventure Activities Licensing Regulations 1996 (Activity
Centres Act) which require certain activities for children to be accredited by specialist inspectors
of the HSE. Most recently BAHA has played an active role in establishing core health and
safety criteria for the inspection of activity provision outside the scope of Licensing. BAHA is
also seeking approval to inspect member centres for accreditation for the Learning Outside the
Classroom Quality Badge. This document is a culmination of all these inputs.

The Member sé Document

This document introduces the British Activity Holiday Association and a framework which
enables its members to maintain high standards of service and safety provision for activity
courses and holidays concerned with education, training and recreation.

The first section is the Code of Practice published by the ACAC in April 1994, to which BAHA
members are required to comply. Please note that the ACAC Accreditation Scheme and Activity
Guidelines have been partially replaced by the Adventure Activities Licensing Regulations. For
BAHA members this is complemented by the BAHA Inspection Scheme.

The second section covers some additional items of good practice, which we have retained
from previous versions of the BAHA Code and which now form an integral part of the current
BAHA Code of Practice. The third section explains the BAHA Inspection Scheme, including the

of

option to acquire the Adventuremark stamp of

checklist. The fourth section provides details of the Learning Outside the Classroom Quality
Badge and the additional checklist for this. All members are required to make their centre
inspection results available to the public on request. Finally, the Appendices contain guidelines
for the specific activities, along with other helpful information and advice.

The Status of this Document
Every member is expected to work within the framework of this Code of Practice. Non-

for

app

compliance will jeopardise a memberds accreditat,

The Code of Practice in no way attempts to assume a legal status and members must also
ensure that they comply in every detail with the Law. Members should also be aware of their
responsibilities to the British Activity Holiday Association and should not say or do anything that
may bring the Association into disrepute.

iMWWW.baha.org.uk
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On-going Development of the BAHA Code of Practice

This BAHA Code of Practice is an on-going development which is subject to regular revision
and improvements. Members are invited to contribute to this development process by
submitting their proposals to the committee. As part of this development process, it is accepted
that for recently introduced criteria which are highlighted in blue with (*NEW 2010), members
will require a transitional period for implementation. Typically this would be one operating
season.

BAHA Quality Assurance

The British Activity Holiday Association was formed by a number of responsible activity centre
operators in 1986, with the express intent
that otherwise had no specific controlling regulations. Since that time, successive committees
of elected members have developed a Code Of Practice, Activity Guidelines and an Inspection
Scheme.

The BAHA Members6Manual lays down standards for:

e Accommodation

¢ Activity equipment

¢ Activity guidelines

e Customer Care

¢ Environmental responsibility

e Fire Precautions

e First Aid

¢ Health and Safety

e Insurance

e Learning Support

¢ Recruitment, staffing and management
o Staff induction / training / assessment
e Transport

Members are required to carry out risk assessment of their centre/activities, in keeping with the
Management of Health and Safety at Work Regulations 1992. The Manual gives guidance on
how to carry out these assessments, leading to local activity operating procedures that cover
the risks identified.

BAHA inspections are carried out against local operating procedures but minimum standards
are also set for the most common activities and members are expected to match or exceed
these. They are consistent with NGB guidelines where these are relevant to the activity at the
level undertaken. The results of the latest inspection must be held on file at each centre and be
available for scrutiny by potential customers on request.

iMWWW.baha.org.uk
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BAHA offers members three different types of accreditation, depending on their
operation/market/requirements.

Daycamps

Members offering non-residential daycamps in an activity setting | ((Daycamps logo to be
can apply for BAHA membership and submit to a BAHA inspection | jnserted here)))

of their safety management systems and 25% of their sites, to
check that they are complying with the standards laid down in the
Code of Practice. Providers who meet the required standards will
receive BAHA DAYCAMP Accreditation. See Page 125 for details.

Adventuremark

Centres providing residential accommodation and/or a programme

of adventurous activities outside the scope of Adventure Activities | (((Adventuremark logo to
Licensing Regulations (see APPENDIX 7 for list covered) will be | be inserted here)))
inspected every other year, with a paper self-assessment checked
by our inspectors in the interim. BAHA has applied for approval to
recommend members for the industry Adventuremark award on
successful completion of this BAHA health and safety inspection.

Providers whose activities fall within the scope of the Adventure Activities Licensing Regulations
must of course apply for licences as required by legislation. No separate BAHA inspection will
be required as long as the AALA Licence remains in force, but a paper self-assessment must be
checked by BAHA inspectors in the interim year of a 2 year licence.

LOtC Quality Badge

Centres working with school and statutory youth groups may also
wish to be assessed against the Learning Outside the Classroom | ((LOtC logo to  be
Quality Criteria. Subject to confirmation, BAHA inspectors will be | inserted here)))

able to carry out additional checks during their inspection visits to
ensure that members are complying with the LOtC Quality
Indicators that confirm the level of provision and learning support
required. AALA licensed centres can book supplementary LOtC
inspections with BAHA to check compliance with the same criteria.
Members can then be recommended for the LOtC Quality Badge.

See Page 131 for detalils.

In summary BAHA membership is an indication to schools, parents and other customers that
the centre/operator is taking its responsibilities seriously and should have a safe operation,
providing value for money and an enjoyable experience.

iMWWW.baha.org.uk
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2 Outdoor Adventure Activity Providers Code of Practice
(ACAC)

OUTDOOR
ADVENTURE ACTIVITY
PROVIDERS

CODE OF PRACTICE

This Code of Practice was drawn up by the United Kingdom Activity
Centre Advisory Committee, a group which included representatives
of the major professional, trade and statutory bodies with an interest
in the UK outdoor activity industry. See Appendix | for a full list of
member organisations.

(Original ACAC report from 28 April 1994)

iMWWW.baha.org.uk
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1. Customer Care

Providers must be clear about the aims and objectives of their activity programmes and ensure
that these are clearly communicated to, or agreed in advance with, potential participants.
All activities undertaken must be appropriate to those aims and objectives.

Providers must describe fairly and accurately the amenities and facilities available and the
nature of the activity programme offered.

Providers must indicate clearly that in the interests of safety it may, on occasion, be
unavoidable to cancel or modify advertised activities, due to adverse weather conditions or
unavailability of staff.

Where there are pre-entry requirements for participants in particular activities, the provider must
ensure that these are clearly stated and agreed to.

Providers must inform groups of individuals, prior to their arrival. If any special rules apply and
of any special clothing, equipment or bedding which must be brought by the participants on
commencing their visit.

Providers must make clear to all prospective participants details of charges and any additional
costs clearly stating whether VAT is included or not. Acknowledgement of bookings,
detailing costs, must be in writing.

Providers must deal promptly and courteously with all enquiries, requests, reservations,
correspondence and complaints from participants.

2. Activity Management and Staffing

2.1 Providers must maintain written operating procedures for each activity programme they
offer. Operating procedures must be appropriate to the site or range of sites used and the
level at which activities are undertaken. Operating procedures must define the
competencies, qualifications, and/or experience required of staff undertaking different
levels of responsibility within the programme.

2.2 Providers must maintain a policy for the recruitment, training, assessment and
management of staff. This policy must ensure that all staff with direct involvement in the
supervision of participants possess appropriate personal qualities and communication
skills, and are assigned to duties within their proven competence as defined by the
providerés operating procedures.

A full list of staff with qualifications and responsibilities must be available for inspection by
the public.

Providers must take all reasonable steps to check for relevant criminal history of all staff.

2.3 Providers must ensure that the chain of responsibility for the management of each activity
programme is clearly defined and that there is in place a well understood system of
reporting and accountability which must be set out in writing or in diagrammatic form. Staff
identified as having any level of management responsibility for a particular programme
must possess the competencies, qualifications and/or experience required for the
di scharge of this responsibility, as defi

24 Providersodé6 operating procedures must be
where these have been established, and with National Governing Body Guidelines, where
these are relevant to the safe conduct ofithe activity at the level undertaken.

9
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2.5

2.6

2.7

2.8

3.1

3.2

3.3

3.4

Staff competencies should be confirmed by the possession of NGB qualifications, where
appropriate. Any in-house assessments of staff competence in activities within the remit of
a recognised NGB must be monitored by persons appropriately qualified with the NGB to
undertake this role.

Providers must undertake to instil in their staff an ethos which is conducive to safety. In
particular staff must display sensitivity to the needs and abilities of all participants.
Activities must be conducted with flexibility and discretion taking account of variables such
as weather conditions and the physical or metal state of the participants. All staff have a
duty to convey to management suggestions which would contribute to the safe operation of
activity sessions. Providers must ensure that staff recognise this duty, and that procedures
for conveying, recording and responding to suggestions are maintained.

Providers must maintain written accident and emergency procedures, including written
procedures for contacting next of kin. On-site written records must be kept available at all
times containing details of emergency telephone numbers and addresses of participants.
All staff must be practised and competent in accident/emergency procedures.
Providers must maintain and review on a
book or appropriate recording system. These must specify any illness/injuries incurred and
the measures taken to avoid recurrences.

Providers must ensure that, whilst in their care, all groups of participants are accompanied
by, or have ready access to, at least one responsible person with a current nationally
recognised First Aid qualification. Where groups are unaccompanied in the field, at least
one member of each group must be trained in emergency procedures and carry
appropriate equipment.

Participantsé Welfare

At all times during their visit, responsibility for the supervision and welfare of participants
under 18 years of age must be clearly defined by the operator and agreed in advance with
the party leader or parent.

When permanent sleeping accommodation is provided for under 18s, appropriate and
responsible adults must be resident on site during any period when it is utilised.

Providers must enquire whether potential participants have any special needs (e.g. dietary
or medical treatment) or particular physical or psychological conditions (e.g. learning
difficulties) and ensure that all such information is clearly communicated to all relevant
staff, especially those leading activities.

Providers must have regard to the potential psychological as well as the physical effects
upon participants in adventure activity programmes and take appropriate measures to
safeguard their emotional as well as their physical welfare.

Facilities

All vehicles used by the provider for transporting participants must be in roadworthy condition

and their use must meet the requirements of the law. They must be kept in reasonable
interior condition appropriate to the activity being carried out.

www.baha.org.uk
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Management must ensure that sufficient equipment is used in all activities and that it is safe,
appropriate, correctly sized and fit for the purpose intended. Where applicable, equipment
must meet the appropriate UIAA, BSI, BMIF, CEN or other relevant nationally accepted
safety standards.

Equipment use and condition must be subjected to frequent check and the results recorded in
an equipment log. Equipment must be checked to ensure that it is safe prior to use.

All accommodation and buildings, fixtures, furnishings, fittings and decorations are required to
be maintained in sound, clean condition and to be fit for the purpose intended. (Details of
specific requirements for permanent, residential centres are detailed in Appendix ).

5. Environmental Concerns

5.1 Those who benefit from outdoor activities should contribute to the conservation and
enhancement of the countryside. Providers must therefore uphold the principle of
Asust aiseadblod U he environment and convey to par
which contribute to this principle.

5.2 Providers must pay due regard to the effect their activities may have on local communities
and ensure the least possible adverse impact upon them.

5.3 Providers organising activities at popular locations must show due consideration to the
needs of other users.

6. General Conditions

6.1 All providers are required to fulfil their statutory obligations i examples of such obligations
are listed in Appendix Ill.

6.2 Providers must have public liability, product and third party insurance cover or recognised,
adequate alternative provision. Details and copies of current certificates must be available
for inspection upon request.

6.3 Whenever an accredited provider buys in, or otherwise obtains, services or facilities from
another establishment or individual, all such sub-contractors must comply with the Code of
Practice if the providerds accreditation is to

6.4 Subsequent to accreditation, any changes in ownership and management which alter the
practice of the provider must be notified in writing to the inspectorate who will have
absolute discretion in determining whether accreditation will lapse pending the outcome of
a new application.
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APPENDIX |

e ACAC MEMBER ORGANISATIONS

e English Tourist Board

e Scottish Tourist Board

e Wales Tourist Board

¢ Northern Ireland Tourist Board

e Cumbria Tourist Board

e The Sports Council

e Sports Council for Wales

e The Scottish Sports Council

¢ The Sports Council for Northern Ireland

¢ The Central Council for Physical Recreation.

¢ Association of Heads of Outdoor Education Centres.
e Outdoor Education Advisors Panel

¢ National Association for Outdoor Education

e The Council for Outdoor Education, Training and Recreation
¢ Field Studies Council

e Outward Bound Trust

¢ The Scout Association

e The Cumbria Association of Residential Providers

¢ The Derbyshire Association of Residential Educators
e The Southern Council for Outdoor Education (Previously SHARE)
e The South West Association of Residential Providers
¢ British Activity Holiday Association

e Scottish Activity Holiday Association

e Youth Hostels Association

e The Rank Organisation

e PGL Young Adventure Ltd

e Bear Sports Outdoor Centres

e Adventure and Computer Holidays

e West Mercia Insurance Services
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OBSERVERS

The Royal Society for the Prevention of Accidents
Health and Safety Executive

Institute of Environmental Health Officers
Department of National heritage

Department of Education

The consumer Association

APPENDIX Il

ACCOMMODATION STANDARDS FOR PERMANENT RESIDENTIAL CENTRES

It is recognised that not all establishments will provide residential accommodation and that on
many occasions activities will include periods of residence in outdoor areas, mountain huts,
bunk-houses, under canvas, bivouacs etc. However, where permanent accommodation is
provided at a centre, or where providers use other organisations/establishments on a sub-
contract basis to provide residential accommodation, it must meet the following guidelines:

a)

b)

d)

e)

f)

a)

h)

)

There should be adequate provision for the storage of clothes, rucksacks and other
outdoor equipment.

There should be one washbasin (with H & C) with mirror for every 10 participants in
close proximity to sleeping areas.

Centres must be adequately heated.

Sleeping areas to have at least one external window providing adequate
ventilation.

All bedroom and bathroom windows to have opaque blinds or curtains or
equivalent.

Sleeping areas must be adequately lit.
The centre must make provision for luggage storage.

A Separate room shall be available for the storage of special clothing and
equipment. Provision must also be made for the drying of clothes.

There should be adequate provision/arrangements for safekeeping of valuables.

There should be adequate provision/arrangements for sick/infirm participants
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k)

There should be one bath or shower (with H & C) for every 15 people and one WC
for every 10 people in close proximity to sleeping areas.

There must be a | east 300 between <each
circulation space to allow for easy access to all facilities in the room.

NB: Northern Ireland: Centres offering accommodation to visitors must conform with new
Northern Ireland accommodation legislation. For further information please contact the Northern
Ireland Tourist Board.

APPENDIX 11l

Whilst the list below is not intended to be exhaustive, centres providers will be expected to
demonstrate compliance with the following areas of legislation where appropriate.

Planning Permission

Fire Certification Fire Offices Recommendations

Food Safety Hygiene

The Children Act 1989

Road Transport

EC Travel Package Directive

The 1964 and 1970 Riding Establishments Acts

And the following Health and Safety legislation:-

Health and Safety at Work Act 1974

The Management of Health and Safety at Work Regulations 1992

The Health and Safety (First Aid) Regulations 1981

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985

The Electricity at Work Regulations 1989

The Health and Safety Information to Employees 1989

The Workplace (Health, Safety and Welfare) Regulations 1992

www.baha.org.uk
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The Provision and Use of Work Equipment Regulations 1992
The Personal Protective Equipment at Work Regulations 1992

Northern Ireland: For information on the relevant Northern Ireland legislation please contact the
Sports Council for Northern Ireland or the Northern Ireland Tourist Board.

For more details on the Code of Practice, Activity Guidelines or Accreditation Scheme, contact
any of the ACAC member organisations listed in Appendix I.
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3 BAHA ADDITIONS TO ACAC CODE OF PRACTICE

Staffing Guidelines

1. The overall staffing level of programmes should reflect current good practice and legislation
in The Children Act 1989 and any subsequent amendments. Any staff/participant ratio
promises should relate to contact staff and should not therefore include any maintenance,
domestic, catering and administrative staff who are not directly involved with participants
for the majority of each day.

2. For unaccompanied children or participants on holiday, i.e. not as part of a pre-organised
group with accompanying adults, , there may be a requirement or option for providers to
sign up on one of two registers:

The Early Years Register for children aged up to 5 years (until the 31 August following
their fifth birthday). Providers must register unless they are looking after children of this
age for less than 4 hours per day.

The Childcare Register has two parts: one compulsory and one voluntary. Providers
looking after children aged from 6 years of age (i.e. from 01 September following their fifth
birthday) up until 8 are normally required to register but, depending on their programme,
BAHA members may be exempt. However, even exempt members catering for children
from six to fourteen years can apply to join the register on a voluntary basis. They must
t hen me et pufated requitements {see www.ofsted.gov.uk/deliveringservices/
commoncore/) and can accept childcare vouchers in payment once successfully
registered.

3. Itis essential that members have evidence of the competence of Senior Employees, either
via internal employment records or verification following interview. External applicants
should be interviewed where possible. Evidence must be available that at least two
references have been taken up for all on-site staff.

4. All Employees must declare criminal offences which are not covered by the 1974
Rehabilitation of Offenders Act (eg. on their employment application form).

5. All UK staff in contact with children, or resident on site, should have their criminal history
checked at enhanced | evel with the O6Criminal R
to work with children.  Further details are available from the CRB at http://www.crb.gov.uk.

Wherever possible, similar checks should be carried out on non-UK staff. Some countries

i ssue a 6l etter of good conductd that i ndi cat
instantly available, BAHA has advised members how to register for List 99 checks that can

be made immediately by computer. List 99 indicates persons who have been barred from

future work with children by the DfES, Department of Health or are on the Protection of

Children Act (POCA) list. Staff should be treated as on probation and monitored by seniors

until CRB clearance is received.

6. Itis essential that there is someone aged 21 years or over in the management team who is
on call on site. It is essential that activity sessions are led by a group instructor who is aged
18 years or over and it is preferable that all instructors are aged 18 years or over. In

www.baha.org.uk
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exceptional cases, though, 16 or 17 years olds can be employed as assistant instructors,
provided they hold the full relevant NGB award and have been assessed as sufficiently
mature and competent for the role by the centre manager.

7. There must be at least one residential member of staff or supervising adult (e.g. party
leader) of the same sex as participants sleeping in the close proximity of those participants.

Induction/Training/Competence

1. AlISstaff must take part in an o6l nduction Process
Training Standards for Centre Staff (see Appendix 2). Members must provide BAHA
inspectors with full details of their induction, training and monitoring processes.

2.  Members must maintain a written record of the induction, training and monitoring of each
member of staff. These records should be available on site, and in cases where staff are
redeployed to other sites the records should be transferred at the same time as the staff
member.

3. This BAHA Code of Practice incorporates the principles used by the Adventure Activities
Licensing Authority (AALA) in determining staff competence. It also comments on the
rigour requi r e dhoused traimng riSee Ampéndixi 3nfor a more detailed
explanation).

Toilet Provision at Non Residential Sites
(See Appendix Il of ACAC Code of Practice for Residential Standards)

1. Itis essential that there is at least one WC for twenty guests of each sex or a better ratio if
it is a requirement of the Local Authority. There should be hand washing facilities adjacent
to the toilets.

2. ltis preferred that there is at least one WC for every fifteen guests of each sex.

Toilet & Shower Provision at Campsites
1. It is essential that there is at least one WC per 20 guests, with adjacent hand-washing
facilities.

2. ltis essential that there is at least one shower per 25 guests.

Windows
Windows above groundfloor level, should be fitted with locks, stays or barrier to prevent children
falling out.

Fire Prevention
Under the Regulatory Reform (Fire Safety) Order 2005, the responsible person is required to:

e Carry out or nominate someone to carry out a fire risk assessment, identifying the risks
and hazards in any premises.
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e Consider who may be especially at risk

e Eliminate or reduce the risk from fire as far as is reasonably practical and provide
general fire precautions to deal with any residual risk.

e Take additional measures to ensure fire safety where flammable or explosive materials
are used or stored.

e Create a plan to deal with any emergency and document your findings
¢ Review the findings as necessary

e Online Compliance Self Assessment
https://www.fire.gov.uk/workplace+safety/RROpageForForm.htm

e Carry out full fire drills or explanatory walk-throughs with each group at the earliest
opportunity.

Catering
BAHA promotes safe food handling and principles. Members can find further information at
www.food.gov.uk/foodindustry/regulation/hygleg/hyglegresources/sfbb/

Where there is no evidence of a visit by an Environmental Health Officer or similar check on the
kitchen in the last 24 months, the inspector will sample three of the following areas:

¢ Training Records

¢ Cleaning Schedules

¢ Temperature Checks on food

¢ Risk Assessments

o Delivery Records (Temperature controlled)

e Pest Control Procedures

Water Hygiene Management (*NEW 2010)
Members must provide evidence of compliance with;

Legionnaires disease. The control of legionella bacteria in water systems. Approved code of
Practice and Guidance L8 (second edition)

Members must:
¢ Identify and assess sources of risk
e Prepare a scheme (or course of action) for preventing or controlling the risk
e Implement and manage the schemeiappoi nting a &éresponsi bl e

o Keep records and check what has been done is effective

www.baha.org.uk

pe


https://www.fire.gov.uk/workplace+safety/RROpageForForm.htm
http://www.food.gov.uk/foodindustry/regulation/hygleg/hyglegresources/sfbb/

BAHA Code of Practice 2010 Page updated April 2010 Page 20 of 144

Activity Equipment

There must be a secure store for all archery and air rifle/pistol equipment and any other
potential hazardous items. Such equipment must be kept in the store at all times when it is not
supervised by a member of staff.

Centre Vehicles/Local Transport

1. All vehicles used by Members for transporting participants on public highways must be in
roadworthy condition and meet the requirements of the law. They must be taxed and
insured, have a current MOT certificate, service record and maintenance log book. All other
vehicles must be safe, fully maintained and fit for the purpose intended. Drivers must have
valid licences for the vehicle category they are driving.

2. Vehicles should carry a fire extinguisher and correctly stocked first aid Kkit.

3.  Where vehicles have more than 8 but fewer than 18 seats, including the driver, it is a legal
requirement that a Passenger Carrying Vehicle (PCV) Operator's Licence is held if the
vehicle is being used "for hire or reward". For schools and charitable organisations, the
requirement is for a Small Bus Permit.

4. The HSE recommends that where participants are being transported by vehicle, a
particular risk assessment should be conducted. This should take account of participant
supervision when, in particular, only one supervising adult is present as the driver of the
vehicle. For guidance, several organisations will provide driver training, eg. Social
Services, Local Authority Education Departments.

First Aid
1. Itis essential that site staff have full knowledge of how to contact the local doctor/hospital
in an emergency.

2. At all times providers must ensure that all staff and guests have immediate access to
adequate and appropriate first-aid equipment, facilities and people. The level of provision
will be determined by a risk assessment, which will consider as a minimum the location,
environment, age of participants and activities being undertaken. (*NEW 2010)

3. As part of the Early Years Foundation Stage (EYFS), there is a requirement for early years
settings who care for 0 to 5 year olds to have a first aider who has completed a specific
course in paediatric first aid available at all times. The EYFS specifies the topics that
should be covered on the course and a minimum duration of 12 hours. (*NEW 2010)

4.  There must be a correctly stocked First Aid Box on-site and with any group going off site,
containing a checklist of contents appropriate to the activities concerned and replacement
procedure for items used (see Appendix 4 for HSE recommended contents). This is
guidance only and the providers risk assessment should identify additional equipment).
(*NEW 2010)

5. It is recommended that there is a First Aid Treatment Area with running mains water of

suitable quality. It is essential that there are also First Aid facilities available at every off-
site location and on vehicles, again appropriate to the activities taking place.
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6. Comprehensive accident and incident records must be kept (see 3.9 below for further
guidance).

7. Appropriate procedures must be in place to ensure that all accident and incident reports
made at the centre are reviewed by the centre management and that that appropriate
action is taken.

8. The administering of any drugs (prescribed or otherwise) or creams, lotions etc. must only
be undertaken with the written consent of the participant or their next of kin/guardians if
under 18 and be undertaken by a designated member of staff and written records kept.

Special Medical Needs

1. The DCSF and DoH specify that there should be clear policies and procedures for
supporting participants with special medical needs. In some cases individual procedures
may be necessary and arrangements for additional support, if available, must be clarified.

2. For detailed guidance, the HSE recommends that the following Circular should be
consulted: "Supporting Pupils with Medical Needs: A Good Practice Guide". However,
some relevant points are outlined below.

3. The Medicines Act 1968 restricts the administration of medical products, but subject to
members being in "loco parentis" and providing a duty of care, there is no legal obligation
to administer or supervise the administering of medicine. This is a voluntary role.

4. Any drugs and other medication brought on to centre should be kept in secure storage.
Relevant staff should be trained in safety procedures for storage, handling and disposal.

5. It is likely that some medication must be readily available in an emergency and not be
locked away. Relevant staff and the participant should know where this medication is kept.

6. See Appendix 5 for an example of a Medical/Contact form for guests.

Insurance
It is essential that there is written evidence available for inspection that a member has Public
and Employersd Liabil ity FIVEMIUIOA POBGNDSE and that the f

premium is paid.

Health & Safety
1. The HSE recommends the use of its publication "Essentials of Health & Safety at Work"
(ISBN 0-7176-0176-X) as the basis for a health and safety assessment.

2. ltis alegal requirement of the Health & Safety at Work Act 1974 (Section2 (3)) that there is
a written Company and Centre Safety Policy Statement for each site, with respect to the
organisation and the arrangements for the time of enforcement to ensure safety. When

drafting a safety policy the HSE recommends that it:

a) states the organisation's general policy on health safety;
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b) describes the organisation and arrangements for carrying out the policy; and that
the organisation:

c) brings the policy to the notice of all employees;

d) revises the policy whenever appropriate, bringing each revision to their employees'
attention.

3. The HSE has produced specific guidance for preparing a safety policy statement:
iour heal tsdfety golicdy statement” HSE 1990 ISBN 0717604241
"Writing a safety policy statement advice for employers" leaflet HSC6

4. The Health & Safety (Information for Employees) Regulations 1989 require members to
either display the poster entitled "Health & Safety Law, what you should know" (ISBN 0-11-
701424) or provide each employee with a leaflet of the same title (ISBN 0-716-0818-2).

5. Itis a legal requirement for all employers to make an assessment of any risks to workers
and any others who may be affected by their undertaking. For employers with five or more
employees records must be kept of significant findings. Note that this applies to every
aspect of members' operations, not just activities.

6. For every activity provided at their sites, members must make a risk assessment. From this
riskassessment , membersé | ocal operating procedu
They must meet the requirements of the Adventure Activities Licensing Regulations 1996,
if in scope, or comply with or exceed the minimum BAHA activity guidelines (see Appendix
7 of this manual).

7. Members should also conduct a risk assessment for informal activities that may take place,
for example evening activities or day time filler activities between scheduled sessions. A
particular example mentioned by the HSE is "organised water fights".

8. If building or similar work is taking place on site when guests are present, risks must be
assessed and appropriate control measures implemented.

9. See Appendix 1 for information on conducting a risk assessment, but for particular
guidance members should consult the HSE publication "Adventure activities centres: five
steps to risk assessment" ISBN 0-7176-2463-3.

10. Members should give due regard to the security of guests on the sites they use and must
clearly explain arrangements where sites are shared with the public.

11. An Accident and Incident log book system must be maintained. The Accident Log should
show the following information: date, time, name of person injured or ill, general description
of injuryl/iliness, description of treatment (if administered), name of person evaluating or
treating. The Incident log should show the following information: date, time, description of
near miss, action taken to prevent a recurrence, name of person making log entry.
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12.

13.

14.

15.

16.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (1995)
(RIDDOR) requires members to report accidents and ill health to their local authority's
environmental health department or direct to the Incident Contact Centre (see details at
15). Records of such incidence must be kept for three years after occurrence.

Summary of Reportable Injuries

Reporting by the quickest possible means (ie telephone) followed up by full report on the

appropriate forms within 10 days:

o Death or major injury (definitions on the HSE RIDDOR web site) to an employee

o Death or hospital visit by a non-employee

Reporting within 10 days:

¢ A three day injury (ie an injury that prevent an employee from working or carrying out
their full range of duties for more than 3 days)

Summary of Reportable Diseases

If a doctor informs you that your employee suffers from a reportable work-related disease

then you must report it to the enforcing authority. Reportable diseases include:

¢ Certain poisonings

e Some skin diseases

¢ Lung diseases

¢ Infections such as leptospirosis, hepatitis, tuberculosis, anthrax, legionellosis and tetanus

e Other conditions such as occupational cancer, certain musculoskeletal disorders,
decompression illness and hand-arm vibration syndrome.

Summary of reportable dangerous occurrences

If something happens that does not result in a reportable injury, but which clearly could
have done, then it may be a dangerous occurrence that should be reported immediately by
telephone or the web site.

Methods of reporting

The HSE has put in place a facility to report RIDDOR-reportable incidents to a single point,
the Incident Contact Centre (ICC) based at Caerphilly. Reports can be sent by post, fax, e-
mail, Internet and telephone as follows:

By post:  The Incident Contact Centre, Caerphilly Business Park, Caerphilly CF83 3GG
By fax (charged at local call rate): 0845 300 9923

By e-mail: riddor@natbrit.com
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17.

There is also an option to provide Internet reports via www.riddor.gov.uk or alternatively by
a link via the HSE website: www.hse.gov.uk.

Reports can also be made by telephone using the Incident Contact Centre telephone
service on 0845 300 9923, available from Monday to Friday from 8.30 am to 5.00 pm and
charged at local call rate. If preferred, reports can be provided direct to the appropriate
enforcing authority, ie the local HSE office or local authority (by telephone and then on
forms F2508 or F2508A).

RIDDOR leaflet available from the HSE website at http://www.hse.gov.uk/pubns/hse31.pdf

BAHA requires members to submit a summary of RIDDOR reportable and potential
reportable cases to the Secretary on an annual basis on renewal of membership.

The summary should include the following details for each case:

Name: (Guest/Staff/Visitor/
Contractor)

Scale: (Potentially dangerous/
3 day/Major/Death)

Type: (Dislocation/Electric shock/
Fracture/Amputation/
Sight loss)

Location/Activity: (Canoeing/Climbing/
Accommodation/Free time)

Details of Additional Relevant Legislation

To supplement the legislation listed in the ACAC Code of Practice Appendix lll, the following
additional notes are included for memberso
this list is not exhaustive and they are entirely responsible for being fully conversant with all
relevant legislation that affects them.

1.

The Package Travel, Package Holidays and Package Tours Regulations 1992

(SI 1992/3288) was amended in 1998, but still places specific requirements on companies
who provide a package of at least any two of the generic tourism components, comprising:
Transport, Accommodation, Attractions, other Services. (e.g. activities)

In general terms the requirements are to be:
a) financially bonded to protect customers;
b) fully insured, including cover for suppliers/sub-contractors;

c) giving full and accurate information on prices relating to products and services
provided.

www.baha.org.uk
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For further information, a question and answe
Package Travel R e g udinadt fiom the 6IMSO aon frorh ¢he web site:
http://www.dti.gov.uk/CACP/ca/package/whatis.htm

2. The Trades Descriptions Act 1968 makes a clear statement that it is an offence to:
a) apply a false trade description to any good (or service);
b) supply or offer to supply goods (services) to which a false description is applied;

c) make false statements about the provision of any services, accommodation or
facilities.

http://www.dti.gov.uk/access/trade/index.htm

3. The Consumer Protection Act 1987 considers the liability of persons for damage caused
by defective products. The themes relevant to BAHA members are those of Product
Liability, Consumer Safety and Misleading Price Indications. The Implication of the Act for
member s is that t hey mu st d argsotheg tcustantess arfild u e  d |
consumers. For guide to the Act, see the web site: http://www.hmso.gov.uk/access/
consumer/product.html 11

4. The Children Act 1989 All those involved with the provision of care for children must be
alert to the possibility of abuse by other children, visitors and members of staff. There must
be clear written procedures on how suspected abuse is dealt with.

5. The Public Interest Disclosure Act 1998i s al so referred to as the

This Act enables the protected disclosure to relevant authorities, by an employee, of
information relating to a criminal offence, legal obligation or health and safety failure.
Protected disclosure means that the employee has the legal right not to suffer as a result of
such a disclosure. If the employee does face any subsequent sanction, the employer is
held liable wunder this act (ISBN 0-105-43298-X). http://www.hmso.gov.uk/acts/
acts1998/19980023.htm

6. The Working Time Regulations 1998 provide for a limit on average weekly working time
of 48 hours, unless individuals choose to work longer. For tourism the average is taken
over 26 weeks. Provisions also concern rest periods and annual leave, amongst others.
For further details contact 0845 6000 925 or http://www.dti.gov.uk - look under
"Employment Relations".

7. The National Minimum Wage Act 1998 details the minimum rates at which staff should
be paid according to age and training status. It also details the circumstances in which an
accommodation offset can be made. For further details contact 0845 6000 678 or
http://www.dti.gov.uk - look under "National Minimum Wage".

8. The Adventure Activities (Young Persons' Safety) Act 1995 may affect members if they
are providing activities that are "in scope" of the legislation. See Appendix 8 for definitions
of these activities as guidance, but members are responsible for ensuring they understand
and comply with this legislation.
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9. The Disability Discrimination Act 1995. The first stages of the Act came into force in
1996 when it became illegal for employers and service providers to discriminate against
disabled people. From October 1999, service providers became legally obliged to make
fireasonable adjustmentsd to enable disabl ed o
October 2004, service providers are required to make reasonable adjustments to their
buildings and grounds to make sure that disabled people can use them.

10. Work at Height (Adventure) Regulations 2007 require members to follow the good
practice detailed in this Code of Practice for all off-ground activities in order to meet the
minimum standards required.

11. Safeguarding Vulnerable Groups (SVG) Act 2006. From October 2009 new
arrangements will be introduced requiring people working with children to be checked and
registered as fit to do so. The Criminal Records Bureau will carry out the checks and the
Independent Safeguarding Authority will decide when an individual is barred from the
register.

Legal Pro Formas
For information about a standardised book of legal pro formas for employers, covering issues
such as employment law and personnel management, see http://www.lawpack.co.uk.

Centre Inspections
1. BAHA Members are required to submit their centres and procedures to independent
inspection as detailed below, in order to retain their membership of the Association.

2. The type of inspection required depends upon the category of membership and the
accreditation sought. Please see details that follow.

3. Daycamp Member

The member provides a programme of sports, games and activities on a non-residential
basis only and, at any single site, offers no more than two of the activities from the list of
Adventurous Activities below.

Daycamp members cannot be recommended for Adventuremark or the LOtC Quality
Badge.

The Head Office will be inspected annually, along with 25% of the sites operating in the

current season. Site inspection will be based on the new Daycamp checklist. Some of the
inspections will be unannounced spot-c h e c k s . Failure at one sit
accreditation on hold pending resolution.

4. Adventure Activity Centre/Residential Centre Member
The member provides:

e overnight accommodation for guests at one or more of its sites and/or
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e at one or more of its sites, a programme including three or more activities from the list
of Adventurous Activities shown below.

A member in this category can be recommended for Adventuremark and/or the LOtC
Quality Badge following accreditation by BAHA.

5. UK Adventure Activity Residential Centres (Not AALA Licensed)

A single centre member with no activities in scope of AALA Licensing must submit to
inspection every two years and complete and submit a self-assessment form for checking
in the interim year.

A multi-centre member must submit 50% of its centres for inspection per year. Some of

the inspections will be unannounced spot-checks. It may also be necessary to inspect the

Head Office of multi-centre operators. The remaining 50% of centres must complete and

submit a self-as sessment form for checking. Failur e
accreditation on hold pending resolution.

Members can choose to have the standard BAHA inspection (suitable for Adventuremark)
or the extended LOtC inspection, which includes the standard BAHA checklist and the
additional LOtC checks (suitable for the LOtC Quality Badge).

6. AALA Licensed Centres

Members requiring a licence at any site/centre because of the activities offered must of
course comply with the regulations. See further details at www.aals.org.uk

Members also seeking the LOtC Quality Badge, through BAHA, must submit to a BAHA
inspection every two years and complete a paper self-assessment for checking in the
interim year.

7. Overseas Adventure Activity Centres

The same policies apply to overseas centres as to UK centres, apart from AALA Licensing,
which is only UK Law. Inspections are more expensive because of the exchange rate, and
the greater travelling distances for inspectors.

8. Certification

BAHA issues Daycamp or BAHA certificates to members as appropriate free of charge.
BAHA-accredited Adventure Activity Centres can register for Adventuremark and/or the
LOtC Quality Badge on presentation of their BAHA centre accreditation certificate and
payment of the required fee per site/centre per year to AAIAC.

9. Adventurous Activities (see list on next page)

Please note: This list is not exhaustive and it is subject to alteration at the request of the
Adventure Activities Industry Advisory Committee.
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Abseiling

Archery

Artificial Wall Climbing

Bell-boating

Canoeing

Caving

Coasteering

Dog Sledging

Dragon Boating

Ghyll Scrambling

Gorge Walking

High Ropes
Courses

Hill Walking

Horse Riding

Ice Climbing

Improvised Rafting

Kayaking

Kite Flying

Low Ropes Courses

Mine Exploration

Quad Biking

Mountaineering
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Mountain Biking

Mountain Boarding

Orienteering

Pony Trekking

Pot-Holing

Powered Safety/ Rescue Craft

Rock Climbing

Rowing

Sailboarding

Sailing

Sand Yachting

Sea Level Traversing

Surfing

Sledging

Snorkel and Aqualung Activities

Snowsports

Wave Skiing

Wild Camping

White-water Rafting

Windsurfing

Yachting (Coastal and Off-Shore)

Zip Wires

www.baha.org.uk



BAHA Code of Practice 2010 Page 29 of 144

4 BAHA INSPECTION SCHEMES

Introduction

1.

BAHA members voluntarily accept and agree to abide by the BAHA Code of Practice and
relevant inspection scheme. The inspection verifies that members are adhering to the
BAHA Code of Practice and inspection scheme on the day it takes place.

The Association is concerned to ensure that its inspection scheme is independent and
objective. Inspectors are appointed by the executive committee and must declare all
business interests, so that any conflicts can be identified. Members have no choice of
inspector, provided there has been no prejudicial link between them in the previous five
years.

The criteria designated on the inspection check-lists must be complied with by members,
wherever such criteria are relevant and applicable to their site and/or type of operation.

It is acknowledged that Inspectors need to make judgements and interpretations during
inspections, however when these are necessary the basis of the judgement will be noted
on the inspection form and highlighted to the BAHA secretary, who will report the
judgments made to the executive committee and other inspectors.

Any new inspectors will undertake an induction briefing and joint inspection before they are
allowed to inspect on their own.

Contact details for inspectors will be made available to other inspectors to enable
discussion of issues raised during inspections and agree common interpretations which will
be shared with the BAHA secretary and executive for confirmation.

Preparation for Inspection

1.

IMPORTANT Members are required to carry out their own self-assessments, using the
BAHA Inspection Checklist form, prior to a BAHA inspection. This must then be available
for discussion with the inspector. Members who fail to produce a completed self-
assessment will incur an additional fee of £50 + VAT.

It is the Members' responsibility to provide copies of all relevant documentation required by
the inspection scheme for scrutiny at the time of inspection. If some documentation is not
available on site, this may lead to a requirement for a head office inspection at additional

cost. The inspection wil!/ be deemed fApendingo

Members should clarify with their centre staff before inspection whether the inspector
needs to be referred to head office for some documentation.
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Requirements for All Activities

1.

Members must demonstrate that their operation is based on local operating procedures,
resulting from risk assessmenté

AND

e Show conformance to Adventure Activity Licensing Authority (AALA)/National
Governing Body (NGB) guidelines where they exist at an appropriate level,

OR

o Where appropriate AALA/NGB guidelines do not exist, show that BAHA activity criteria
are being followed as a minimum standard;

OR

¢ If neither AALA/NGB nor BAHA guidelines are available, members must show that their
local operating procedures are prepared as a result of appropriate technical advice and
risk assessment procedures and are being adhered to and are adequate for the activity
provided.

For adventure activities, operating procedures should identify contingency plans when the
normal operation of the activity is not possible. Additionally the operating procedures
should identify the conditions (weather etc) at which the activities will be suspended, and
not resumed without the specific authority of the centre manager/chief instructor subject to
the judgment of the chief instructor.

The role of the chief instructor is recognized as being critical to the safe operations of all
activities. All members must have a chief instructor for each activity identified (with the
appropriate competence demonstrated by qualifications and/or experience as identified in
the guidelines in appendix 8) and this person should generally be on site during normal
activity periods. The chief instructor should provide support to activity leaders where
appropriate, and constantly review the operating procedures meet with current best
practice for the activity.

Wher e member s us e an out si de sub contractor

responsibility to ensure that all activities are carried out in line with the BAHA guidelines,
and ensure that copies of appropriate licenses/accreditation are obtained. Otherwise
members must check that staff qualifications, training, operating procedures, risk
assessments, safety policies etc comply with BAHA standards.

Members must provide the following evidence for their Technical Advisors where
appropriate to the role they undertake: (*NEW 2010)

a. NGB Qualifications or Statement of Competence
b. ISA/CRB where the Technical advisor has access to guests

c. Public Liability Cover
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NGB Accreditation
Where a site is NGB approved/accredited, written evidence of this status must be produced for
inspection.

Cost of Inspection

1. Inspections are charged per site and Members will be advised of the costs at the beginning
of each operating season. A site is defined as
holidays or courses by a BAHA member . 6

2. An additional charge may be made for inspecting separate accommodation unless on the
same or adjoining site.

Length of Inspection

A full inspection will last a minimum of three hours: spot-check inspections may be for any
duration. During a full inspection three activities will be observed by the inspector wherever
possible. The activities to be inspected will be selected by the inspector from those being
undertaken at the time of inspection, based on the following criteria:

a) Greater emphasis wild/l be placed on activiti
b) A range of activity types will be observed where possible.

c) Generally the activities observed will be different from the previous inspection (an
exception to this will be where a particular issue has been highlighted on a
previous inspection or specific requests are made by the BAHA secretary).

d) Activities observed will generally be led by a variety of staff.

e) Activities that have been inspected recently as part of either an AALA or NGB
inspection will not normally be inspected as part of a BAHA inspection.

Periods of Notice
Notice of full inspections will be given at least seven working days in advance: spot-check
inspections can take place with no prior warning.

Advice of Positive Inspection Result
1. Inspectors must clearly indicate both verbally and in writing to the person in charge of the
centre or site in question what the result of the inspection is.

2.  Where it is considered appropriate by the inspector, verbal advice can also be given to the
centre at the end of the inspection for possible future improvements, acknowledging any
commercial sensitivities of information, procedures and systems observed from inspections
at other members centres.

www.baha.org.uk



BAHA Code of Practice 2010 Page 32 of 144

Implications of Negative Inspection Result

1. Inspectors must clearly indicate both verbally and in writing to the person in charge of the
centre or site in question where there has been non-compliance and the action they are
taking. A full written report will be sent to the member asap but not more than fourteen
days after the inspection.

2. In the case of shortfalls due to paperwork being at head office rather than on centre, the
inspector will inform the Secretary which documents are missing so that these can be
checked at t he me ththisinvohees an extralinspettibni, icwell be charged
for at normal rates. Until such compliance is evidenced t he audi t wi | | be de

3. Inthe case of minor faults, the matter will initially be left for the inspector to resolve with the
member. Written advice of deficiencies will be sent to the member with a timescale for
suggested improvements. IThe Inspector will send a copy of this to the BAHA Secretary.

Inspection result wildl be deemed to be O6pending
have been resolved. If a re-inspection is necessary, it will be charged at normal rates. If
faultsaren6t corrected, the Secretary wild/l advise ttf

the case and propose appropriate action to the Committee.

4. In cases where there are serious faults, the inspector will contact the BAHA Secretary
immediately (within 24 hours) who will advise the Executive Officers. They will risk assess
the situation; deci de wh aefdiredro rt hoef aii n eplédgt iaonnd |
course of action to the Committee for approval; and advise the member.

5. If the inspector judges an activity or facility to be unsafe, he can request that the activity or
facility is removed from use immediately and must report his findings to the Secretary
immediately, who will seek urgent advice from the Executive Officers on the next course of
acton.The centre wil!/ be deemed to have fAFail edbo

6. All actions proposed by the Executive Officers, following an inspection failure, will require
approval by the majority of the elected Committee.

Appeals Procedure

1. Written appeals will be considered by an Appeals Committee of the Association, providing
that they are received no later than 30 days after the written advice of the Inspection result
has been dispatched by the Association. The Appeals Committee may request a
reinspection by specified persons.

2. Failure to comply with recommendations may lead to termination of membership in
accordance with the rules of the Association.

Publicising Inspection Results
All members are required to make a copy of the inspection result available to the public on request.

BAHA disclaimer
1. The BAHA does not warrant, guarantee or insure that compliance with these standards will
prevent any or all injury or |l oss that may be
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of facilities, equipment, or other items or activities that are the subject of these standards;
nor does the BAHA assume any responsibility or liability for any such injury or loss.

2. The BAHA expressly disclaims any responsibility, liability or duty to members, members personnel
and to members customers and their families, or any such liability arising out of injury or loss
to any person by the failure of members or members personnel to adhere to these standards.

3. Members join BAHA on a voluntary basis and, in doing so, accept to be bound by the
Rules of the Association and the terms and conditions of the Code of Practice, as well as
by the interpretation and enforcement decisions of the elected committee of the
Association.
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APPENDIX 1 GENERAL GUIDELINES FOR CONDUCTING
RISK ASSESSMENT

Legal Requirements
Members should be aware that The Management of Health & Safety At Work Regulations
(1992), effective from 01 January 1992, (Updated in 1999) state:

"Every employer shall make a suitable and sufficient assessment of:

a) The risks to the health and safety of his employees to which they are exposed
whilst they are at work; and

b) The risks to the health and safety of persons not in his employment arising out of
or in connection with the conduct by him of his undertaking.

A...this requir es -employed penspns toyassess theariskd to svarkers
and any others who may be affected by their undertaking. Employers with five or more
employees must also record the significant findings of that assessment.”

For a free guidance leaflet, see "5 Steps to Risk Assessment", obtainable from HSE
www.hse.gov.uk.

Risk Assessment Specific to Adventure Activities Centres

In addition to the general guidelines for risk assessment, the Adventure Activities Industry

Advisory Committee has produced specific guidelines for adventure activities centres for the

HSC. Members must use these guidelines for all activities they provide for young people, for
initial ri sk assessment and subsequent |l ocal opE
centres:fiveste ps to ri sk assesHAme463-3) HSE | SBN 0

Risks and Hazards Defined by AAIAC Guidelines
“Hazard” means anything that can cause harm (eg. Extreme cold, electricity in wet areas, falling
from height, etc.).

“Risk” is the chance, high or low, that someone will be harmed by the hazard.

The key issues are whether a hazard is significant and whether satisfactory precautions have
been taken to minimise the risk from the hazard.

BAHA Requirements

Documented evidence of risk assessment must be available for inspection along with
associated local operating procedures. Each activity should be assessed separately. In addition,
hazards existing between activities (eg. transport) and outside of adventure activities (eg.
breaks, mealtimes and other non-adventure activity times) should also be considered.
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An Example of a Quantitative Method for Risk Assessment
Note: This is only one way of taking a quantitative approach to risk assessment.

Risk could be further explained as follows:

Risk = Severity of a hazard x Likelihood of occurrence

Severity could be measured on a 5-point scale:

1. No hazard: needs no written record.

2. Slight: could cause minor injury requiring first aid but no work interruption.
3.  Moderate: could cause injury and more than three days work interruption.
4. High: could cause major injury or death.

5. Very high: could cause multiple death and widespread destruction.
Likelihood could be measured on another 5-point scale:

1. Not likely: accident or illness under freak conditions.

2. Possible: accident or illness if other factors present e.g. cracked window, frayed electric
cable, but probability is low.

3. Quite possible: other significant factors cause accident, in addition to existing factor e.qg. if
a car engine is left running, the other significant factors would be hand brake left off and
car parked on an incline.

4. Likely: natural causes or carelessness could cause accident e.g. wind or puddle of oil on a
walkway.

5. Very likely: accident is almost certain to happen if no preventative measure is taken e.g.
broken ladder rung, exposed electrical wire.

Multiplying Hazard x Likelihood gives a number between 1 and 25. The risk assessor then has
a relative scale of risks on which to base any protective or preventive measures to reduce that
risk value as close to 1 as possible (no hazard, unlikely to happen).
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APPENDIX 2 BAHA - INTRODUCTORY TRAINING
STANDARDS FOR CENTRE STAFF

Contents
1. General Induction Standards

2. Organisation of Non-Activity Time

3. Basic Customer Care

4. Organising activity sessions

5. Health Emergencies - Identification & Response

6. Hospitality & Support Roles

General Induction Standards

LEARNING OUTCOMES ASSESSMENT CRITERIA
The Learner should be able to: The Learner has achieved this outcome because
s/he can:

Understand the structure of the | 1.1 Explain the company background, its ethics
organisation, its Procedures, rules and operations within the industry
and conditions of employment for
centre staff

12 ldentify the key poin
and Ot hersbd

1.3 Recognise the general accident procedure
and know how to summon first aid

1.4 Explain the serious accident procedure

15 1 dentify the relevant
and Safety at Wo r k A
general policy regarding Health and Safety
procedures

1.6 Explain the fire precautions and procedures
on centre

1.7 Outline contractual terms and conditions of
employment and the rules of the centre

1.8 Explain the relevant aspects of COSHH
training

1.9 Explain the relevant aspects of Manual
Handling
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LEARNING OUTCOMES

ASSESSMENT CRITERIA

The Learner should be able to:

The Learner has achieved this outcome because
s/he can:

1. Perform organising techniques and
skills effectively for a residential
activity centre that complies with
necessary Health and Safety
procedures and Generic Induction
Standards for working with children

11

Demonstrate and explain during the staff
review process the various skills necessary to
be proficient at organisation during non-
activity time.

1.2

Demonstrate the appropriate skills and
procedures to support children and young
people who are being introduced and inducted
into the centre/site on arrival and dealing with
their departure at the end of their stay.

1.3

Demonstrate the appropriate skills and
procedures to support children and young
people during the organisation of their day
(including night and morning) covering any
communal and non communal areas.

14

Demonstrate the appropriate skills and
procedures to support children and young
people in organising time filler games/events
(sport & recreational) outside of activity
sessions.

1.5 Demonstrate the appropriate skills and
procedures to support children and young
people in contributing to the Health & Safety
of any settings. (i.e. including organising and
running off site events/excursions).

1.6 Demonstrate the appropriate skills and
procedures that support the protection of
children and young people from abuse and
bullying.

1.7 Demonstrate the appropriate skills and
procedures that contribute to establishing
positive relationships when working with
children & young people.

1.8 Demonstrate the appropriate skills and

procedures in working as part of a team
including relationships with adults both
internally & externally.
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LEARNING OUTCOMES

ASSESSMENT CRITERIA

The Learner should be able to:

The Learner has achieved this outcome because
s/he can:

1. Understand and demonstrate the
basic principles of customer care
within an activity centre context for
young people

1.1 Demonstrate and explain what is meant by
customer service

1.2 Demonstrate and explain how expectations
and needs can differ between a range of

users e.g. education, recreation etc.

1.3 Demonstrate and explain the role that
individual staff play in ensuring the delivery of

excellent customer service

1.4 Explain the importance of customer service

measurement

Organising Activity Sessions

LEARNING OUTCOMES

ASSESSMENT CRITERIA

The Learner should be able to:

The Learner has achieved this outcome because
s/he can:

1. Prepare appropriately for the session

1.1 Explain and demonstrate the need for
relevant information and resources to be
prepared for the session, dependent on aims
and objectives required by customer

Describe and demonstrate how to meet
guests and make introductions

2.1 Explain and demonstrate how to meet guests
correctly and why you should be appropriately

prepared

Introduce guests to activities and

supervise guests participation

3.1 Explain and demonstrate why guests should

be correctly introduced to activities

3.2 Explain and demonstrate why guests should

be instructed to a o6b

3.3 Explain and demonstrate how and why

feedback is given to guests

3.4 Explain and demonstrate how and why guests
are monitored and supervised during the

session

3.5 Explain and demonstrate why there is the
need to monitor bases, equipment and
conditions and therefore make changes to the

session plan

3.6 incidents

mi s 4

Explain and demonstrate why
(including Onear
emergencies are correctly dealt with

Complete the session correctly dealing
with the people, equipment and
reporting logs

4.1 Explain and demonstrate how and why
guests, equipment and bases are correctly

dealt with at the end of the session

Explain and demonstrate how and why any reports,
queries or concerns regarding any aspect of
the session are logged in the correct manner

Demonstrate through self-reflection and analysis
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by line manager evaluation of own
performance within the criteria laid down
above

Health Emergencies i Identification and Response by First Aid Qualified

Staff

LEARNING OUTCOMES

ASSESSMENT CRITERIA

The Learner should be able to:

The Learner has achieved this outcome because
s/he can:

1. Act appropriately in emergency
situations

Identify situations which require emergency
services

Demonstrate by using competent first aid skills in
basic emergency situations, e.g. simple cuts,
grazes, bruises, shock

Demonstrate by using first aid skills to assist in
serious  emergencies untii  emergency
services arrive

Implement safety requirement effectively

Demonstrate by assisting injured people with clear
indication of safe procedures and own

limitations
Establish and service a fully equipped | 2.1 List basic first aid materials used in a first aid
first aid box box

2.2 Demonstrate by preparing a first aid box
appropriate for its location

2.3 Demonstrate your knowledge by maintaining
a first aid box replacing used stock out-of-date
and damaged articles

Hospitality and Support Roles

LEARNING OUTCOMES

ASSESSMENT CRITERIA

The Learner should be able to:

The learner has achieved this outcome because s/he
can:

1. Understand Health and Safety in
the Workplace

1.1 Demonstrate Health and Safety in the
workplace
COSHH
Manual Handling
Behaviour
Uniform and Appearance

Have appropriate Skills and Attitude
in relation to Working With Others

2.1 Demonstrate Teamwork
a) Working as planned
Variety of Tasks
Use Initiative

2.2 Demonstrate Customer Service Skills
a) In your daily routine
Dealing with issues
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Have the appropriate

Equipment

Skills and

Attitudes when using Company

3.1

Demonstrate use of equipment following
Company procedures

a) Use

Storage

Maintenance/cleaning

Understand Relevant
Tasks and Duties

Legislation,

4.1

Demonstrate continuous competence in Job
Role

a) Discuss job description

Complete job specific initial training

This unit applies to such roles as Maintenance, Site, Stores, Catering, Tuckshops, Reception,
Security & Driving and should be customised accordingly.
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APPENDIX 3 AALA PRINCIPLES FOR DETERMINING STAFF
COMPETENCE

The following principles are adopted by the BAHA Inspection Scheme :

1. Evidence of Instructor Competence

Evidence of instructor competence may be demonstrated by externally awarded qualifications,
in-house training, experience, or any combination of these. However, there may be other ways
and the Licensing Authority should accept the means chosen by the provider, as long as the
instructor competence is demonstrated.

In-house training

Where in-house training is the means of demonstrating instructor competence, the training
syllabus must be specified by, and assessed by, someone deemed qualified to fulfil these roles
by the NGB. The trainer and assessor should not normally be the same person.

Vocational Competences

The Licensing Authority will generally recognise National Vocational Qualifications where the
awarding body can demonstrate that the award is reliably and identifiably benchmarked to a
recognised NGB award. If more than one set of autonomous standards exist for the same
activity, the Licensing Authority will generally choose those of the NGB.

Additional Benchmarking (AAIAC)

For an activity where no NGB or other qualifications exist, or where the qualifications are
inappropriate for the level of activity undertaken, the AAIAC will produce information sheets on
industry best practice, which will act as benchmark standards.

Local Validation Schemes

The Licensing Authority will generally accept Local Validation Schemes which have been
approved by the relevant NGB. Where a Local Validation Scheme is not approved in this way
the provider will need to have the suitability of the scheme ratified by an appropriately
experienced and qualified technical advisor, or have staff individually ratified.

BAHA Addendum

In-house Training Rigour

Where there is no appropriate NGB or appropriate awar d f or Otaster sessio
environment, a copy of the membero6s risk assessr
training, assessment and ongoing monitoring, must be available for inspection. BAHA

inspectors must check the rigour of implementation.

www.baha.org.uk



BAHA Code of Practice 2010 Page 42 of 144

APPENDIX 4 HSE RECOMMENDED CONTENTS FOR FIRST
AID KITS

Note that this is a RECOMMENDATION, not a legal requirement.

1. Introduction

First Aid boxes should contain only the items that a first aider has been trained to use. They
should not contain medication of any kind. They should always be adequately stocked. First
aid kits may be provided for particular situations and should be stocked accordingly. An antidote
or special equipment needed to deal with a specific hazard may be kept near the hazard area or
in the first aid box.

Recommended Contents
All establishments will need at least one first aid box which should contain a sufficient quantity
of suitable first aid materials and nothing else.

Iltem First Aid Boxes Travelling First
Aid Kits

* Guidance leaflet First Aid at Work 1 1

Individually wrapped sterile adhesive dressings 20 6

(assorted sizes)

Sterile eye pads, with attachment 2

Individually wrapped triangular bandages 6 2

Safety pins 6 2

Medium sized individually wrapped sterile unmedicated 6

wound dressings (approx 10cm x 8cm)

Large individually wrapped sterile unmedicated wound 2 1

dressings (approx. 13cm x 9cm)

Extra large individually wrapped sterile unmedicated 3

wound dressings (approx 28cm x 17.5cm)

Individually wrapped moist cleaning wipes 6

(suggested minimum number)

* Available from HMSO: ISBN 0118839586

Where tap water is not readily available for eye irrigation sterile water or sterile normal saline in
sealed disposable containers should be provided. Each container should hold at least 300ml
and at least 900ml should be provided.

www.baha.org.uk




BAHA Code of Practice 2010 Page 43 of 144

APPENDIX 5 MEDICAL/CONTACT FORM FOR GUESTS

MEDICAL/CONTACT FORM (Example)

It is vital that this form is COMPLETED AND TAKEN TO THE CENTRE. Please hand in to
reception on arrival along with any medication and or dosage instructions. IMPORTANT Would
overseas guests please complete this form in English.

Name of Child Date of Birth SexM/F
Holiday Code Holiday Dates From : To:

Emergency Contact
Please give the name and address of next of kin, relative or guardian who can be easily
contacted with the minimum of delay in the event of an emergency while your child is away.

Name: Relationship to child:
Address Day Tel No
Evening Tel No

Medical Information

Family Doctors Name Address

Tel No (inc STD Code)

Please state whether your child is subject to any condition requiring regular treatment, or which
is likely to make medical treatment necessary whilst on holiday with PGL: Yes/No
Details

Will your child be bringing any medication to PGL that should be handed in at the sick bay?
Yes / No

Has your child been vaccinated against tetanus? Yes/No
Date of last injection: Date of Booster:

Does your child have any allergies?

Has your child suffered from wetting the bed in the last year? Yes/No

AUTHORISATION FOR MEDICAL TREATMENT

| agree to medical and dental treatment being given to my child if required, including the
administration of a general anaesthetic and to surgical operations in case of emergency, in
accordance with the recommendations of a qualified medical practitioner.

To be signed by next of kin

Printed Name
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APPENDIX 6 A SAMPLE INFECTION CONTROL POLICY

Universal Precautions
Cleaning up body fluids and spills

Body fluids, blood, faeces, vomit, saliva and nasal/leye discharges can obtain infectious
diseases such as HIV/AIDS, hepatitis B & C.

e Spills of any such body fluids should be cleaned up immediately, ensuring there is no
splashing into the eyes, nose or open cuts or sores.

¢ Disposable gloves MUST be worn

o Staff will cover any open wounds when dealing with such matters.

e Surface to be cleaned thoroughly and disinfected.

¢ Fluid contaminated material to be placed in a plastic bag sealed and disposed of.

e Separate mops are used for designated areas, mop heads are bleached daily, kept in
the mop cupboard and mop heads changed monthly.

¢ Blood spills are cleaned with a solution of 3% bleach.

Vulnerable children
Some children have a suppressed immune system due to medical conditions and may be more
susceptible to infectious diseases.

Those at higher risk include:

¢ Those being treated for leukemia/other cancers
¢ Those taking high doses of oral steroids
e Those with reduced immunity
They may be especially vulnerable to chicken pox or measles.
Parents/party leaders are asked to provide the nurse/center manger with medical information

about all guests prior to arrival. Any such cases will be discussed between all parties in
conjunction with the childbds own GP&6s recommendat

Specific Action

If any infectious disease is confirmed:
¢ A thorough cleaning and disinfecting will be performed of all areas of contact (WC etc.)
o Child/person will be isolated with an adult until arrangements can be made for transfer home
¢ Remaining children/staff monitored

o Staff off duty will also be expected to inform the CM/nurse of any symptoms
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Below is a list of some common infectious diseases and the actions to be taken should any of

these be suspected:

Rashes and Skin
Chicken Pox

Cold sores (Herpes simplex)

German Measles

Impetigo

Measles

Ringworm

Scabies

Warts and Verrucaes

Gastro-Intestinal lliness
Any child with diarrhea and vomiting:

Isolated with teacher, visit local GP, parents asked to
collect child as soon as possible

Advice on washing/drying to prevent spread

Most infectious before rash, refer to local GP & discuss
with party leader

Antibiotic treatment from local GP, advice on
washing/drying to prevent spread

Isolated with teacher, visit local GP, parents asked to
collect child as soon as possible

Refer to local GP

Refer to local GP, parents asked to collect Child

Verrucaes to be covered at all times

o Will be referred to the local GP

¢ Stool samples will be obtained on request

¢ Soiled linen etc will be disposed off as universal precautions

¢ Advice will be given on personal hygiene and precautions to prevent spreading

¢ Food samples will be kept by the catering manager

¢ Parents will be contacted and asked to collect the child

¢ Advice will be sought from the Consultant In Communicable Disease Control (CCDC

see Outbreaks)

Others
Head lice

Meningicoccal Meningitis

GP visit advised if lice have been seen

Immediate referral to local GP/hospital. Advice will be
obtained from CCDC re those in close contact
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Outbreaks
An fAoutbreako of
illness (includes staff)

Action

ALSO
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Not infectious through casual contact. Universal
precautions will minimize any risk

an infectious disease, ie two

contact the local Consultant In Communicable Disease
Control

contact local Environmental Health Officer

Collect as much information as possible including:

¢ how many people involved

e symptoms
o date fell ill

e menus at time off illness

¢ any contact with animals/excursions etc
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APPENDIX 7 ACTIVITY CRITERIA

Introduction

It is each member's responsibility to conduct risk assessments and implement appropriate local
activity operating procedur es (see Appendi x 1
responsibility to decide whether they need to apply for licences under the Activity Centres
(Young Personés Safety) Act 1995, You should acq
edition O6Guidance to the Licensing Authority on
199606 toadehidel p vy

Activity guidelines fall into three categories:
1. Thoseincluded in the Adventure Activities Licensing Regulations document L77 for:

a) Caving

b) Climbing
C) Trekking
on foot

on horse or pedal cycle
off-piste ski touring

d) Watersports
canoeing and kayaking
rafting
small boat sailing

windsurfing

These guidelines only apply at certain levels and in certain circumstances as detailed in
Appendix 8 below

2. BAHA guidelines for some of the above activities in other circumstances.
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3. BAHA guidelines for the following additional activities:

a) aeroball k) motorsports

b) air rifle shooting )] mountain biking

c) archery m)  night lines

d) caving n) off ground activities
e) excursions 0) orienteering

f) fencing p) plastic slope skiing
9) grass-skiing q) pony trekking/riding
h) (inflatable play structures r raft building

i) judo s) swimming

)] low ropes courses t) trampolining

The guidelines are not written to stand alone, and should be used in conjunction with current
BAHA codes of practice. Notably any member undertaking activities not considered here must
be able to demonstrate that any legal requirements are met and especially members must show
that their local operating procedures are prepared as a result of appropriate technical advice
and risk assessment procedures and are adequate for the activity provided.

4.  AALA Collective Interpretations for further activities/situations are available at
www.aals.org.uk. See more details on 112.
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Definitions of Activities fiin scopeo
The following information is taken verbatim from HSC document L77 2007 edition. It defines the
circumstances in which certain activities fall within the scope of the Activity Centres

(YoungPersonsd Safety) Act 1995.

Caving

15 Caving for the purposes of the licensing scheme covers most activities done underground in
natural caves or in mines, including variants described as potholing, cave diving and mine
exploration. It does not include visits to the parts of show caves or tourist mines which are open
to the public or to the parts of mines (underground excavations made for the purpose of getting
minerals) which are still being worked. It also excludes visits to natural caves or parts of caves
which give rise only to everyday hazards which would be obvious to and surmountable by
someone with no previous experience of the cave or special knowledge of hazards in caves. A
judgement on whether exploration can be carried out safely without the application of special
skills or techniques may have to be made by an expert in caving except in the most
straightforward of cases. A licence would always be needed if rock climbing or diving equipment
are required for safe access.

Climbing

16 Climbing for the purposes of the licensing scheme covers most activities involving movement
over difficult terrain which requires the use of hands as well as feet and where safety requires
either the use of the equipment or the skills and techniques of a rock or ice climber. As well as
rock or ice climbing it includes variants such as gorge walking, ghyli scrambling and sea level
traversing. A licence is not required for scrambling where injury would not occur if equipment or
special techniques to protect the individual from falling are not used and where other hazards
which might cause injury are everyday hazards which would be obvious to and surmountable by
someone with no previous experience of rock or ice climbing. Use of climbing walls, abseiling
towers and similar manmade structures designed for practicing climbing techniques are
excluded from licensing but this does not extend to other outdoor manmade structures such as
railway viaducts.

Trekking

17 Trekking for the purposes of the licensing scheme covers walking, pony trekking, mountain
biking or offpiste skiing in remote open country. Travelling in any place which is moorland (open
uncultivated land at any height above sea level) or on a mountain above 600 m and from which
it would take more than 30 minutes travelli
back to an accessible road or refuge is subject to licensing except for on-piste skiing. Journeys
by public transport or other mechanised means are not subject to licensing.

18 Woodland, forests and other cultivated land is excluded from the definition only where it is
less than 600 m above sea level. A road which does not have the width or surface to be used by
an ordinary road going ambulance would not be an accessible road. A refuge is a building
offering shelter for the party in an emergency and it must either be occupied or have some
means of summoning help. The distance which can be covered in the 30 minutes travelling time
will never be more than 2.5 km and will be less if there are uphill sections on the route back. It
must also be over a route which can be walked safely so must not have any unfordable rivers or
precipitous ground on it. Time of year and weather conditions may mean that a road is not an
accessible road or a seasonally open or occupied building is not a refuge at some times of the
year.
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The distance calculated by reference to travelling time is a standard one not dependent on
weather conditions or the capabilities of the party.

19 Within the remote areas described in the previous paragraph any activity which involves
journeying on foot, on horse (includes pony) or on pedal cycle or skiing off-piste is subject to
licensing. Skiing is defined as sliding over snow or ice on skis, skates, sledges or similar
equipment (e.g. snowboards or improvised sledges).

Watersports

20 Watersports for the purposes of the licensing scheme covers most activities involving
unpowered craft on certain specified waters. The specified waters include any place within the
territorial limits of Great Britain on the sea or any other tidal waters, including estuaries, the tidal
reaches of rivers, sea lochs and harbours. The term also includes any body of inland water in
which it is possible to be more than 50 m from the nearest perimeter bank; and any inland
waters where the surface is turbulent because of weirs, rapids, waterfalls or fast flowing
currents (white water). A licence is not needed for use of craft on inland lakes, lochs or other
bodies of placid water which are less than 100m wide throughout their length and where surface
turbulence is limited to the regular waves produced by wind action. If a lake or loch is greater
than 100m wide, use of craft on any part of that body of water would be subject to licensing; a
river or canal connected to it would be a separate body of water or location and would not be
subject to licensing unless there is white water there.

Any stretch of inland water which is categorised at Grade Il or above according to the
International Canoe Federation classification would be subject to licensing. Grade | waters
would normally be outside licensing, but unlicensed providers will not be able to use them when
they are turbulent at times of spate flow.

21 The craft subject to licensing, if used on specified waters, are canoes, kayaks or similar craft;
rafts (inflatable or improvised); sailing boats, windsurfers, sailing dinghies or other wind
propelled craft. A licence is not required for the use of rowing boats, powered or towed
inflatables or rafts, and the larger sailing vessels which go to sea and are subject to Merchant
Shipping Act certification.

For guidelines on technical competence of staff required, please see pages 22 - 28 of HSC
document L77, 2007 edition. The requirement for appropriate technical advice can also be met
by alternative guidance direct from the NGB.
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Additional BAHA Activity Guidelines
These are suggested to cover the requirements for activities taking place at different levels or in
different environments to those covered by the Regulations.

Canoeing and Kayaking

Page 51 of 144

Hazard Level | No. Group Assistant 1 Assistant 2 Technical
Instructor Expert
Very sheltered | 17 12 (max. 8 BCU Trainee Competent BCU Level 3
inland water boats) Level 2 Coach paddler* Coach
137 24 (max. BCU Trainee BCU Trainee Competent BCU Level 3
12 boats) Level 2 Coach Level 2 Coach paddler* Coach
Sheltered 171 12 (max. 8 BCU Level 2 BCU Level 2 Competent BCU Level 3
inland water boats) Coach Coach paddler* Coach
137 24 (max. BCU Level 2 BCU Trainee Competent BCU Level 3
12 boats) Coach Level 2 Coach paddler* Coach

NB: BAHA insists that there are always at least 2 instructors with each group on the water.

* ACompet ent
in the prevailing conditions. In cases of doubt, clarification should be sought from the BCU

RCO.

paddl er so

ACTIVITY CENTRE ADVISORY COMMITTEE
Criteria and Safety Guidelines for Canoeing and Kayaking

Safety Guidelines

Staff should be:-

ar e

al ways i

addi ti

¢ constantly aware of local and other potentially hazardous situations and avoid them:

e aware of students comfort level in warm and cold situations;

¢ made aware of the Principles of BCU teaching method for both adults and children;

o familiar with emergency procedures and have access to a means of communication
with the emergency services;

¢ aware of students swimming ability and water confidence;

e aware of basic on the water communication systems which is understandable by
students, e.g. recall in the event of a change in weather.

Equipment
Clothing

The provider must ensure that suitable protective clothing is available and used by all.

Personal Buoyancy
This must be worn by all the persons afloat and should conform to the national standards or

CEN.
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Canoeing in Swimming Pools
1. Where a BAHA member is using a swimming pool as part of a progressive/development
canoeing programme, then BCU qualifications are appropriate.

2. Where a member is using a swimming pool f
qualified lifeguard with additional training as specified by a BCU Level 3 Coach (UKCC
Level 2) should be sufficient. Members will need to provide details of training and evidence
to BAHA inspector.

Trekking - on foot

Hazard Level Group Instructor Assistant Technical Expert

Lowland BELA or inhouse BELA or inhouse ML Summer

Country Summer

trained & assessed

trained & assessed

Moorland/Mountain
Country Summer

ML, WGL or inhouse
assessed by MIA

BELA or inhouse
trained & assessed

MIA & Winter ML or
MIC

Where appropriate, members may wish to refer to or use local moorland accreditation schemes.
In cases of doubt on any aspect, members should seek clarification from their appointed
Technical Expert

ACTIVITY CENTRE ADVISORY COMMITTEE

Criteria and Safety Guidelines for Mountaineering

These are extracts from the National Guidelines of the United Kingdom Mountain Training
Board agreed on September 20th 1994. These extracts must not be used on their own and all
activity providers must refer to the full text. Further information can be gained from the UKMTB,
Capel Curig, Gwynedd, North Wales.

SAFETY POLICY AND OPERATIONAL GUIDANCE

Safety Policy

1. The provider (or individual in the case of a sole trader) should prepare a clear statement
outlining the safety policy to be utilised. This policy statement should be made available to
all user groups.

Such a statement should include:

a) the quality and qualification of the leader (minimum standard to be employed);

b) a clear statement on complaints procedures

c) the position regarding insurance cover of the provider, leader and participant.

Operational Guidance

1. The provider of service (or individual in the case of the sole trader) is responsible for the
provision of operational guidance which will be utilised by the leader employed. Such
operational guidance will be made available to the leaders, and such guidance should be
understood and accepted by them prior to their taking part in any instruction or activity.
Normally guidance of this nature will be for the benefit of the leader.
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2. In providing guidelines precise rules are not feasible since they may fail to cover every
important aspect. However, it is essential to provide clear statements of principle which
provide a degree of flexibility to meet the often varying conditions.

3. In providing operational guidelines the following considerations should be included:

a) the safety and welfare of the participant;

b) the issue and use of essential technical equipment and safety clothing for both the
leader and participant;

c) the planning and objective assessment regarding the leadership task;

d) the limitations (where appropriate) of the leader role;

e) a clear statement of the ratios between leader and patrticipants relative to the type
of activity and venue to be utilised.

Watersports

Hazard Level Group Instructor Assistant Technical Expert

Small boat sailing | RYA Dinghy Instructor | In-house assessed RYA Dinghy Senior

Small lakes and ponds Instructor

Windsurfing RYA Start Windsurfing | In-house assessed RYA Windsurfing or

Small lakes and ponds | Instructor Dinghy Senior

Instructor

ACTIVITY CENTRE ADVISORY COMMITTEE
Criteria and Safety Guidelines for Small Boat Sailing
Larger boats crew ratios should be appropriate to the craft in use with appropriate safety cover
as defined in the centre operation procedures.

Safety Guidelines
Staff should be:-

with

aware of

students,

aware of students 6

comf ort

student so

| evel in

made aware of the Principles of RYA teaching method;

s wdonfigence; g

war

abi

e.g. recall in the event of a change in weather.

constantly aware of local and other potentially hazardous situations and avoid them:

m and col

familiar with emergency procedures and have access to a means of communication
the emergency services;

l'ity and

aware of basic on the water communication systems which is understandable by
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Equipment
Clothing

The provider must ensure that suitable protective clothing is available and used by all.

Personal Buoyancy
This must be worn by all the persons afloat and should conform to the national standards or
CEN.

Safety Craft
This should be suited to local conditions and of a type and numbers appropriate to the
operation.

There should be a minimum of one safety boat to each group of boats: the safety boat should
be afloat at all times when sailing is taking place. Engines must be fitted with a Kill Cord.

Power craft should be manned by persons trained in their safe and correct use. Drivers should
hold a RYA Level 2 Powerboat award or equivalent and experienced in rescues from the craft
employed.

For information on the RYA Training and Coaching Scheme, please contact:

Royal Yachting Association

RYA House

Ensign Way

Hamble

Southampton

Hampshire

SO31 4YA

Tel 023 80604100 or local rate: 0845 345 0400
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ACTIVITY CENTRE ADVISORY COMMITTEE
Criteria and Safety Guidelines for Windsurfing

Staff Ratios
1: 6 boards

Safety Guidelines
Staff should be:-

¢ constantly aware of local and other potentially hazardous situations and avoid them:

e aware of studentsodé comfort | evel in warm and

¢ made aware of the Principles of RYA teaching method for both adults and children;

o familiar with emergency procedures and have access to a means of communication
with the emergency services;

e aware of studentsdéd swimming ability and

e aware of basic on the water communication systems which is understandable by
students, e.g. recall in the event of a change in weather.

Equipment
Clothing

The provider must ensure that suitable protective clothing is available and used by all.

Personal Buoyancy
This must be worn by all the persons afloat and should conform to the national standards or
CEN.

Safety Craft
This should be suited to local conditions and of a type and numbers appropriate to the
operation.

There should be a minimum of one safety boat to each group of boats: the safety boat should
be afloat at all times when sailing is taking place. Engines must be fitted with a Kill Cord.

Power craft should be manned by persons trained in their safe and correct use. Drivers should
hold a RYA Level 2 Powerboat award or equivalent.

For information on the RYA Training and Coaching Scheme, please contact:

Royal Yachting Association

RYA House

Ensign Way

Hamble

Southampton

Hampshire

SO31 4YA

Tel 023 80604100 or local rate: 0845 345 0400
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BAHA Activity Criteria 1 Other Activities

Aeroball
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications

1. For providers of introductory sessions on activity centres, the activity can take place under
the overall direction of someone who has undergone in house training in line with
manufacturerés instructions. Thi s cpmaintenanoe
and safety checks and show junior leadership skills,

2. For all staff, evidence of detailed in-house training and assessment and/or documented
experience must be provided.

Ratios
Staff/participants ratio 1:4

Equipment
1. All equipment must be checked prior to the session and must be in a serviceable condition

appropriate for use. A maintenance log must be kept of all Aeroball structures; any
damaged equipment must be labelled and kept separate from other equipment.

2. Trampoline beds, all springs and side netting must be in place and undamaged.

3. All external frame structure must be secure with all bolts and screws in place.

4. Soft foam balls: 1 between 2 if on individual trampoline beds, 1 between 4 if on a single
trampoline bed No Basketballs, footballs etc.

Sample Session Structure
The aim of the session is to introduce novices to the sport of Aeroball in a safe and enjoyable
manner.

1. A warm up must be carried out prior to each game as well as at the very start of the
activity.

2. Participants must be given a safety brief prior to entering the Aeroball with particular
reference to:
e Entering/exit procedure
¢ The importance of remaining in each individual sectioned area
e How to stop bouncing safely (feet apart, knees bent)
e Keeping clear of springs

3. Participants must be advised that they must never go under the Aeroball bed.
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Participants must not be allowed to bounce until everyone is in their individual section. On
entering, they must be instructed to remain seated in their section until told to stand. When
the game is over they must stop safely before sitting down.

Participants must be advised of a signal/word, which will be used to stop a game in
progress.

Extra vigilance is required whilst participants are entering/exiting the Aeroball.

Games should be restricted to a maximum of three minutes.

Continuous monitoring of each game is essential.

Safety Guidelines/Special Restrictions

Facilities

1. The Floor should be flat, level and strong.

2. It must be possible to secure the Aeroball when not in use.
3. Light from windows/outside must not dazzle participants.

Clothing/Equipment

1. Socks

2. Loose fitting sports clothing (with long trousers and long sleeves)

3. Long Hair tied back

General

1. If on an Aeroball structure with one large trampoline bed then the Instructors must be
aware of the dangers involved if participants are of greatly differing size or weight. In these
circumstances they must not allow the activity to take place.

2. A maximum of one participant is permitted per section.

3. If any participant suffers an injury during a game, the game must be stopped immediately
and normal incident procedures followed.

4. The instructor must ensure they adequately supervise non-participants as well as those
taking part in the session.

5. Area around Aeroball must be clear and well lit.

6. Parti ci pdigah inférmatiom enust be checked to identify any neck, ankle, back or
other medical condition that might preclude a guest from taking part.

7. A waiting area must be provided for the

instructor at all times.
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Air Rifle Shooting
THIS IS NOT A STAND ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications
1. The activity should take place under the overall direction of someone holding the National
Smallbore Rifle Association's Tutor's Diploma .

2. Session Leader s mu st hol d t he NSRA Tutor o6s
competent by an experienced ClI with the NSRA

Ratios
At the shooting line a maximum of 6 participants to 1 instructor.

Equipment
1. Airrifles/pistols should be in good working order and receive regular maintenance.

2. Selected to suit type of participant e.g. Meteor Cadet .177 or Apache for smaller children.

Sample Session Structure
The aim is to introduce participants to air rifle shooting, on the premise that they will have had
little or no contact with firearms of any description before.

1. Range Safety Rules must be explained before all else.

2. Group to be introduced to the rifle they will be using and its mechanics explained.

3. Demonstration must be made of the rifle barrel positions: closed, broken, cocked, fully
cocked.

4. Demonstration must be made of correct stance and position of rifle.

5. Dominant eye should be explained.

6. Group to hold rifles and practice sighting.

7. Participants to load and fire one shot. Rifles then to be broken and placed down. Group to
view the target.

8. Group to fire at further and varying targets.

9. There should be at least 1 rifle to 3 participants.

Safety Guidelines/Special Restrictions

Range - Indoor

1. Entrance should not be between firing line and targets unless it can be locked during
sessions.
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2. Target stands should be angled forward to ensure minimum ricochet and be capable of
stopping and retaining a .177 pellet.

3. The range should be at least 6 yards long.

4. All windows must be protected with material capable of stopping a .177 pellet at short
range.

5. Lighting should be even and directed towards the target area.

Range - Outdoor
1. Access should be restricted to only those participating in the activity.

2. A safe area for "overshoot" both above and sideways e.g. a natural back stop such as a
high bank or bales of straw plus plenty of space with good vision.

3. Possible need for a red flag or appropriate warning signs when shooting is in progress.

Range - General
1. Waiting line must be clearly defined

2. Firing line must be clearly defined

3. Height of target should not normally exceed 1.4 metres measured from floor to centre of
target, but can be lower, depending on size of participants and whether the firing position is
prone, sitting or standing.

4. When shooting is in progress the range must be under the jurisdiction of the range officer,
who must be an adult over 21 years.

5. There must be something on which to place rifles when they are not in use e.g. during
instruction, between rounds, etc.

Rifle Storage

There should be a secure area where the rifles are stored when not in use. This should either
be a locked cupboard or store within a secure area, or the rifles should be secured with a chain
passing through the trigger guard.

General
1. Safety guidelines should be in writing and on display in an indoor range.

2. All rifles must be treated as loaded at all times, no matter how certain anyone is that they
are unloaded.

3. Norifle must be pointed at any person or animals under any circumstances.

4. On completion of shooting his/her shots, every shooter must break the barrel and lay the
rifle down in front of them with the barrel pointing towards the target.
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5. No person may adjust or interfere with any rifle unless they have had the approval of the
person deemed responsible by the operating management.

6. No person may enter the area between the firing points and the targets unless all rifles
have been broken and laid down and the Range Officer has given his/her approval.

7. The instructor must never leave a group unsupervised. The instructor must know what
procedure to follow in the event of an emergency.

Archery
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications
1. The person on site in overall charge of the activity should hold the GNAS Club Leader
Award.

2. Session Leaders must hold the GNAS Club Leader Award or have been assessed as
competent by an experienced CI with the GNAS Club Leader Award.

Ratios
At the range a maximum of 12 participants to 1 instructor.

Equipment
Bows

1. The bow should be in good working order and properly strung. The size and weight should
be suitable for the participants.

2. There should be at least 1 bow for 3 participants.

Arrows

1. The length of the arrows should be adequate to ensure that the participants cannot
overdraw. While some organisations would measure the arrow for each participant, it is
possible to use all standard 30" arrows safely.

2. There should be at least 3 arrows per bow.

Arrow Rests
If the bows become worn, it may be necessary to add arrow rests to the bows. These are left
and right-handed and, therefore, should be the appropriate ones for the participants.

Quivers
These are useful for holding arrows but are not essential.
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Braces and Finger Tabs
1. Braces or long sleeves are essential to protect the bow arm.

2. Finger tabs for the drawing hand are optional.

Target Stand
These should be in good condition and should be anchored if they are the non-permanent "A"
frame type to ensure that they don't blow over or get pushed over.

Bosses
These should be secured firmly to the target stand to ensure that they do not come off
accidentally.

Target Faces
These should be in reasonable condition.

Sample Session Structure
The aim is to introduce novices to archery in a safe and enjoyable way.

Method
1. Range Safety Rules must be explained before all else.

2. The "shooting line" must be demonstrated, stressing the importance of keeping behind it.

3. The "waiting line" must be demonstrated, stressing the importance of keeping behind it
when not shooting.

4. Left-handed archers should be placed on the right-hand end of the line to avoid shooting
back to back.

5. The correct stance with feet astride the line and toes in line with the target must be
demonstrated.

6. It must be demonstrated how to grip the bow, ensuring that pupils are made aware of the
dangers of holding the trip too tight.

7. It must be demonstrated how to load the arrow, holding the bow horizontally and ensuring
that the cock feather is pointing upwards and the arrow is square on the string.

8. It must be demonstrated how to aim and fire.

9. The finger position on the string must be shown and the fact that the arrow nock should not
be gripped explained.

10. The danger of using the index finger on the bow hand for keeping the arrow in the rest
should be explained.
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11. Range discipline must be constantly reinforced and safety procedures are to be followed to
the letter. Any participants who do not abide by the Instructor's rules must be asked to
leave the shooting area.

Safety Guidelines/Special Restrictions
Range
1. Each range should have its targets no more than 2 metres apart.

2. There should be at least 50 metres overshoot and 20 metres at either side of the targets.
Where this is restricted, an arrow net should be used to prevent overshoot.

3. The shooting line should be about 10 metres from the target (although this may be
adjusted for the different age groups).

4. The waiting line should be at least 2 metres behind the shooting line.

5. The range should be marked out clearly - especially the waiting and shooting lines - if there
are no permanent features there.

6. When archery is in progress, there should be adequate signs displayed around the range
perimeter, warning of potential danger from discharged arrows.

Firing
1. A bow must not be drawn or loaded anywhere except on the firing line.

2. Aloaded bow must only be pointed at the target.

3.  No-one is allowed to go to collect their arrows until told to do so by the Instructor in charge.
4. Arrows should only be shot at the target and never shot into the air.

5. Running on the archery range is forbidden - especially whilst carrying arrows.

6. Participants must not throw or swing arrows around when carrying them.

7. No-one is allowed into the safety zone to the side or back of the targets during a session,
except with the permission of the instructor in charge.

8. Participants should be instructed never to stand in front of the boss when withdrawing
arrows. They should stand to the side and ensure that no-one is standing too close behind.
Only one person should withdraw arrows on each side at any one time.

9. The instructor must know what procedure to follow in the event of an emergency.
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Caving

Page 63 of 144

THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications

1. CICT1 Cave Instructor Certificate

2. LCMLAT Local Cave and Mine Leaders Award

Hazard level Group instructor/ Leader Technical Adviser
Cave/mine  systems  with | CIC holder (or SINVQ Level | CIC holder (or S/INVQ Level
pitches over 18 m 4) 4)

Cave/mine  systems  with | As above, or LCMLA Level 2 | As above

pitches less than 18 m (or SINVQ Level 3)

Cave/mine system without | As above, or LCMLA Level 1 | As above

pitches (or SINVQ Level 2)

Show cave/tourist mines - | As above, depending on level | As above
adventure trips beyond public | of activity

areas with made-up by lit

paths

Artificial Caving Systems Assessed as competent As above

By the providers named
Technical expert or
Appropriately qualified Person
acting on their behalf.

3. The providers must have all caving routes assessed for

qualified person (Technical Adviser).

suitability by an appropriately

4. The session leader must have been assessed as competent by a suitably qualified person.

5.  Where assistants are used in addition to the session leader, their competence and role

must be clearly defined.

e Training - Providers should ensure that Instructors are equipped with the skills
necessary to deal with any reasonably foreseeable and relevant occurrences during the
activity. This should include at least some practical incident and accident scenarios and
responses, including evacuating individuals and the whole group from the cave. Details
of the training should be retained on file.

+ Qualification - A system of identifying and verifying the required competence of leaders
and assistants must be available. A process of ratification by one or more suitably
experienced and qualified person(s) should be evident. It may be necessary to

deter mi ne

6suitabl

eob

from

first

e Each Instructor must have a statement of competence completed by the person in
charge of this activity at the centre.
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Minimum Ratios

Providers must have a policy on ratios, maximum group size, use of Assistants, etc. This should
take account of group management difficulties on particular elements, or with particular client
groups etc.

e The Providers must have confirmed this policy with their Technical Adviser.

Equipment/Clothing
1. A First Aid kit must be readily available for each session; off site activities must have an off
site First Aid Kit.

2. Participants and Instructors must wear appropriate clothing for the prevailing condition.

3. Suitable clothing and footwear must be worn when operating outdoors.

4. CEN Approved PPE (technical advisor to determine which is to be used) must be worn by
all participants/Instructors. These should be subject to period checks as determined by the
Technical Adviser.

5.  Where the technical advisor has determined that it is necessary for participants and
I nstructors to wear hel met sand fitted eng checies at the
appropriate time.

6. Routes and rigging procedures must be subject to period checks as determined by the
Technical Adviser.

7. An appropriate means of rescue must be available at all times. Instructors must be trained
and assessed in the use of this equipment.

¢ Principles outlined in Section 1 will apply

Sample Session Structure

1. A policy for obtaining and interpreting weather forecasts may be needed. It must be clear
who is to do this, when it is to be done, and what action they will take for a range of
possible conditions e.g. heavy rain, water level etc by suitably qualified or experienced
senior staff.

e These could include, but may not be limited to modification or selection of the elements;
modification of clothing, footwear or equipment; change of venue, cancellation and/or
return of payment. If the addition of an assistant Instructor is the response then there
must be a mechanism where -by suitable persons can be deployed in the given time
span, etc.

2. Inspect venue for debris, and look at general water quality.

3.  There should be a policy on the content and presentation of a safety briefing. The safety
briefing must include: what to do in the event of an emergency, role calls and clear
communication.
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10.

11.

12.

13.

14.

15.

16.

17.

Instructors should attempt wherever possible to ensure guests remove all jewellery prior to
participating in activities. Guests that cannot or will not remove items of jewellery that pose
a hazard to themselves or others for that activity, must not be allowed to participate.

The Instructormust ensure that they have gathere
issues, size, ages and ability levels. The instructor must give a brief description of the
activity and what it will physically involve, before checking that participants are fit to take
part.

Participants should be advised on what they can do to help ensure their own safety.

Full consideration must be given to any manual handling issues present (moving of large,
heavy equipment for example). These issues must be resolved by using approved
methods.

e The extent of this will be influenced by the age, fitness and prior experience of
participants individually and collectively. A policy of identifying the competence,
experience, special needs and physical and medical condition of the participants is
advised.

Where appropriate a warm up should be used prior to any physically demanding activity.

All PPE should be checked prior to anyone participating and monitored throughout.

All participants must be made aware of the designated operating area.

Instructor to be constantly aware of entrapment issues and Hypothermia issues.

he Instructor must be fully aware of the Providers Emergency Accident Procedure (EAP)
prior to starting the session. This must include a procedure for evacuating individuals and
the whole group from cave.

¢ Emergency action plan - This could be integrated with the scenario-based training

d

nf

mentioned in O6First Aiddé (above). It woul d

induction procedure. Consideration should be given to the safety of all participants,
spectators and not just those injured or immediately affected.

Good group control should be maintained at all times.

The Instructor must be vigilant at all times and carry out a dynamic, ongoing risk
assessment to ensure the continued safety of the guests and themselves.

All safety equipment, safety procedures and guest behaviour should be monitored
throughout the session.

All accidents/incidents/near miss or medical issues should be logged or reported in the
appropriate way immediately after the session has ended.

Any equipment that is damaged must be taken out of use/ logged and reported
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18. Participants must be briefed/supervised at the end of the session, particular attention
should be given to manual handling and the possible effects of inclement weather

Safety Guidelines/Special Restrictions
An obvious access and egress route must be established, details of this must be communicated
to the Providers. An ETA must also be provided to the providers.

Excursions/Trips Out

Please note t hat these standards apply to situations
responsible for groups of individual children and teenagers under the age of 18 years. For

details relating to school or youth parties accompanied by their teachers/leaders please see the

statement on page 45.

THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications

No specific qualifications are required but staff should have previous experience of, or training
for working with children and be aged 18 years or over. They must have a clear emergency
procedure and be able to implement it.

Ratios

Staffing ratios for visits are difficult to prescribe, as they will vary according to the activity, age,
group, location and the efficient use of resources. However, a general guide from the DfEE for
visits to local historical sites and museums, or for local walks, in normal circumstances might
be:

¢ 1 adult for every 6 children aged 5-7 (under 5s should have a higher ratio);
¢ 1 adult for every 10-15 children aged 8-10;
¢ 1 adult for every 15-20 children aged 11 and over.
The above are examples only. Members should assess the risks and consider an appropriate

safe supervision level for each specific excursion.

In addition to the persons in charge, there should be enough supervisors to cope effectively with
an emergency. When visits are to open environments/large venues e.g. country parks, theme
parks, shopping centres, the risks may be greater and supervision levels should be set
accordingly.

Equipment
1. The member of staff in charge of the trip should ensure that any necessary items are taken

along. These must include medical kit and sick bags and may include packed lunches and
other items.
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It is generally easiest for the person in charge to assign these duties to other staff so that
he/she can concentrate on the children/lists and overall organisation.

All children should be advised in advance of any necessary specialist clothing or
equipment they need to bring dependent on the nature of the trip. Staff should check that
children are suitably equipped before the trip departs.

The person in charge of the trip must also have all relevant documentation including the
overall lists of children, the activity centre 'phone number as detailed under 5. Safety
Guidelines/Special Restrictions below.

Paper and pens should be available for all staff on the trip to make a note of the names of
all children in their own group. More details of groupings are given below.

Sample Session Structure

This will be different for every excursion.

Safety Guidelines/Special Restrictions

1.

A named person should be placed in overall charge of the trip.

Children must only leave the main activity centre when they are timetabled to do so, and
under the supervision of specified staff.

There should be a minimum of 3 copies of lists of children and staff going on the trip. Each
list should include:

a) Names of all children on the trip
b) Names of all staff on the trip, with the person in charge clearly marked
c) The time of departure, time of return and the destination of the trip marked on

One list should be left in the main activity centre office. The other two lists are taken on the
trip by the member of staff in charge, with one left on the coach (or in some safe spot!) as a
spare and one taken as the main operational list. Additional lists may be advisable
dependent on the size and nature of the trip.

In the case of large trips a member of staff can be nominated in charge of each coach and
coaches considered separately in terms of the organisation detailed here. There is still,
however, a specific member of staff put in overall charge of the trip and the whole group
should meet together before getting back on the coaches.

All children and staff should wear some form of identification (a T-shirt or sweatshirt and/or
badge) to link with the company/ organisation running the trip. Identification details, as
outlined here, are particularly important for younger children.
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7. Dependent on the specific nature of the trip all children should be told any specific safety
points (eg. take care crossing the road, etc.). All children should also, of course, be given
any general information about the trip that will help their enjoyment.

8. All children must be checked back in, on to the return transport. Each member of staff
should ensure all of their group is present. The person in overall charge must ensure that
all groups have returned. The check must be made against the list of named children on
the trip, a number count alone is not sufficient.

Grouping Children
1. The person in overall charge of the trip should ensure that all children are put into groups
with children of a similar age before arriving at the destination.

2. Every group must be under the supervision of a specific member of staff. Group sizes
should follow the ratio guidelines given above.

3. The person in overall charge of the trip should not generally also have one of these groups.
Dependent on the size of the trip there may also be a nurse, a qualified first aider and/or
additional senior staff who are not allocated a group.

Children Aged 10 and Under
1. Children aged 10 years and under must be with the member of staff in charge of their
group at all times.

2. It is suggested that staff with groups of younger children pair up so to provide more
flexibility. Any group of young children are unlikely to want to do the same thing all the time
and with 2 staff the group may be split in two as necessary (eg. at a theme park some of
the group want to go on a ride, the others don't) and still have all children directly
supervised by a member of staff at all times.

Young People Aged 11 and Over
1. Children aged 11 and over may go off in groups but must report back to a specific location,
within specified time intervals.

2. Staff in charge of groups in which all children are aged 11 or over, should organise a rota
so that 2 people are available at the specified location throughout the duration of the trip. A
list of all children with ages marked should be kept at this point so that children can be
ticked off as they report in (special arrangements may need to be made, at theme parks
with long queuing times, for example).

3. Suggested time intervals for reporting in are as follows:

Age 11-13 years Age 14-17 years
Closed environment/small venues e.g. ice 1 hour 30 minutes 3 hours
rinks, swimming baths
Open environment/large venues e.g. country 45 minutes 1 hour 30 minutes
parks, theme parks, shopping centres
Group sizes must be (in both cases) 4106 2t06

www.baha.org.uk




BAHA Code of Practice 2010 Page 69 of 144

Details for open environments/large venue visits
1. All children should have a piece of paper giving details of:

a) The trip, including relevant meeting and departure times

b) The main meeting place where a member of staff can always be found

c) The activity centre address and telephone number

2. At least one child in each group that is going off without a member of staff should have a
watch in good working order. If this is not possible the group must have an alternative way
of finding out the time i.e. be well aware of the location of clocks etc.

3. The setting up of a specific meeting location would not apply if:

a) The duration of the trip is shorter than the time interval stated for reporting in, or

b) The trip involves going round in a particular order

4. Whatever the more specific circumstances of the trip children must report in to a specific
member of staff at the intervals stated above.

5. If a child has not reported in 10 minutes after the time stated, the person in charge of the
trip must be notified and a search initiated.

Details for closed environments/small venue visits

Children do not need to stay in groups for thes
members of staff to keep an eye on specific groups of children and each member of staff should
check (see that theyodre stildl there and OK, but

at least every half hour for children aged 10 and under. Any children who are giving specific
concern should be with a member of staff at all times.

Responsibility for School/Youth Groups

Where teachers/l eaders are acting 6in | oco parentisd widt
behaviour and welfare of their group on excursions. Any BAHA member staff accompanying the

group, does so in the capacity of a guide. The member should make the company policy clear

to party leaders in advance.
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Fencing
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications
1. The activity should take place under the overall direction of someone holding the British
Fencing (BF) Teacher Trainer Award.

2. Each group/session should be under the direction of an instructor holding the BF Teacher
Certificate or equivalent recognised by British Fencing.

Ratios
1:12

Resources

Location

1. The venue should be of suitable size, equivalent to a badminton court for a group of 12
fencers, and have adequate lighting and a non-slip even floor.

2. There should be no protruding obstacles, mats or wires covering the floor, and no open
stairways or public seating areas in close proximity.

3.  Where there are large plate glass windows or mirrors, fencing must be arranged so that
there is no danger of backing into them.

4. There must be no access to those not taking part.

5. A 6safe aread should be identified for rest p €
this area.
Equipment

1. Foils must be fitted with non electric blades, preferably size 3 or less, they must not have
an exaggerated bend or broken blade, and be fitted with a rubber/plastic button in good
order.

2. Foils may have straight or moulded handles.

3. Masks must be made of steel mesh which will not flex over the area covering the face and
they should not show signs of rust, particularly on the area covering the face.

4. There must be adequate provision for holding the mask on the head, and the mask must
stay in place even when the wearers head is jerked forward.

5. The bib covering the neck must not have tears or holes and must be adequately attached
all round, and this should not curl away from neck.

6. Jackets must be made of material with a minimum strength to withstand an impact force of
700 NW to EEC standard CEN1. This may be achieved with a single jacket of suitable
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10.

strength or a jacket of lesser strength with an additional under jacket (under plastron) so
that the combined strength satisfies the standard, but this must be specified on the label.

Jackets may be made of any colour material and fastenings must be at the back, or they
must fasten on the non sword arm side i.e. made specifically left or right handed.

Jackets for use by females must have provision for the fitting of rigid chest protectors, and
these must always be fitted.

Gloves made of strong material must be worn on the sword hand and these must have a
cuff long enough to cover the jacket sleeve and extend half way to the elbow.

Plastic masks must only be used with non metallic swords, and these can be used with
ordinary sweat tops or tracksuits and gloves.

Equipment Maintenance

1.

10.

The condition and life of equipment will depend on the amount of usage and storage
conditions.

All equipment should be stored in secure dry place.

Jackets and gloves will become damp during a session and they should be hung to dry
after use and they must not be left in contact with steel foil blades or masks.

Masks and foils are best stored in racks or bags to prevent them falling on the floor and
being damaged.

As part of the preparation for each session, instructors should check that there are
adequate numbers of sets of equipment in good order for participants, and specifically
make a check of the condition of foil blades, straightening any badly bent blades, and
replacing missing or worn buttons.

They should check masks to ensure that there is an adequate number with suitable
retainers, and also jackets with chest protectors.

Jackets which are used up to 10 times per week should be washed monthly, and they
should be stored after each session in a warm area for airing so that they cannot come into
contact with foils or masks.

Gloves should be washed and masks may be periodically treated with an antiseptic spray.

Foil blades should be checked to check for softening (loss of spring) and any rust must be
cleaned, or the blade completely replaced if necessary.

Masks should be checked for rust and softening mesh, and retaining hooks or elastic
replaced.
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11. Jackets must be checked for tears and holes, and zips or velcro checked and replaced if
necessary.

Health and Safety
1. The fencing activity and venue must have been risk assessed resulting in site specific
operating procedures which the session instructor must follow.

2. The session instructor is responsible for the safety, wellbeing and enjoyment of the group
for the whole duration of the session.

3. Under no circumstances can the instructor leave the group unattended and they should
have provision to summon additional help if necessary.

4. All those taking part in fencing sessions should wear long trousers, tee shirts and soft, non-
slip sports shoes.

5. All fencing equipment must be kept in a secure place when not in use to prevent
unauthorised access.

6. To avoid being accused of bad practice or abuse, instructors should not help with the
putting on or removal of fencing jackets and they should ask the group to help each other.

7. Instructors should not amend body positions by physical contact and they must always
work in group context or have an assistant and not be alone with a child.

Sample Session Structure

1. Instructors must establish the procedure that all those taking part must wear a mask before
handling a foil, and they must not remove them before being told to, and the instructor must
constantly ensure that this is done throughout the session.

2. However, instructors must take account of overheating when fencing and they should allow
for adequate breaks when foils can be laid down and masks removed.

3. ltis the responsibility of instructors to ensure all those taking part in the session accept that
they must use the equipment in the correct manner as instructed, and they may not hit
each other in a brutal manner or throw the equipment at each other. This must be a
condition of taking part.

4. All instructors have an obligation to ensure all fencing activity is safe and they should
immediately identify any procedures or practices which they believe contravene this code
of practice, even if they are not directly involved.

5. Activities included in the fencing session plan should involve all those in the group as much
as possible and there should be regular changes of partner to promote group interaction.

It may be possible to involve disabled participants. Those who have full lower body mobility,
(impaired hearing, one hand or arm, etc) can take part in a normal session but alternative
methods of communication may be necessary.
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Those in wheelchairs can be encouraged to give instruction to the able bodied members of the
group in the mobility practices, and they can fence in their wheelchairs while their able bodied
opponents sit on an ordinary chair opposite.

Those who have difficulty wearing a mask can take part in the mobility practice but they cannot
fence with an opponent.

Session Plan: 17 2 hrs Duration

10 mins Introduction explain foil/epee/sabre
show equipment
safety
5/10 mins Warm up game
5/10 mins Teach ON GUARD ON GUARD from jogging
5/10 mins Teach STEPS keeping distance with instructor
5/10 mins Teach LUNGE Omexi can wavebd
5/10 mins EQUIPMENT group to put on jacket, glove and mask
Teach GRIP hand out foils
5/10 mins Teach ATTACK attacking in pairs while moving
5/10 mins Teach SALUTE shaking hands
10/15 mins  Rotation of pairs attacking to score
5/20 mins Teach PARRY/RIPOSTE attacking and parrying
Teach FIRST COUNTER If time permits

Collect foils i close session and clear equipment.
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Grass Skiing
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications

As it is unlikely that this activity will ever be taught at an advanced level, it is considered
appropriate to have an instructor who has a good level of personal performance with plenty of
experience and is a good teacher of snow or plastic slope skiing.

Ratios
Minimum staff/participant ratio 1 : 12

Equipment
1. Skis should be regularly maintained and mud cleaned off after every session.

2. Poles should be in good condition and complete with baskets and handles, but with no
straps.

3. Boots should be of the clip variety. It is important that there are no clips missing and that
the boots are in good condition with strong ankle support.

4. The soles should not display excessive wear, which would be evident typically by the
wearing away of the soles and heels.

5. Bindings should be in good condition and be able to hold the boot firmly in place.

6. Long trousers and long sleeves must be worn.

Sample Session Structure
1. The instructor should check the condition of the slope and in particular look for stones and
objects liable to cause damage or injury.

2. All safety rules should be fully explained.

Safety Guidelines/Special Restrictions
1. The slope must be safe and suitable: a smooth slope of different gradients, well grassed
without too many bare patches. The steeper section should be at the top.

2. There should be a substantial run out at the bottom, which should be on level ground or
rising slightly uphill.

3. There should not be any unprotected obstacles on the slope e.g. trees. If such obstacles
are present, they must be physically cordoned off or adequately padded to minimise the
risk of injury to skiers.

4. Skiers lower down the slope have right of way over those descending later, but must
always be vigilant for uncontrolled descents by others.
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5. Instructors must know what procedures to follow in the event of an emergency.

Inflatable Play Structures
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications
A responsible adult who has undergone suitable in-house training to run the activity should be in
attendance at all times.

Ratios
Minimum staff/pupil ratio 1 : 16.

Equipment
Annual Test

The PERTEXA Inflatable Play Accreditation (PIPA) scheme requires all inflatable play
equipment to be numbered, recorded and tested annually. Contact PERTEXA on 01827 52337
or see www.pertexa.org.uk

Fixing and Erection
1. Ropes to be fixed to fittings and secured with stakes on at least four corners.

2.  When fully inflated all ropes should be adjusted so that they curve gently down to the
stake. Do not rope tightly.

3. The position of the blower should be adjusted so that the inflation tube is straight but allows
a little free play forwards and backwards so that the blower is not pulled when people are
using the play structure.

Barriers
It is advisable to erect crowd control barriers where the situation demands around the perimeter
of the play structure. The blower should also be physically sectioned off in a suitable way.

Sample Session Structure
This cannot be realistically prescribed and should be suitable if all safety guidelines are
followed.

Safety Guidelines/Special Restrictions
1. There must be a written on-site record for the maximum capacity of each individual play
structure. Capacities may vary according to the age of the children participating.

2. The play structure must be set up on a smooth, level site. Loose stones or other objects
that may damage the play structure must be cleared. A groundsheet should be used when
operating on a hard surface.
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3. Numbers should be limited according to the age and mood of children, but should not
exceed pre-set maximums for each particular play structure.

4. Users must remove footwear and any other hard, sharp or dangerous objects. Jewellery
and spectacles should also be removed. Food or drink should not be consumed on the play
structure.

5. Users should not sit on the steps to remove or replace footwear.
6. Play should only be permitted within the walled area and not on the access steps.

7. Children should be encouraged to be aware of other children and they should be
discouraged from the following:

a) Climbing or hanging on the walls

b) Jumping on each other

c) Performing dangerous acrobatic or gymnastic stunts
d) Pushing/pulling each other

8. If operating continuous changeovers, it is advisable to ensure that all children leave the
play structure before the next group is permitted entry.

9. The play structure must not be used in rain or high winds.
10. Children should not be allowed near blowers.
11. The blower should be checked regularly whilst in use.

12. The play structure must not be deflated when still in use.

Judo
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications

1. For providers of introductory sessions and no higher, the activity can take place under the
overall direction of someone holding the British Judo Association Brown Belt personal
competence award. This person must be fully versed in the safety guidelines/special
restrictions and ideally have experience of informal teaching in a judo club.

2. For all staff, evidence of detailed in-house training and assessment and/or documented
experience must be provided.
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Ratios
Staff/pupil ratio 1 ; 12

Equipment

1. The mat should be clean and free of tears and rips.

2. If the old style canvas mat is used the wooden surrounds should be in good condition and
the canvas stretched equally by the holding rope. Any loose ends should be tucked under
the mat and if possible the wooden surrounds should be covered by gym mats or similar
cushioning.

3. Judogi (judo clothes comprising jacket, trousers and belt) should be clean and in good

condition, free of rips and holes. Any torn judogi must have strong repairs completed
before they are used again.

Sample Session Structure

The aim is to introduce novices to Judo "The Gentle Way" safely and with maximum fun and
enjoyment.

1.

Basic safety and hygiene rules should be explained.

If an old style mat is used the danger of the rope tensioner and the wooden surrounds must
be pointed out.

The correct way to wear judogis should be demonstrated and checked on each pupil.

The word "Matte" (Stop) should be taught.

The session should start and end with Za-Rei (formal kneeling bow or salutation).

Pupils should always be taken through a thorough stretching and suppling exercise routine
at the start of the session.

The group should be instructed in the correct way to fall.

To practice judo safely the Instructor must maintain strict control over the group.

Safety Guidelines/Special Restrictions

1.

The mat should preferably be laid on a sprung floor, but a wooden floor or a level grassy
area (weather permitting) is acceptable. Concrete floors are not acceptable.

The mat should be away from walls and windows but failing this some form of cushioning
should be positioned around the mat area.

High standards of personal cleanliness are expected. Finger nails and toe nails should be
kept short. Long hair must be tied back securely. Jewellery must be removed. Footwear
must never be worn on the mat.
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4. No-one must be allowed on the mat unless an instructor is present and has given
permission.

5. Judo must not be practised until after a stretching and suppling routine has been carried
out.

6. The instructor should ensure that no-one attempts to throw or practise groundwork towards
the edge of the mat.

7. Anybody refusing to follow the rules of judo and the instructor's instructions should not be
allowed to take part in the session.

8. The instructor should teach in such a way that all pupils can be seen at all times.

9. The instructor must know what procedure to follow in the event of an emergency.

Low Rope Courses
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Because of the large number of variations of activities and the wide range of local
conditions and hazard specific to particular elements it unlikely that one universal set of
guidelines is going to be successful. No attempt has therefore been made to produce
specific guidelines. Each provider will need to determine his or her own priorities in
consultation with their technical advisor

This document is aimed primarily at the following activities:

1. Low Ropes Course. Individual elements or a series of elements. Participants are generally
not more than a few feet above the ground.

2. Assault/Obstacle/Challenge Courses - Commonly a series of free standing elements, or
linked elements.

3. Initiative Exercises. Some of these are, in effect, an element from an obstacle course but
are treated as a group initiative exercise.

Staff Training and Qualifications
1. The Technical Advisor should be determined using first principles as outlined below

2. The person in overall charge of this activity at the Centre should be approved by the
member 6s Named Technical Adviser.

3. The session | eader mu st have been assessed as
technical adviser or by named individuals, approved by the technical adviser and acting on
their behalf.
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e Technical Advisors - There is unlikely to be a single nationally recognised qualification
or a combination of more than one, which adequately provides the necessary
competencies. I't may be necessary 60 deter min

e Technical Advisors will generally have to satisfy each of the following 4 criteria. They
must:

a) Have a proven level of technical competence in the activity
b) Have a good knowledge of the venues to be used.
C) Have access to, or knowledge of, the instructors concerned.

d) Have sufficient experience in the activity and maturity to make suitably sound
judgements.

e Training - Providers should ensure that Instructors are equipped with the skills
necessary to deal with any reasonably foreseeable and relevant occurrences on each
element used. This will often require training on the elements themselves and ideally
should include at least some practical incident and accident scenarios and responses.
Details of the training should be retained on file.

¢ Qualification - A system of identifying and verifying the required competence of leaders
and assistants must be available. Each element or course should dictate the required
competencies. A process of ratification by one or more suitably experienced and
qualified person(s) shoul d be evi dent. It may be necessary
first principles.

Ratios

Providers must have a policy on ratios, maximum group size, use of Assistants, etc. This should
take account of group management difficulties on particular elements, or with particular client
groups etc.

¢ It may be acceptable to specify this generally (i.e. for the whole course) or specifically
(for each particular item) etc.

Equipment/Clothing
1. Construction i The provider must be able to demonstrate that the Course meets current
standards

e There are two sets of acceptable standards, a British set and an American/European
set. Both standards are currently being used in Britain.

2. Maintenance Schedule i The provider must clearly identify who should check what and
when. It should also identify what that person should do if they find something which is not
satisfactory.

e Providers may choose to separately identify:

a) Course inspection prior to use on each day or each occasion.
Primarily visual, looking for signs of vandalism, interference, abrasion or damage
from falling branches, etc., but also some indication of the structural integrity of
platforms, structures, ropes etc;
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b) Routine course inspection, testing and maintenance as appropriate by an expert,
which may include a tree surgeon, engineer, etc. (if applicable). Frequency will
generally depend on usage, level of risk, etc. This could be, for example, annually,
monthly, etc.

3. All Personal Protective Equipment (which must be CEN/UIAA approved) must be inspected
as it is issued and periodically throughout the session

e Additionally it would be normal for PPE to undergo a visual inspection prior to each use
and a periodical physical inspection by a competent person

4.  Appropriate clothing must be worn by both participants and  Instructors

o Both of these will be influenced by the nature of the elements, the abilities of the group,
the weather, etc. However, certain aspects may become company policy. E.g. whether
to use sit harnesses or full body harnesses, and at what point in the progression
through the day are helmets required, if at all.

5. Participants must be clearly instructed in the use of all equipment where necessary
Sample Session Structure

1. Operating procedures should clarify the protection systems to be used e.g. equipment,
nets, ropes, spotting etc.

2. There should be a policy on the content and presentation of a safety briefing. Participants
should be advised on what they can do to help ensure their own safety.

¢ It may not be appropriate for Instructors to deliver all relevant instructions in one
briefing.

3. Methods of protection must be explained and practised where necessary

¢ On low ropes courses or other isolated elements the chosen method of protection may
be 6spottingdé. This wild.l gener alsomedeta,ardl t o b e
may need to be practised

¢ Full consideration must be given to any manual handling issues present (moving of
large, heavy equipment for example). These issues must be resolved by using
approved methods.

e The extent of this will be influenced by the age, fithess and prior experience of
participants individually and collectively. A policy of identifying the competence,
experience, special needs and physical and medical condition of the participants is
advised.

4. Instructors should attempt wherever possible to ensure guests remove all jewellery prior to
participating in activities. Guests that cannot or will not remove items of jewellery that pose
a hazard to themselves or others for that activity, must not be allowed to participate.

5. Thelnstructormust ensure that they have gathered inf ¢
issues, size, ages and ability levels.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

The instructor must give a brief description of the activity and what it will physically involve,
before checking that participants are fit to take part.

The I nstructor should check with the groupds p
aims and objectives are for the activity.

The Instructor must be fully aware of the Providers Emergency Accident Procedure (EAP)
prior to starting the session.

e Emergency action plan - This could be integrated with the scenario-based training
mentioned in O6First Aidé (above). It woul d
induction procedure. Consideration should be given to the safety of all participants,
spectators and not just those injured or immediately affected.

The Instructor must identify any guests with medical/special needs within the group and

ensure that appropriate, approved operating procedures are used.

¢ Certain activities may not be able to take place if the providers are not fully aware of
groups medical conditions

Where appropriate a warm up should be used prior to any physically demanding activity.

Good group control should be maintained at al |l
sight o and effective communication.

The Instructor must be vigilant at all times and carry out a dynamic, ongoing risk
assessment to ensure the continued safety of the guests and themselves.

A policy for obtaining and interpreting weather forecasts may be needed. It must be clear
who is to do this, when it is to be done, and what action they will take for a range of
possible forecasts.

e These could include, but may not be limited to modification or selection of the elements;
modification of clothing, footwear or equipment; change of venue, cancellation and/or
return of payment. If the addition of an assistant Instructor is the response then there
must be a mechanism where -by suitable persons can be deployed in the given time
span, etc.

All safety equipment, safety procedures and guest behaviour should be monitored
throughout the session.

All accidents/incidents/near miss or medical issues should be logged or reported in the
appropriate way immediately after the session has ended.

Any equipment that is damaged must be taken out of use/ logged and reported

A First Aid kit must be readily available for each session; off site activities must have an off
site First Aid Kit.

Participants not directly participating must be clearly supervised where necessary
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o Off-elements supervision - Participants not involved in an element may become harmed
in a variety of ways. For exampl e, part
other elements.

Safety Guidelines/Special Restrictions
Fire risk -Because of the flammable nature of many sites, special consideration may need to be
given to a non-smoking policy.

Facilities
The provider will need to ensure that the ground surface is appropriate. This will generally mean
free from sharp spikes or edges, and may include a specific surface material such as bark
chippings.

Motorsports (Quad Bikes)
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

QUAD SESSIONS FOR CHILDREN UNDER THE AGE OF 16 YEARS OF AGE MUST BE
COMPLIANT WITH The All-Terrain Motor Vehicles (Safety) Regulations 1989 (1989 No
2288 Consumer Protection)

Staff Training and Qualifications

1. For providers of introductory sessions on activity centres, the activity can take place under
the overall direction of a qualified Level 1 Supervisor of the European ATV Safety Institute.
This person to have an understanding of basic maintenance and safety checks and be an
experienced ClI.

2. All session leaders must be experienced instructors and, wherever possible, be working
towards the EASI Level 1 Supervisor award.

3. For all assistants, evidence of detailed in-house training and assessment and/or
documented experience must be provided.

4. At all times participants must have access to staff who have undertaken at least a 4 hour
emergency first aid course. There must be a correctly stocked First Aid box at the activity
venue.

Ratios
Staff/riders ratio 1:1

Equipment
1. All equipment must be checked prior to the session and must be in a serviceable condition

appropriate for use. A maintenance log must be kept of all quads; any damaged equipment
must be labelled and kept separate from other equipment.

2. Helmets must be tested to BS6658 1985 or CEN equivalent.
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3. Goggles must be tested to BS4110 OZA or CEN equivalent.

4. Gloves should be appropriate for use.

5. All quads must have a cut out lanyard that must be worn by the rider, or supervising
instructor.

6. A portable fire extinguisher should be present (not water based).

7. Tracks should be designed so there is a well-protected safety area for riders to wait.

8. All hazards near tracks (trees, poles, and steep banks) should be protected.

9. Emergency first aid facilities should be available within close proximity of the track.

Sample Session Structure
The aim of the session is to introduce children between the ages of 6-16 years to the safe
control and actual riding of Quad Bikes in a safe enjoyable environment.

1. The instructor should ensure that all equipment is in a safe condition for use and is an
appropriate size for the group.

2. The instructor should introduce the quad bike, paying particular attention to the machines
controls and safety features.

3. The instructor should demonstrate the correct method for mounting the quad, and the
correct seating position (emphasising the 5 points of contact).

4. The instructor should demonstrate how to Stop, Steer and Go.

5. The instructor should demonstrate the correct fitting of all safety clothing/equipment.

6. The instructor should demonstrate how the Cut out Lanyard should be worn, and how it
works.

7. Riders should put on safety equipment and be taken for a Adrivin
wearing the cut out lanyard. The test should include stopping (without skidding), steering
(both ways) and throttle control. When the instructor is sure that the guest is capable of
operating the quad bike in a safe controlled manner, the rider can be attached to the Cut
out Lanyard and ride solo.

8. Riders should have safety signhals explained and be set off for a set number of laps around
the track.

Safety Guidelines/Special Restrictions
Clothing/Equipment
1. A correctly fitted and fastened motorcycle safety helmet must be worn.
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2. Long sleeves and long trousers should be worn at all times during the activity.

3. All riders and staff must wear suitable footwear. Laces, if present, must be tied not tucked
in. Open toed footwear such as sandals should not be allowed.

4. Motorcycle goggles should be worn.

5. Gloves, preferably of the padded or protector type design should be worn.

6. Long hair must be tied back and tucked away.

7. Al safety clothing and equipment must be checked by the instructor before the rider
mounts the quad.

General

1. Only have a maximum of 2 bikes on the track at any one time, but never race.

2. The bikes whilst on the track should try to maintain a %2 track separation.

3.  Nervous riders will attempt to put their feet on the floor to stop. This is dangerous an must
be discouraged at all times.

4. Riders should mount and dismount the quad on the left-hand side, with the instructor
controlling the brakes and throttle.

5. If a rider is operating the quad in an erratic/unsafe manner they should be stopped and
taken for another fAdriving testo.

6. Refuelling should be carried out in a designated area, outside away from the public, the

area should display warning signs regarding fire hazards.

Mountain Biking
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

This document is aimed at cross country (XC) mountain biking and does not cover specialist
mountain bike disciplines such as downhill, four cross or free-style.

Abbreviations used in this document

XC Cross Country

SMBLA Scottish Mountain Bike Leader Award
TCL Trail Cycle Leader

MBL Mountain Bike Leader

MIAS Mountain Bike Instructor Award Scheme
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OoTC Off-road Training Consultancy

MLTUK Mountain Leader Training United Kingdom
MLA Mountain Leader Award

MIA Mountain Instructor Award

Staff Training and Qualifications

Scope Qualification

Below 600 metres, no more than 30 minutes
walk from the nearest shelter with | SMBLA MBL or MIAS level 2 or OTC MBL
communication

Above 600 metres, more than 30 minutes walk | SMBLA MBL or MIAS level 3 or OTC technical
from the nearest shelter with communication MBL, and MLTUK MIA

SMBLA MBL with expedition module or

Multi-day expeditions SMBLA MBL with MLTUK MIA

1. The person in overall charge at the centre will be approved by the companies named
mountain bike technical adviser.

2. The session leader must hold a relevant mountain bike award or be assessed as
competent by the companies named mountain bike technical adviser or by an appropriately
qualified expert acting on behalf of the technical adviser.

3. The session assistants must be assessed as competent by the person in overall charge
The session leader must have been assessed as competent by a suitably qualified person.

4. Where assistants are used in addition to the session leader, their competence and role
must be clearly defined.

e Training - Providers should ensure that Instructors are equipped with the skills
necessary to deal with any reasonably foreseeable and relevant occurrences during the
activity. This should include at least some practical incident and accident scenarios and
responses, including evacuating individuals and the whole group from the cave. Details
of the training should be retained on file.

¢ Qualification - A system of identifying and verifying the required competence of leaders
and assistants must be available. A process of ratification by one or more suitably
experienced and qualified person(s) should be evident. It may be necessary to
determine O6suitabled from first principles.

¢ Each Instructor must have a statement of competence completed by the person in
charge of this activity at the centre.

Ratios

Providers must have a policy on ratios, maximum group size, use of Assistants, etc. This should
take account of group management difficulties on particular elements, or with particular client
groups etc.

e The Providers must have confirmed this policy with their Technical Adviser
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Equipment/Clothing
1. All equipment must undergo a scheduled documented weekly check. Systems must be in
place for faulty/broken equipment.

2. All equipment must be visually checked at the start of each session and periodically
throughout the session.

3. In addition to the weekly check, bikes must undergo a fit for use check at the start of each
day, this check will include a minimum of; Tyre condition, Tyre pressure, Visual frame
check, Headset, Pedals, Cranks, Brakes, Gear mechanisms, Gear indexing, Air/telescopic
shocks if appropriate, Lock out switch on shocks if appropriate.

4. Bikes will be maintained with practices as recommended by the manufacturers.

5. A First Aid kit must be readily available for each session; off site activities must have an off
site First Aid Kit.

6. Cycle mitts and eye protection can offer valuable protection and is recommended. However
the decision to use hand protection will be as a result of the activity specific risk
assessment and advice from the companies named technical adviser.

7. Cycle helmets should bear a CE mark if they have manufactured after June 1995. The CE
mark informs that it meets European standards. Other recognised standards are BS EN
1078, ANSI Z 90.4 and SNELL.

8. Bikes will be suitable for the type of terrain to be encountered.

9. If participants are required to carry water, an appropriate method must be in place, as
cycling bidons may not be appropriate for rough terrain.

¢ Principles outlined in Section 1 will apply

Sample Session Structure
1. The instructor(s) wi || ensure they have gathe
issues, size, ages and ability levels.

2. Equipment to be prepared and visually checked prior to the session commencing.

3. A process for obtaining and interpreting weather forecasts will be in place. It will be made
clear who carries this out, when it is to be done and the action taken depending on the
forecast.

4. Ifavailablethe i nstructor will check with the groupos
objectives are for the activity.

5. The instructor will give a brief description of the activity and what it will physically involve,
before checking that participants are fit to take part.
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10.

11.

12.

13.

14.

15.

16.

Participants must be clearly instructed in the fitting and use of all equipment where
necessary.

Bikes must be sized appropriately and saddle height adjusted for each and every
participant.

If appropriate a warm up to be conducted prior to physical activity.

Technical skills will be introduced, explained, demonstrated and then practiced. Skills
include; Riding position, Uphill/downhill position, Cornering, Braking, Gear selection,
Travelling over rough terrain

Instructors will carry a map of the route to be followed with escape routes and emergency
plans clearly marked.

The route will allow participants to use the technical skills they have been taught.

Position of maximum usefulness and line of sight methods will be used to determine group
control measures.

The instructor(s) will be vigilant at all times and carry out dynamic risk assessments to
ensure the continued safety of themselves and all participants.

Breaks will be announced by the lead instructor when appropriate.

Equipment will be returned to the designated store.

Damaged or faulty equipment wil/| be | abel

Safety Guidelines/Special Restrictions

1.

All accidents/incidents/near misses or medical issues will be logged or reported in the
appropriate way after the session has ended.

A basic maintenance kit will be carried by the lead instructor, in a saddle bag or other
appropriate carrier. The contents of which will be determined by the companies named
mountain bike technical adviser.

The provider will need to ensure that all routes followed are inspected weekly for any
obstructions or alterations. On a daily basis the instructors will dynamically risk assess the
route they follow and implement any necessary control measures.
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Night Lines
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications
1. The person in overall charge of this activity should be endorsed by an appropriately
qualified and experienced staff member

e Experienced staff will generally have to satisfy each of the following 4 criteria. They
must:

a) Have a proven level of technical competence in the activity
b) Have a good knowledge of the venues to be used.
c) Have access to, or knowledge of, the instructors concerned.

d) Have sufficient experience in the activity and maturity to make suitably sound
judgements.

2. The session leader must have been assessed as competent by the person in charge of the
activity at the Centre.

3.  Where assistants are used in addition to the session leader, their competence and role
must be clearly defined.

¢ Training - Providers should ensure that Instructors are equipped with the skills
necessary to deal with any reasonably foreseeable and relevant occurrences during the
activity. This should include at least some practical incident and accident scenarios.
Details of the training should be retained on file.

¢ Qualification - A system of identifying and verifying the required competence of leaders
and assistants must be available. A process of ratification by one or more suitably
experienced and qualified person(s) should be evident. It may be necessary to
determine Osuitabledé from first principles.

e Each Instructor must have a statement of competence completed by the person in
charge of this activity at the centre.

Ratios

Providers must have a policy on ratios, maximum group size, use of Assistants, etc. This should
take account of group management difficulties on particular elements, or with particular client
groups etc.

Equipment/Clothing
1. A First Aid kit must be readily available for each session; off site activities must have an off
site First Aid Kit.

2. Participants and Instructors must wear appropriate clothing for the prevailing condition.
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3. Suitable Footwear must be worn when operating outdoors.

4.  Where the Providers have determined that it is necessary for participants and Instructors to
wear hel mets, they must be o6fit for purposed al

5. All equipment used must be in a suitable condition as to no create any hazards for the
participants.

Sample Session Structure

1. A policy for obtaining and interpreting weather forecasts may be needed. It must be clear
who is to do this, when it is to be done, and what action they will take for a range of
possible conditions e.g. wind level cut offs by suitably qualified or experienced senior staff.

e These could include, but may not be limited to modification or selection of the elements;
modification of clothing, footwear or equipment; change of venue, cancellation and/or
return of payment. If the addition of an assistant instructor is the response then there
must be a mechanism whereby suitable persons can be deployed in the given time
span, etc.

2. Inspect venue for debris, signs of vandalism and other hazards.

3. Instructors should attempt wherever possible to ensure guests remove all jewellery prior to
participating in activities. Guests that cannot or will not remove items of jewellery that pose
a hazard to themselves or others for that activity, must not be allowed to participate.

4. The I nstructor must ensure that they have gath
issues, size, ages and ability levels. The instructor must give a brief description of the
activity and what it will physically involve, before checking that participants are fit to take
part.

5. Participants should be advised on what they can do to help ensure their own safety,
including the introduction and training in the use of safe spotting techniques.

6. Full consideration must be given to any manual handling issues present (moving of large,
heavy equipment for example). These issues must be resolved by using approved
methods.

e The extent of this will be influenced by the age, fitness and prior experience of
participants individually and collectively. A policy of identifying the competence,
experience, special needs and physical and medical condition of the participants is
advised.

7. Where appropriate a warm up should be used prior to any physically demanding activity.
8. There should be a policy on the content and presentation of a safety briefing. The safety
briefing must include: How to use spotting techniques, How to walk blindfolded, importance

of safe spotting and trust between participants, importance of communication, what to do if
guest has a problem.
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9. If speaking to a blindfolded guest then always address them by their name and if touching
them always touch them by their wrist or shoulder. It is important to ask the person if you
can touch them before doing so.

e Emergency action plan - This could be integrated with the scenario-based training
mentioned in O&6First Aidé (above). It woul d
induction procedure. Consideration should be given to the safety of all participants,
spectators and not just those injured or immediately affected.

10. Good group control should be maintained at all times by using principles suchasfil i ne of
sighto and effective communication.

11. Ensure good communication is taking place between group members, if it is not then stop
group at obstacles and make them communicate with each other.

12. The Instructor must be vigilant at all times and carry out a dynamic, ongoing risk
assessment to ensure the continued safety of the guests and themselves.

13. All safety equipment, safety procedures and guest behaviour should be monitored
throughout the session.

14. All accidents/incidents/near miss or medical issues should be logged or reported in the
appropriate way immediately after the session has ended.

15. Any equipment that is damaged must be taken out of use/ logged and reported.
16. Participants not directly participating must be clearly supervised where necessary

17. Participants must be briefed/supervised at the end of the session, particular attention
should be given to manual handling and the possible effects of inclement weather.

Safety Guidelines/Special Restrictions

Normal conditions for 6 ni ghtl i nes/ bl indlinesbo i s considered
restriction of vision during daylight conditions. This allows participants, spotters and instructors
alike, the safety afforded fromful I si ght of any possible hazards.

either with or without blindfolds during the hours of darkness, significantly increases the risk to

all participants and instructors. Ther ef ore i gdhikil nee&/ op eoven bfed unc
darkness should have undergone a thorough risk assessment in darkness, and the
management of any additional hazards dealt with appropriately. IE 7 Area floodlit, or head

torches issued to all participants etc.
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Off Ground Activities
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Because of the large number of variations of activities and the wide range of local
conditions and hazard specific to particular elements it unlikely that one universal set of
guidelines is going to be successful. No attempt has therefore been made to produce
specific guidelines. Each provider will need to determine his or her own priorities in
consultation with their technical advisor

This document is aimed primarily at the following activities:

1. High Rope Course. Individual elements or a series of elements. Participants may be 20
feet or more in the air. Protection is wusual/l
6cowsd tails

2. Climbing and Abseiling on Atrtificial Structures

Staff Training and Qualifications
For High Ropes, Climbing and Abseiling on Artificial Structures

1. The minimum qualification for the Technical Adviser is the Mountain Leader Training,
Mountain Instructor Award

2. The person in overall charge of this activity at the Centre should be approved by the
Providers Named Technical Adviser.

3. The session leader must have been assessed as competent by the Providers Named
Technical Adviser

Technical Advisers will generally have to satisfy each of the following 4 criteria. They must:

1. Have a proven level of technical competence in the activity

2. Have a good knowledge of the venues to be used.

3. Have access to, or knowledge of, the instructors concerned.

4. Have sufficient experience in the activity and maturity to make suitably sound judgements.

e Training - Providers should ensure that Instructors are equipped with the skills
necessary to deal with any reasonably foreseeable and relevant occurrences on each
element used. This will often require training on the elements themselves and ideally
should include at least some practical incident and accident scenarios and responses.
Details of the training should be retained on file.

¢ Qualification - A system of identifying and verifying the required competence of leaders
and assistants must be available. Each element or course should dictate the required
competencies. A process of ratification by one or more suitably experienced and
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gualified person(s) should be evident.
first principles.

e Each Instructor must have a statement of competence completed by the appropriate
Technical Adviser

Ratios

Providers must have a policy on ratios, maximum group size, use of Assistants, etc. This should
take account of group management difficulties on particular elements, or with particular client
groups etc.

¢ It may be acceptable to specify this generally (i.e. for the whole course) or specifically
(for each particular item) etc.

Equipment/Clothing
1. Construction i The provider must be able to demonstrate that the Course meets current
standards

e There are two sets of acceptable standards, a British set and an American/European
set. Both standards are currently being used in Britain.

2. Maintenance Schedule i The provider must clearly identify who should check what and
when. It should also identify what that person should do if they find something which is not
satisfactory.

e Providers may choose to separately identify:

a) Course inspection prior to use on each day or each occasion.
Primarily visual, looking for signs of vandalism, interference, abrasion or damage
from falling branches, etc., but also some indication of the structural integrity of
platforms, structures, ropes etc;

b) Routine course inspection, testing and maintenance as appropriate by an expert,
which may include a tree surgeon, engineer, etc. (if applicable). Frequency will
generally depend on usage, level of risk, etc. This could be, for example, annually,
monthly, etc.

3. All Personal Protective Equipment (which must be CEN/UIAA approved) must be inspected
as it is issued and periodically throughout the session

e Additionally it would be normal for PPE to undergo a visual inspection prior to each use
and a periodical physical inspection by a competent person
4. Appropriate clothing must be worn by both participants and  Instructors
o Both of these will be influenced by the nature of the elements, the abilities of the group,
the weather, etc. However, certain aspects may become company policy. E.g. whether

to use sit harnesses or full body harnesses, and at what point in the progression
through the day are helmets required, if at all.

5. Participants must be clearly instructed in the use of all equipment where necessary
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e Belay devices i Where these are used, thought should be given to achieving
consistent, reliable use by novices etc. Pre-use checks may be appropriate. A period of
practice for participants in a safe environment is likely to be necessary. Observation
has revealed thaafesd kealldyeyddeviacds still
supervision to achieve safe operation.

e Cowds Tai li Caefubthoeghtseeds to be given to the design of the elements,
selection and use of cowb6s tails to ensure
from any part of the course or elements

Sample Session Structure

1.

Operating procedures should clarify the protection systems to be used e.g. equipment,
nets, ropes, spotting etc.

There should be a policy on the content and presentation of a safety briefing. Participants
should be advised on what they can do to help ensure their own safety.

e It may not be appropriate for Instructors to deliver all relevant instructions in one
briefing.

Methods of protection must be explained and practised where necessary

¢ This will generally need to be explained to participants in some detail, and may need to
be practised, the safe use of cowbs tails
may need to be practised.

Full consideration must be given to any manual handling issues present (moving of large,
heavy equipment for example). These issues must be resolved by using approved
methods.

e The extent of this will be influenced by the age, fitness and prior experience of
participants individually and collectively. A policy of identifying the competence,
experience, special needs and physical and medical condition of the participants is
advised.

Instructors should attempt wherever possible to ensure guests remove all jewellery prior
to participating in activities. Guests that cannot or will not remove items of  jewellery that
pose a hazard to themselves or others for that activity, must not be allowed to participate.

The Instructor must ensure that they have gatheredin f or mat i on a b onedicalt h e
issues, size, ages and ability levels.

The instructor must give a brief description of the activity and what it will physically involve,
before checking that participants are fit to take part.

The I nstructor should check with the groupés
aims and objectives are for the activity.

The Instructor must be fully aware of the Providers Emergency Accident Procedure (EAP)
prior to starting the session.
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e Emergency action plan - This could be integrated with the scenario-based training
mentioned in OFirst Ai d o6 ofirclnde thés)as paift of aawo u | d
induction procedure. Consideration should be given to the safety of all participants,
spectators and not just those injured or immediately affected.

10. The Instructor must identify any guests with medical/special needs within the group and
ensure that appropriate, approved operating procedures are used.

e Certain activities may not be able to take place if the providers are not fully aware of
groups medical conditions

11. Where appropriate a warm up should be used prior to any physically demanding activity.

12. Good group control should be maintained at all times by using principles suchas il i ne of
sighto and effective communication.

13. The Instructor must be vigilant at all times and carry out a dynamic, ongoing risk
assessment to ensure the continued safety of the guests and themselves.

14. A policy for obtaining and interpreting weather forecasts may be needed. It must be clear
who is to do this, when it is to be done, and what action they will take for a range of
possible forecasts.

e These could include, but may not be limited to modification or selection of the elements;
modification of clothing, footwear or equipment; change of venue, cancellation and/or
return of payment. If the addition of an assistant Instructor is the response then there
must be a mechanism where -by suitable persons can be deployed in the given time
span, etc.

15. All safety equipment, safety procedures and guest behaviour should be monitored

throughout the session.

16. All accidents/incidents/near miss or medical issues should be logged or reported in the
appropriate way immediately after the session has ended.

17. Any equipment that is damaged must be taken out of use/ logged and reported

18. A First Aid kit must be readily available for each session; off site activities must have an off
site First Aid Kit.

19. Participants not directly participating must be clearly supervised where necessary

¢ Off-elements supervision - Participants not involved in an element may become harmed
in a variety of ways. For exaéptaen wantdeci pé
other elements.

Safety Guidelines/Special Restrictions
Fire risk -Because of the flammable nature of many sites, special consideration may need to be
given to a non-smoking policy.
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Facilities
The provider will need to ensure that the ground surface is appropriate. This will generally mean
free from sharp spikes or edges, and may include a specific surface material such as bark
chippings.

Orienteering
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE AND NATIONAL GOVERNING BODY
GUIDELEINES.

The activity is to be conducted in accordance with National Governing Body guidelines, or in
accordance with specific alternative advice received in writing from the National Governing
Body.

Staff Training and Qualifications
Recommended by the British Orienteering Federation

1. Activity centres and school grounds - Leaders should have a competent understanding of
orienteering, course planning and how to introduce the sport through correctly sequenced
and progressive exercises.

2. Local park or permanent course off-site - BOF Level 1 Award

3. Country parks and some forests - BOF Level 2 Award

4. Other areas - BOF Regional Coach Award

Note: complex, exposed or mountainous areas should be avoided except where benign
weather conditions or sufficient staffing expertise are present.

Ratios
1. Activity centres and school grounds 1:20 activity center 1:30 school grounds

2. Local park or permanent course 1:20 plus at least one other competent leader

3. Country parks and some forests 1:10 for competent participants 1:10 plus at least 2
competent staff for novices.

4. Other areas 1:10 plus at least 2 competent staff

Equipment (all levels of activity)
1. Map Should be of IOF standard where appropriate to the venue, up to date and suitably
weatherproofed.
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10.

Controls Even around centre/school grounds it is preferred that orienteering controls and
punches are used. They should be used in any forest or open area which does not have a
BOF approved course.

If using alternative markers, all participants should know exactly what they are looking for.
Controls should not be nailed to trees.

Compass These are essential when the use of safety bearings is considered necessary. All
participants should have one compass each. Note: It has been proven that even seven
year olds can use compasses for orientation.

Whistles All participants should have one plastic whistle each for off site activities and
know how they should be used (6 short blasts).

Watch One each, or if in pairs, one between two.

First Aid Should be kept at an appropriate point along with other accident responses
resources.

Personal Equipment Participants should wear clothing appropriate to the terrain. Footwear
should be sturdy with good tread. Equipment should not be carried on strings around the
neck.

Control description sheets Grid references of markers, description of marker points, points
available per marker, time started, time finished, time elapsed, cut-off time and retirement
procedure, names of group members and location of finishing desk.

Off Site Information In the possession of a responsible person should be: date, names,
numbers, instructor, leader(s), location, location/grid references of markers, copy of
course's estimated time of departure, estimated time of arrival, cut off time, contact in the
event of an emergency.

Sample Session Structure

The aim is to introduce young people to orienteering in a safe and controlled environment where
they can learn about mapwork skills.

All sessions should go through the following stages:

Planning The course must be suitable, with decision points, handrails, collecting and
catching features incorporated as appropriate. The session planning should include:
numbers, age, session duration, standard of participants, type of group, weather forecasts,
local hazards.

Preparation This should also be done before the session starts. Control markers must be
put out, maps pre-marked, control descriptions written out, compasses, whistles, first aid
kits and any other equipment should be collected together. Instructor Safety and Briefing
Sheets should also be prepared.
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Safety Guidelines/Special Restrictions

A qualified first aider and an appropriate response kit should be on hand in all circumstances.
Safety Briefing (ideally in writing and should include:)

1. Purpose of the exercise.

2. Cut off time and reporting back procedure - regardless of course completion.

3. Area and map familiarisation, including boundaries, dangerous areas, out of bounds, what
to do if lost (safety bearings).

4. Specific hazards e.g. eye care in low branched trees, steep descents at speed, slippery
rock.

5. First aid and emergency procedures and equipment check.

6. Country Code and ethical behaviour reminder.

7. Systematic pre-planned search procedure.

General

1. The organiser should produce its own safety guidelines based on the nature of the area in
use. These should be in writing and fully understood by all staff and participants. It is the
duty of the organizer to provide adequate equipment and qualified staff.

2. The activity should be properly planned and structured.

3. The activity should be planned with due consideration for the weather conditions and the
ability and preparedness of the group.

4. The staffing ratio should be sufficient to give meaningful help to those in difficulties.

5. Younger children, beginners and those with special needs will need extra supervision.

6. Beginners/young children worried about people or situations should be sent in pairs.

7. Participants should not be sent out on a long course.

8. The start and finish should be manned at all times during the activity.
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Plastic Slope Skiing
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

This activity will invariably be sub-contracted out to commercial operators. The English Ski
Council (ESC) will be issuing a Code of Practice, but until then that organisation only gives the
following general advice and guidelines on operating standards.

Staff Training and Qualifications

1. For instructing beginners, the ESC recommends its Club Instructor award. However, a ski
centre may run its own in-house training which is recognised, if based on this award or the
British Association of Ski Instructors (BASI) equivalent.

2. The Artificial Ski Slope Instructor's award is also a recognised qualification.

3. Ski technicians adjusting and maintaining equipment should have attended a training
course run by an outside agent, such as the Salomon Rental Technicians' course, or
similar.

Ratios
1: 12 is a recommended maximum, but 1 : 16 is acceptable if the ski centre management
deems the situation appropriate.

Equipment
Skis

1. Should be continuous edge skis in good condition.

2. Should be an appropriate length for the size, weight and standard of the participant.
Bindings

1. These should be checked and adjusted for the individual participant before every session

by an appropriately qualified ski technician.

2. The releases should always be checked before the session starts, by the participant
attempting to release his/her boots out of the skis in each direction.

3. Should not be set too heavily.
4. The instructor should not adjust ski bindings on the slope.

Poles
1. Poles should be in good condition, complete with baskets and handles, but no straps.

2. Ski poles ends should be blunted.
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Boots
1. These should be of the clip variety. There should be no clips missing and the boots should
be in good condition with strong ankle support.

2. The soles should not display excessive wear, which would be evident by the wearing away
of the soles and heels.

Protective Clothing

It is essential that the body other is fully covered apart from the face. This means long trousers
and as a minimum, long sleeves and two layers of clothing on the arms are strongly
recommended.

Gloves
Participants must wear gloves. Ideally these should be of the mitt variety.

Sample Session Structure
1. The instructor should explain all necessary safety rules relating to the activity and the
location.

2. The session should be pitched at a level appropriate to the participants' standard.

Safety Guidelines/Special Restrictions
1. The slope should be in good condition and have no leading edges protruding and should
be free of any hard, sharp or dangerous objects.

2. The run-out area of the slope at the bottom should be sufficient to enable people to stop safely.
3. The slope must have suitable side barriers to prevent skiers toppling over.
4.  Non-participants must not be allowed on the slope.

5. The instructor should check that all clips on boots are properly fastened and that all
participants have appropriate clothing. They should not be allowed to ski without.

6. Skiers must ski at appropriate speeds for the numbers using the slope.
7. Skiers coming from uphill must always give way to those skiers below them.

8. Before setting off, skiers should always check uphill to make sure that they will not ski into
the path of a descending skier.

9. Participants should not fool around with ski sticks.
10. First aid facilities should be available at the ski centre.
11. Instructors must know what procedures to follow in the event of an emergency.

12. Food and drink should not be consumed on the slope.
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Pony Trekking/Horse Riding

THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE AND NATIONAL GOVERNING BODY
GUIDELINES.

The activity is to be conducted in accordance with National Governing Body guidelines, or in
accordance with specific alternative advice received in writing from National Governing Bodies.

Staff Training and Qualifications

All establishments must be registered with the Local Authority, which will stipulate its own
minimum qualifications, taking account of guidelines laid down by the British Horse Society,
Wales Trekking and Riding Association, or similar.

Ratios
1. 1:6 for fast hacks which will include a proportion of cantering and jumping.

2. 1:7 for other hacks which will be mostly trotting but some cantering.

3. 1:8forslow hacks and trekking mostly at a walk, but may include some trotting.

4. Numbers can only be increased where the proprietor/person in overall charge is personally
satisfied that it is safe to do so.

5. The total number on any ride must not exceed 24 riders.

Equipment
1. Saddlery must be clean, sound, supple, well-fitting and secure and checked for damage

daily where used on a daily basis.

2. All riders (including instructors) must wear well fitting hard hats to the BS EN 1384
standard. Note that this supersedes the previous BS standards 4472 and 6473.

3. Footwear must have a smooth sole back to a sharply defined heel to prevent the foot
sliding through the stirrup. Note: It is the proprietor's legal responsibility to ensure that hard
hats conform to the standard above (Health & Safety At Work Act 1974).

Sample Session Structure
1. The instructor must assess the ability of the riders by discussion followed by observation of
practical performance if necessary.

2. The instructor must make it clear that he/she is in charge.
3. The instructor should explain all safety rules - particularly if road work is involved.
4. The instructor should explain what the group will be doing in the session.

5. Nothing must be attempted which is beyond the capabilities of the least able rider.
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Safety Guidelines/Special Restrictions

1. Allrides leaving an establishment must be well organised and well mounted.

2. The proprietor/resident manager is responsible for ensuring that instructors allocated to a
particular ride are competent to supervise that ride according to the ability and experience
of the riders involved and the horses/ponies used.

3. Hard hats (as above) must be worn at all times.

4. Mounts must be sound and suitable for the rider's competence. The allocating Instructor
must know the characteristics of the mounts and their ability to carry weight.

5. Mounts must be checked for their soundness on the day: from lameness, saddle sores and
girth galls. The state of the shoes should be checked each day.

6. There should be a well mannered mount with a competent rider front and rear.

7. On slow hacks and treks, instructors must patrol the ride and help all riders.

8. The ride must not deviate from the permitted route.

9. Instructors must know how to deal with casualties to mounts or riders and under what
circumstances it is safe to proceed after first aid.

10. Instructors should always carry a first aid kit and money for the telephone.

11. Proprietors must comply with the provisions of The Health & Safety At Work Act 1974 and
any subsequent updates when supplying kit or equipment for riders.

Raft Building

THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE.

Staff Training and Qualifications

1.

The person in overall charge of this activity should be endorsed by the Providers Technical
Adviser, this will be an appropriately qualified RYA/BCU Coach

e Technical Advisors will generally have to satisfy each of the following 4 criteria.

They must:
a) Have a proven level of technical competence in the activity
b) Have a good knowledge of the venues to be used.

c) Have access to, or knowledge of, the instructors concerned.
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d) Have sufficient experience in the activity and maturity to make suitably sound
judgements.

2. The session leader must have been assessed as competent by the person in charge of the
activity at the Centre.

3.  Where assistants are used in addition to the session leader, their competence and role
must be clearly defined.

e Training - Providers should ensure that Instructors are equipped with the skills
necessary to deal with any reasonably foreseeable and relevant occurrences during the
activity. This should include at least some practical incident and accident scenarios and
responses, including evacuating individuals and the whole group from the water.
Details of the training should be retained on file.

¢ Qualification - A system of identifying and verifying the required competence of leaders
and assistants must be available. A process of ratification by one or more suitably
experienced and qualified person(s) should be evident. It may be necessary to
det er mi ne ¢ sfust priaciplese \Wheré rescoe craft are identified as being
necessary for the operating environment
demonstrated in a range of conditions

e Each Instructor must have a statement of competence completed by the person in
charge of this activity at the centre.

Ratios

Providers must have a policy on ratios, maximum group size, use of Assistants, etc. This should
take account of group management difficulties on particular elements, or with particular client
groups etc.

¢ The Providers must have confirmed this policy with their Technical Advisor

Equipment/Clothing
1. A First Aid kit must be readily available for each session; off site activities must have an off
site First Aid Kit.

2. Participants and Instructors must wear appropriate clothing for the prevailing condition.

3. Suitable Footwear must be worn when operating outdoors (No Wellington boots and Flip
flops)

4. CEN Approved Buoyancy Aids or Life Jackets (technical advisor to determine which is to
be used) must be worn by all participants/Instructors upon entering the water. These
should be subject to period checks as determined by the Technical Advisor

5. Where the technical advisor has determined that it is necessary for participants and
Instructors to wear helmets, they mustbe 6 f i t f or purposed and
appropriate time.

6. Barrels/Spars/Poles etc must be in a suitable condition as to no create any hazards for the
participants.
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7. Where deemed necessary by the Technical Advisor an appropriate rescue craft will be
provided. Instructors must be trained and assessed in the use of the craft.

¢ Principles outlined in Section 1 will apply

Sample Session Structure

1. A policy for obtaining and interpreting weather forecasts may be needed. It must be clear
who is to do this, when it is to be done, and what action they will take for a range of
possible conditions e.g. wind level cut offs by suitably qualified or experienced senior staff.

e These could include, but may not be limited to modification or selection of the elements;
modification of clothing, footwear or equipment; change of venue, cancellation and/or
return of payment. If the addition of an assistant Instructor is the response then there
must be a mechanism where -by suitable persons can be deployed in the given time
span, etc.

2. Inspect venue for debris, and look at general water quality.

3. There should be a policy on the content and presentation of a safety briefing. The safety
briefing must include: what to do in the event of a capsize (swim away from raft and signal
instructor that you are in the water), Rules on splashing with paddles and how to correctly
mount the raft.

4. Instructors should attempt wherever possible to ensure guests remove all jewellery prior to
participating in activities. Guests that cannot or will not remove items of jewellery that pose
a hazard to themselves or others for that activity, must not be allowed to participate.

5 The I nstructor must ensure that they have gath
issues, size, ages and ability levels. The instructor must give a brief description of the
activity and what it will physically involve, before checking that participants are fit to take
part.

6. Participants should be advised on what they can do to help ensure their own safety.

7. Full consideration must be given to any manual handling issues present (moving of large,
heavy equipment for example). These issues must be resolved by using approved
methods.

e The extent of this will be influenced by the age, fitness and prior experience of
participants individually and collectively. A policy of identifying the competence,
experience, special needs and physical and medical condition of the participants is
advised.

8. Where appropriate a warm up should be used prior to any physically demanding activity.
9. All PPE should be checked prior to anyone going afloat
10. Care must be taken when moving the raft on land, and when launching.

11. Depending on the environment it may be relevant to check the Raft to see if it will float.
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12. All participants must be made aware of the designated operating area.

13. Instructor to be constantly aware of entrapment issues and Hypothermia issues if guests
are in the water for an extended period of time

14. The Instructor must be fully aware of the Providers Emergency Accident Procedure (EAP)
prior to starting the session. This must include a procedure for evacuating individuals and
the whole group from the water.

e Emergency action plan - This could be integrated with the scenario-based training
mentioned in O6First Aidé (abovadés)as pait of awo u |l d
induction procedure. Consideration should be given to the safety of all participants,
spectators and not just those injured or immediately affected.

15. Good group control should be maintained at all times by using principles suchas il i ne of

sighto and effective communication.

16. The Instructor must be vigilant at all times and carry out a dynamic, ongoing risk
assessment to ensure the continued safety of the guests and themselves.

17. All safety equipment, safety procedures and guest behaviour should be monitored
throughout the session.

18. All accidents/incidents/near miss or medical issues should be logged or reported in the
appropriate way immediately after the session has ended.

19. Any equipment that is damaged must be taken out of use/ logged and reported
20. Participants not directly participating must be clearly supervised where necessary

21. Participants must be briefed/supervised at the end of the session, particular attention
should be given to manual handling and the possible effects of inclement weather

Facilities
An obvious launch point suited to repeated launching of rafts (both for the rafts, Participants and
the environment)

Swimming
THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE AND NATIONAL GOVERNING BODY
GUIDELINES.

The activity is to be conducted in accordance with National Governing Body guidelines, or in
accordance with specific alternative advice received in writing from National Governing Bodies.
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Staff Training and Qualifications
1. Minimum staff qualifications for the senior lifeguard in charge:

e Enclosed swimming pool environment: Current RLSS National Pool Lifeguard
gualification or STA National Aquatic Rescue Standard.

e Open water (e.g. beach) situations: Current RLSS National Beach Lifeguard
gualification

2. Other qualifications offered by the RLSS, ASA, SASA, WASA and STA are acceptable and
recommended for additional supervisory staff.

3.  Where non-qualified staff are present during swimming sessions, they should function
under the direct on-site supervision of a qualified member of staff.

4. In the case of visiting "groups”, there may be a situation in which visiting group leaders
accept full responsibility for the supervision of a group within a swimming pool, and
members of staff will not be present during these sessions. This must be formally agreed in
writing.

5. Supervisory staff should be involved in regular training sessions which include observation
skills, practical rescue skills which would otherwise be used only in an emergency, and the
use of specialist equipment.

Ratios

As a starting point for pool operatorsé consider
minimum numbers of lifeguards for certain standard sizes of rectangular pools, when used for
unprogrammed swimming and without the use of diving boards or other special equipment.

However, further consideration will need to be given to increasing the numbers of lifeguards on

duty if special features are available or in operation. Fewer lifeguards may be required during
lane/fitness swimming because of the higher competence level of swimmers.

Lifeguard numbers: basic guideline

Approximate pool Area: mz2 Minimum Recommended minimum
size:m number of number of lifeguards in busy
lifequards conditions
20.0x 8.5 170 1 2
25.0x 8.5 212 1 2
25.0x10.0 250 1 2
25.0x12.5 312 2 2
33.3x12.5 416 2 3
50.0 x 20.0 1000 4 6

1. Where only one lifeguard is on duty at the poolside there should be adequate means, such
as an alarm or some form of bleeper, of summoning assistance rapidly to the pool area.
This is essential where a single lifeguard is involved in an in-water rescue. The remaining
bathers are no longer supervised until backup lifeguards/staff arrive and the recovery of a
casualty from the water often requires at least two people.
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2. The figures in the fourth column are the recommended minimum whenever loading
approaches pool maximum capacity.

3. For irregular shaped pools, including many leisure pools, the figures in the second column
of the table, related to the water area, may be a useful starting point.

4. In 50-metre pools where the width is 16 m or more, visibility through the water becomes a
problem. In determining the number of lifeguards and their positioning, tests to check
visibility should be made.

Additional lifequards may be required to cover all areas of water, including any which are
physically separate, or Ohiddendé by feature

Fewer lifeguards may be required where a pool contains water of only 1 m or less in depth.
Conversely, the presence of water deeper than 2 m, or unusually extensive areas of deep
water, may require additional supervision.

Equipment
1. Rescue Equipment - Appropriate rescue equipment should be readily available and in good
repair.

2. Play Equipment - Floating play structures should be used with care so that bathers are not
trapped underneath. Larger structures should be tethered to prevent them moving in the
pool. The means of anchorage should not be a hazard to bathers.

3. All floating equipment should be carefully positioned so that bathers cannot fall from the
equipment to the poolside or strike the pool edge. The equipment should be in sufficiently
deep water, so that a bather who falls off will not be injured by striking the pool bottom.

Sample Session Structure
1. Chil dr en 6 s- ESablsts swimmgng ability of all participants either by practical
evaluation or written records.

2. Check rescue equipment is present and in good working order.

3. Instruct children to use any toilets, footbaths or showers provided, prior to the session.

4. Explain safety rules to all participants. These should include a statement about the dangers
of running along the edge of the pool, diving and jumping restrictions and any other specific
hazards or instructions.

Safety Guidelines/Special Restrictions
1. The 1999 publication "Managing health and safety in swimming pools" should be used by
Members to ensure their compliance with HSC guidelines (ISBN 0-7176-1388-7).

2. Depth Signs - Should indicate the shallow and deep ends, and be clearly visible from all
parts of the pool area. Sudden changes in depth should be indicated by signs clearly
visible from all parts of the pool area.
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10.

11.

12.

13.

Projections - There should not be any sharp edges or projections which could cause injury.

Openings - Openings, recesses, ledges or grab rails should not be a hazard to bathers in
the pool or those jumping in from the sides.

Inlets - Sumps, inlets or outlets of the pool water circulation system should have suitable
protective covers/grilles.

Access - There should be reasonable and appropriate measures (physical barriers or
supervision) being taken to prevent unauthorised access to the pool when it is intended to
be out of use.

Water Clarity - The clarity of the water should be constantly monitored.
Alarms - There should be an adequate means of summoning outside help.
Pool Safety Operating Procedure (PSOP)

The pool must have a written Pool Safety Operating Procedure, which consists of the
Normal Operating Plan (NOP) and the Emergency Action Plan (EAP), for the pool,
changing facilities and associated plant and equipment. The HSC allows for the plans to be
kept as written documents or electronically, provided that staff have access to them and
they are available for inspection by any enforcing authority.

Staff must not only be aware of the PSOP, NOP and EAP, they should be instructed and
trained in accordance with their content.

The NOP should set out the way a pool operates on a day-to-day basis. It should detail the
layout, manner of use, user group characteristics and any hazards or activity-related risks.
The EAP should give specific instructions on the action to be taken, by all staff, in the event
of an emergency. (See below for a more detailed treatment of the content of the NOP and
EAP).

Supervisory Duties - Supervisors must undertake the following key tasks:

a) Maintain concentrated observation of the pool users in order to anticipate problems
and to identify an emergency quickly

b) Supervise pool equipment

c) Carry out rescues and initiate other emergency action, as and when necessary
d) Give immediate first aid, in the event of injury to a bather, or other emergency
e) Communicate with bathers to achieve the above tasks

f) At least one supervisor should be constantly out of the water, and located in a
position from which they can continuously observe and quickly assist any bather.
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14. Diving - Diving should not be permitted in water that has a depth of less than 1.5 metres. In
depths of greater than 1.5 metres, only racing/plunge type dives with flat entries should be
permitted in anything other than specifically constructed diving pools.

Pool Safety Operating Procedures (PSOP)
1. Normal Operating Plan (NOP)

a)

b)

c)

d)

e)

f)

9)

h)

)

Details of the pool(s) - dimensions and depths, features and equipment and a plan
of the building. The plan a of the building may include positions of pool alarms, fire
alarms, emergency exit routes and any other relevant information.

Potential risk - an appreciation of the main hazards and of users particularly at risk
is required before safe operating procedures can be identified.

Dealing with the public - arrangements for communicating safety messages to
customers, customer care, poolside rules for he public and for lifeguards,
controlling access.

Lifeguard's duties and responsibilities and special supervision requirements for
equipment, etc; lifeguard training; and numbers of lifeguards for particular
activities.

Systems of work including lines of supervision, call-out procedures, work rotation
and maximum poolside working times.

Operational systems - controlling access to a pool or pools intended to be out of
use including the safe use of pool covers.

Detailed work instruction including pool cleaning procedures, safe setting up and
checking of equipment, diving procedures and setting up the pool for galas.

First aid supplies and training, including equipment required, its location,
arrangements for checking it, first aiders, first aid training and disposal of sharps.

Details of alarm systems and any emergency equipment, maintenance
arrangements - all alarm systems and emergency equipment provided, including
operation, location, action to be taken on hearing the alarm, testing arrangements
and maintenance.

Conditions of hire to outside organisations.

2.  Emergency Action Plan (EAP)

Action to be taken in the event of a foreseeable emergency, for example:

a)

b)

overcrowding

disorderly behaviour (including violence to staff)

www.baha.org.uk



BAHA Code of Practice 2010 Page 109 of 144

c) lack of water clarity

d) outbreak of fire (or sounding of the alarm to evacuate the building)
e) bomb threat

f) lighting failure

0) structural failure

h) emission of toxic gases

i) serious injury to a bather

)] discovery of a casualty in the water.

Canoeing in Swimming Pools
Please see guidance on canoeing (Page 51) for details.

Trampolining

THIS IS NOT A STAND-ALONE DOCUMENT. IT MUST BE READ IN CONJUNCTION WITH
THE CURRENT BAHA CODE OF PRACTICE AND NATIONAL GOVERNING BODY
GUIDELINES.

The activity is to be conducted in accordance with National Governing Body guidelines, or in
accordance with specific alternative advice received in writing from the National Governing
Body or a Senior Club Coach.

Staff Training and Qualifications
1. The person in overall charge of trampolining at a centre should be a BGA Level 2 Coach.

2.  Minimum qualification to supervise or instruct a trampolining session is BGA Level 1
Coach.

3. Alternatively an in-house scheme endorsed by a Senior Club Coach with external
assessment of candidates is acceptable.

Ratios
1. Staff/pupilratio1: 2

2. Staff/group size 1: 15

Equipment
1. Rollerstands should have freely swivelling hooks and working wheels/castors.

www.baha.org.uk



BAHA Code of Practice 2010 Page 110 of 144

10.

All allen screws on leg braces, chains and joints must be secure.

All six frame pads must be fixed in place around the side of the trampoline with no tears or
thin areas, no missing clips or unprotected areas. There should be extra springs or cables
under corners of pads.

The outer frame must not be bowed or the hinges worn or uneven.

The anchor bars on both bed and frame must not be worn excessively from the hooks of
the cables or springs.

Springs or cables are of the same length and of even tension with all hooks pointing
downwards.

There are no tears or thin areas in the bed.

There are no breaks or loose stitching in the webbing.

There should not be uneven tension in the bed (measured by straightness of red lines on
bed).

Bed tension must not be too high, due to bed shrinkage.

Sample Session Structure

1.

All equipment must be checked before the session in accordance with the guidelines
above.

The Coach should assume that participants have little or no knowledge of trampolining.

All safety guidelines must be explained and/or demonstrated before any bouncing
commences.

Provided the Coach introduces participants to each manoeuvre on a progressive basis,
with due regard to individual ability, the session structure is at the Coach's discretion.

Safety Guidelines/Special Restrictions

Facilities

1.

The trampoline should be sited away from overhead projections, walls and protruding
structures.

The floor should be flat, level and strong.
The trampoline should be protected from outside influences (e.g. balls, shuttlecocks, etc.).
Light from windows should not dazzle the trampolinists.

The hall should be at least 5 metres/16 feet high.

www.baha.org.uk



BAHA Code of Practice 2010 Page 111 of 144

It must be possible to lock the trampoline away from the working area or for the frame to be
chained to prevent unauthorised use.

Roller stands be put well away from the trampoline.

The trampoline must be erected and folded by at least 2 strong trained people.

If the trampoline is damaged in any way it must be taken out of service until repaired by the
manufacturer or an approved agent.

Participants

1.

10.

11.

12.

13.

14.

15.

Trampolining must only take place when supervised by the Coach.
Pupils should not take part after illness unless passed as fit to do so by the Coach.

Clothing should be of a suitable type i.e. close fitting sports clothes with no baggy or loose
bits that could snag.

Trampolining shoes or socks must be worn at all times.

No jewellery which could catch the trampoline i.e. watches, chains, rings, earrings.
Long hair tied back and nails trimmed.

No food or other items on or around the trampoline.

At least four trained spotters of a suitable physical size should be in position around the
trampoline whenever someone is bouncing or safety landing mattresses around the
perimeter of the trampoline. If using the latter, it is the operator's responsibility to check
suitability with the British Trampolining Federation.

No-one should sit on the frame pads while the trampoline is being used.
Participants should bounce for a maximum of one minute at a time.
Double bouncing must be authorised by the Coach.

No new skills should be attempted without permission from the Coach and suitable
progressions.

Somersaulting must not be attempted without the Coach's permission.

An overhead support rig must not be used without checking the secure attachment of the
ropes, the swivels, the buckles and the ability to support the weight of the pull.

All participants not bouncing must either be spotting or watching the performer, not
wandering around.
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16. The supervising Coach must know what procedure to follow in the event of an emergency.

AALA Collective Interpretations

A Licensing Authority Collective Interpretation is a document produced by the Licensing
Authority intended primarily for internal use within the Licensing Authority to assist
understanding and consistency; as such they are not primarily intended for public distribution.
Collective Interpretations may be useful to help members in the safe operation of this further list

of activities/situations:

¢ Collective Interpretation 6.01 i Sheltered Water

e Collective Interpretation 6.02 7 First Aid

¢ Collective Interpretation 6.03 i Definition of Gorge Walking

e Collective Interpretation 6.04 7 Keel Boats

¢ Collective Interpretation 6.05 7 Ropes Courses

¢ Collective Interpretation 6.06 i Combined Water/Rock Activities

e Collective Interpretation 6.07 i Grade | Water

¢ Collective Interpretation 6.08 i Improvised Raft Building

¢ Collective Interpretation 6.09 i Dragon Boating with Young People

o Collective Interpretation 6.10 T Rescue Boat Competence and Qualifications

¢ Collective Interpretation 6.11 7 Pony Trekking Qualifications

¢ Collective Interpretation 6.12 i Off Road Cycling (Adobe PDF)

¢ Collective Interpretation 6.13 7 Emergency Action Plans

¢ Collective Interpretation 6.14 i Snorkelling

¢ Collective Interpretation 6.15 7 Cat amar an
similar

Sur f Style Rescue

¢ Collective Interpretation 6.16 7 Observations and discussions on team and peer
belaying in climbing and climbing related activities, by licensed providers

For full details access www.aals.org.uk. Go t o 06 Gui
and Interpretaton 6, t hen &6 Coll ecti ve

dance and Advicebod,
I nterpretationsd
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APPENDIX 8 TRAVEL TO/FROM A MEMBER CENTRE

Where travel to and from the centre is included in the arrangements sold to the customers, the
member is responsible for the satisfactory fulfilment of these arrangements. Members must
therefore follow these procedures, which are shared with the School Travel Forum. Written prior
approval by the STF in the current year will secure exemption from BAHA inspection of this
element.

UK Coaches
1. Members will:

o For all coach operators, prior to use for the first time, obtain a copy of their operating
licence together with their motor vehicle and public liability insurance. Members will
endeavour to select coach operators who belong to recognised industry bodies such as
the Confederation of Passenger Transport (CPT), Guild of British Coach Operators or
are Coach Marque accredited operators.

e Ensure all coach companies used sign a coach contract in which they confirm that they
comply with all national, local, trade and other laws, regulations, rules and codes of
practice. Thi s contract should also stipulate a set
hours, driver vetting, insurance cover and vehicle age.

2. In addition, members shall establish and maintain a list of UK coach operators that they
use regularly or anticipate using more than 5
and:

e Obtain on an annual basis and keep on record a copy of the operating licence, motor
vehicle and liability insurance.

¢ Inspect the coach operator prior to using them for the first time and thereafter at least
every 3 years. The inspection wil.l use t hlatenBA#MA O6co
minimum.

¢ Maintain a schedule of the audit status of coach operators and review it on an annual
basis.

¢ Ensure that their drivers have no material criminal record or detrimental employment
record.

3. Membersé policy documents must clearly state t
be able to provide a coach oper attohecksfitrwoudd t hei r
carry out in these circumstances.

Non-UK Coaches

1. Members will ensure that all coach companies used complete a coach contract for non-UK
operators in which they will confirm that they comply with all applicable national, local,
trade or other laws, regulations, rules and codes of practice. This contract should also
stipulate a set of safety standards regarding
and vehicle age to which the coach company must agree prior to usage by the member.
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2. Non-UK coach companies that are contracted directly by the member which will be used,
or it is anticipated that they will be used, more than 10 times in any one year will:

e Be audited every 3years. The inspection wil!/| us éseetnédxe STF
page) as a minimum.

e Obtain on an annual basis, and keep on record, a copy of the operating licence, motor
vehicle and liability insurance.

3. Airlines - Flights from Britain are regulated by the Department of Transport and the Civil
Aviation Authority. Flights originating in other jurisdictions are governed by the laws and
regulations of the country in question. It is not felt that members can take any further
measures.

4. Rail Transportation - All rail transport is regulated nationally. It is not felt that members can
take any further measures.

5. Ferry and Eurotunnel - All ferries (and Eurotunnel) are regulated nationally. For major
British ferry companies used, members shall check on an annual basis that levels of on
board safety are being maintained and a record of such discussions will be kept.

6. Public Transport - All public transport is regulated nationally. It is not felt that members can
take any further measures.

BAHA COACH OPERATOR AUDIT: CORE QUESTIONS

The following core questions form part of the BAHA Code of Practice and shall be incorporated

in each memberdés Health and Safety measur e-s. The
based approach to assessing risk. Members are at liberty to add extra questions or adopt any

style.

Satisfactory answers should be sought on all these points. For minor discrepancies,
observations together with recommended action and time scales should be discussed with the
coach operator.

1. Contact Details
¢ Members shall establish full contact details including the name of the person(s)

responsible for health and safety.

2. Certification and Trade Affiliation

o Detail holder(s) of Certificate of Professional Competence

e Number , type (standard or international) and
copy)

¢ |Is company affiliated to CPT, Coach Marque, Guild of British Coach Operators or other
(qualify)?

3. Insurance
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e Has copy of vehicle insurance, including public liability section, been obtained?

4. Regulations and Drivers

¢ How often are driversodé PCV |Ilicences checked?
e Are all drivers either CRB or Scottish CRO checked?

e For coach companies outside England, Wales or Scotland please check what
alternative vetting is undertaken?

o Are references requested for all new drivers and are these checked?

e How do they check out the experience of new drivers?

e Are all drivers aware and comply with all dri
e What driver training is given?

¢ Are all coaches fitted with hands-free mobile phones (that work in Europe where
relevant)?

¢ Are seatbelts fitted to all seats on all vehicles? (Not applicable for non-UK operators
currently)

¢ Do all coaches to be used comply with R66 rollover protection?

5. Tachographs

e What system do they use for checking tachographs?

6. Operator History and Maintenance

¢ Have they had any immediate or delayed prohibitions in the past 12 months?

e |l s maintenance carried out Ainternallydo or co
¢ Is there evidence that a maintenance system is in place?

¢ |s there evidence that the maintenance system is followed?

7. Breakdown Recovery

¢ Inthe event of a breakdown, what cover do you have to deal with the problem?

¢ What financial facility do the drivers have available whilst on tour?
8. Sample Coach Inspection
Part of the audit process must include the inspection of a sample vehicle. The core questions
shall include:

e Coach registration, make and type

e Are emergency exits fitted, marked, alarmed and are hammers in place to break glass
where necessary?
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Is a clearly marked first aid kit and fire extinguisher in place? Is the extinguisher

¢ Comment on the overall condition of the vehicle

¢ |s avalid tax disk displayed?
e | s the Operatoréos

9. Sign Off

o Name of inspector and date of audit

Licence displayed and
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APPENDIX 9 VISITS AND EXCURSIONS

Members will use reasonable endeavours to obtain from providers of visits and excursions that
are included in arrangements sold to customers the following details:

1. Evidence that health and safety has been evaluated.

2. An outline of any potential remaining risks which the provider wishes to bring to the
attention of school and youth groups.

3.  Members should use following Core Questions, which form part of the BAHA Code of
Practice, to assess the risks of any visits and excursions.

We recommend that this information is obtained by way of a fax to the supplier, who should be
asked to reply within 7 days.

e Contact details

¢ Does the attraction comply with all local and national standards?

e Does the attraction require an operatords

e s any safety equipment required? (If yes, find out what is needed and what is
provided)

¢ Does the attraction have liability insurance? (If yes, obtain a copy)
o Does the attraction have a fire certificate? (If yes, obtain a copy)

e Does the attraction have a health and safety policy or has it carried out risk
assessments? (If yes, obtain copies/statement of compliance)

o Are there any other health and safety matters to bring to the attention of educational or
other groups? (If so, provide details)

e Get the proprietor/manager to sign and date the response

The procedures are shared with the School Travel Forum, but exemptions are only possible
where a memberd6s assessment of the same venue
year.

Please see guidelines on group control, on EXCURSIONS/TRIPS OUT on Page 66.
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APPENDIX 10 BAHA INSPECTION CHECKLIST

To be read i n conjunction wi t h current editi o
IMPORTANT Members are required to carry out their own self-assessment, using this

checklist, prior to a BAHA inspection. This must then be available for discussion with the

inspector. Failure to do so will incur a penalty charge of £50 + VAT

1. Essential Details

Organisation:

Site Address:

Date of Inspection: Date of Previous Inspection:

Name of Inspector:

Name of Person Accompanying Inspector:

2. Customer Care

Evidence must be available that participants are given:

2.1 Fair and accurate descriptions of the amenities and facilities
available.

2.2 Indication of the possibility that the programme may change due
to extenuating circumstances.

2.3 Details of pre-entry requirements for activities

2.4 Details of any special clothing, equipment, bedding or rules that
may apply.

2.5 Clear statement of charges and additional costs, indicating
whether VAT is included. VAT content need not be shown for
overseas holidays/courses.

2.6 Opportunity to advise of special medical conditions/ disabilities/
dietary needs.

3. Activity Management and Staffing

3.1 Documented evidence of risk assessment of all aspects of
operations.

3.2 Written local operating procedures for each activity, defining
the competencies qualifications and/or experience required of
instructional staff and chief instructor.
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3.3

List of staff with qualifications and responsibilities available for
inspection by the public.

3.4

Confirmation that enhanced level CRB checks have been
applied for on all British staff and all reasonable steps have
been taken to check on relevant criminal history of others.

3.5

Confirmation that List 99 checks have been carried out on any
British staff awaiting CRB clearance.

3.6

Written/diagrammatic evidence of authority and chain of
responsibility for each programme/activity.

3.7

Written procedures for accidents, emergencies and major
serious injuries.

3.8

Suitable information/procedures in place for contacting schools
and/or guest/staff next of kin in an emergency

3.9

Staff/participant ratios complied with.

3.10

Confirmation that
i) senior staff competence/suitability has been checked.
i) new staff undertake an interview/probationary process

3.11

Confirmation that Two satisfactory written references received
for all on-site staff.

3.12

At least one member of the management team aged 21 yrs
minimum on site.

3.13

All contact staff (excluding assistants) to be at least 18 yrs old.

3.14

Written records of induction, training and monitoring of each
member of staff should be current and held at the centre they
are working at.

3.15

The member 6s staff 6i nducti or

BAHA Introductory Training Standards and full written details
must be available for inspection.

3.16

Where the site uses third-party activity providers, the site holds
up-to-date copies of their licenses and/or accreditation.
Otherwise need to see qualifications, risk assessments and
operating procedures and have checked them for compliance
with BAHA minimum standards.

3.17

Members must hold copies of NGB Qualifications, ISA / CRB
and Insurance for all Technical Advisors (*NEW 2010)

3.18

For overseas centres, member ensures facility for
communication in local languages by
i) Employing someone who speaks local language
or

ii) Practical alternative in place
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4. Participantsé Welfare

4.1 Clear definition of responsibility for supervision and welfare of
participants under 18 yrs old.

4.2 Appropriate and responsible adult(s) resident in all permanent
sleeping accommodation while it is utilised. (Where chalet,
caravan or tented accommodation is utilized adults must be
resident in close proximity if not in the same unit)

4.3 Details of medical conditions, special needs, learning difficulties
and behavioural problems of participants available and used on
site.

4.4 Company and centre Safety Policy Statement, including
clarification of arrangements where sites are shared with the
public.

5. Facilities

5.1 All centre vehicles/local transport must be in roadworthy
condition and meet all the requirements of the law. Centre must
hold contracts for any locally hired coaches or minibuses,
confirming vehicles are taxed and insured, with MOT certificate
(if appropriate), and drivers qualifications.

5.2 Fire extinguisher and first aid kit in vehicles carrying customers.

53 PCV Operator 6s Licence or S
carrying more than 8 passengers.

5.4 Sufficient equipment available for all activities which must be in
safe and sound condition, appropriate, correctly sized and fit for
the purpose intended. All equipment must fit relevant National
Standards

5.5 Equipment log book showing details of checks.

6. Accommodation Standards

6.1 Adequate storage for clothes, rucksacks and other outdoor
equipment.

6.2 One washbasin with hot and cold water and mirror for every 10
participants (15 on campsites) within a close proximity to the
sleeping areas.

6.3 Adequate heating, except tents.

6.4 At least one external window in sleeping areas, except tents.

6.5 Upstairs windows are fitted with locks, stays or barriers to
prevent falls.

6.6 Adequate lighting in sleeping areas, except tents.

6.7 Opaque blinds, curtains, or similar, in bathroom areas and in
bedrooms, except tents.

6.8 Adequate luggage storage.

www.baha.org.uk




BAHA Code of Practice 2010

Page 121 of 144

6.9 Separate room for storage of special clothing and equipment.

6.10 Provision for drying clothes.

6.11 Secure storage for valuables.

6.12 Shower or bath with hot and cold water:
1: 15 guests indoors.
1: 25 guests on campsites

6.13 WoCs close to sleeping areas:
1:10 guests indoors.
1: 20 guests on campsites

6.14 Where a 75 cm/30 i nch gap bet ween
possible, members must be able to demonstrate compliance
with relevant fire legislation through an active risk assessment
process

6.15 Evidence of compliance with ACOP L8 Control of Legionella
(*NEW 2010)

7. Non- Residential Centres

7.1

At least one WC for 20 guests, with hand washing facilities

8. Fire Prevention/Food Hygiene

8.1 Fire risk assessments have been carried out or evidence that
Fire Officerb6s advice has beery

8.2 Fire Drill Log Book giving details of Fire Drills or fire procedure
walk through which should be carried out before the first
overnight stay of the guests.

8.3 There must be an adequate number of fire exits; they must be
clear, accessible and visibly signed, on all sleeping floors.

8.4 Where tented accommodation is provided, canvas must comply
with BS7837/BS5438 or local equivalent regarding flame
retardancy.

8.5 Non-Residential Centres to demonstrate compliance with
relevant fire legislation through an active risk assessment
process.

8.6 Evidence that food safety legislation is being complied with e.g.

EHO visits, staff training records, food hygiene certificates
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9. First Aid

9.1 Centre has a risk assessment which identifies the level and
number of trained first aiders available to staff and guests at all
locations (*NEW 2010)

9.2 Contact details for available doctor.

9.3 First aid box stocked in accordance with the risk assessment
along with check list and replacement procedure (*NEW 2010)

9.4 Sick bay/treatment area with running mains water in close proximity.

9.5 First aid provision at every off-site location and activity location.

9.6 The administering of any drugs etc follow company written
procedures.

9.7 Accident report Book.

9.8 Incident/Near Miss Book.

9.9 Procedures in place for the management to review all accident
and near miss reports

10. Insurance

10.1 Public Liability of at least £5,000,000.

10.2 Employers liability insurance of at least £5,000,000

11. Activities

11.1 Licences held for activities in scope of the Activity Centres
(Young Personsdéd Safety) Act 1

11.2 Conducted in accordance with BAHA/NGB guidelines where
they exist at a relevant and appropriate level.

11.3 Risk assessment for each activity.

11.4 A secure store is used for archery/rifle/pistol equipment and
any other potentially hazardous items including powerboat fuel
outside sessions.

12. Travel to/from a Member Centre

12.1 Confirmation that member complies with BAHA Code of
Practice in assessing provision of these travel arrangements,
which might be evidenced by checks carried out by head office
or assured STF status.

13. Visits and Excursions

13.1 Member complies with BAHA Code of Practice in assessing
visits and excursions.
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14. Activity Observation

Activity 1 SATISFACTORY UNSATISFACTORY
Activity 2 SATISFACTORY UNSATISFACTORY
Activity 3 SATISFACTORY UNSATISFACTORY

15. Overall Result i Please circle

Pass

Pending - awaiting Head Office Visit

Deferred i awaiting completion of Action Plan

Fail

Signature of Inspector:

Signature of Person Accompanying Inspector:

Length of Inspection: hours

Certificate Issued: Yes/No

Additional Notes:

Original of this inspection pro-forma to be returned to the Secretary of BAHA and a copy taken
for the member organisation. Alternatively, on request, Secretary will forward a copy to member.
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