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1. INTRODUCTION 

The Health and Safety Policy is produced in this booklet to ensure that every Laburnum Boat Club person is 
aware of their legal responsibilities and those of the Laburnum Boat Club. 

 
To assist you, this booklet is a guide to the policy. It contains essential information, compiled to help our staff 
work safely and without risk to others. This document often refers to ‘employees’ and this is aimed at 
covering all Laburnum Boat Club staff, trustees, volunteers and consultants based at the club, off site trips and 
residentials. 

 
This policy should be used in conjunction with all other Laburnum Boat Club policies including Safeguarding 
Children and Young People, Safeguarding Adults, Equity and Diversity, E Satefy etc. 
The guide does not replace formal instructions from managers but comprises general safety information 
which is relevant to everyone regardless of their job/role. 

 
Almost all that you do at work will have a safety instruction or procedure for you to follow. You must make 
sure that you are aware of these. And, if in any doubt – ask your senior staff. 

 
There is a statement of understanding at the end of this document, which you need to sign. During your 
employment, it is also important that you do read and take note of any other relevant Health and Safety 
booklets, risk assessments, operating procedures and safety information that you are given and relate to your 
area of work. 

 
This policy will be revised and updated as and when necessary – employees will be kept informed of any such 
changes. The policy summary statement on the following page has been adopted by Laburnum Boat Club. 

 
 
 
 
 

Patrick Hammill 
Chair of Management Committee 
Laburnum Boat Club 
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2. HEALTH AND SAFETY POLICY STATEMENT 

 
Health and Safety at Work etc. Act 1974 

 
This is the Health and Safety Policy Statement of 

 
LABURNUM BOAT CLUB 

 
 

Our statement of general policy is: 

• to provide adequate control of the health and safety risks arising from our work activities; 
• to consult with our employees on matters affecting their health and safety; 
• to provide and maintain safe plant and equipment; 
• to ensure safe handling and use of substances; 
• to provide information, instruction and supervision for employees; 
• to ensure all employees are competent to do their tasks, and to give them adequate training; 
• to prevent accidents and cases of work-related ill health; 
• to maintain safe and healthy working conditions; 
• to make sure our trustees are given regular H & S updates and approve this policy annually; and 
• to check, review and revise this policy as necessary at regular annually 

3. THE LAW 

Legislation like ‘The Health and Safety at Work Act (1974)’ are the primary laws which determine 
everyone’s health and safety responsibility at work. The Act covers all our possible places of work (inc. 
office, home, travelling, and events) and aims to minimise every hazard so that employees and the public 
are protected from dangers arising from work. If you or the Laburnum Boat Club neglects their duties, you 
or they could be committing a criminal offence and subject to fines or imprisonment via the Health & Safety 
(Offences) Act 2008. 

 
Your responsibilities: 
You have a responsibility for your own safety at work and therefore must: 
- take reasonable care of yourself and other people who may be affected by what you do or don’t do 
- perform any necessary duty which is required by law 
- not misuse anything which is required by law 

- not misuse anything which is provided as a health or safety service 

- report to your immediate superior or Manager any hazardous condition which becomes apparent. 
 

The Laburnum Boat Club’s responsibilities: 
As per the Management of Health and Safety (at work) Regulations 1999. 

 
All employers have many responsibilities under the laws. In particular they must: 
- make sure that the working environment is safe 
- provide and maintain equipment, premises and systems of work which are safe and do not endanger 

health 
- make sure that the handling, storing and transporting of objects and substances are carried out safely 
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- provide safety information, instruction, training and supervision as necessary 
- provide and maintain a safe access and exit to any place of work 

4. RESPONSIBILITIES 

The Management Committee of Laburnum Boat Club delegate certain responsibilities on to employed staff. 
The Club Co-ordinator is ultimately responsible for all that the Laburnum Boat Club does but in the case of 
Health and Safety, certain tasks are then delegated on to named staff to make sure we comply with relevant 
legislation. From here, the day to day monitoring and management is delegated onto trained staff at our 
premises. The following is a summary of responsibility for safety: 

 
Management Committee     ‘The Employer’ 
Club Co-ordinator      Overall for the Laburnum Boat Club 

Management Committee  Reviewing H & S general policies, operations 
manuals, procedures & this document 

Club Co-ordinator  All day to day safety matters inc; overall practical 
policy implementation and accountability for the 
Laburnum Boat Club, organising safety checks, 
assessments, checking accident records, providing 
information, setting procedures, identifying training 
needs, regular reviews of H & S issues. Identifying 
when new assessments needed, monitoring first aid 
and fire safety needs, organising training. 
Supported by staff below: 

 
In practical terms, this is what we expect from our senior staff; 

 
• The Laburnum Boat Club health and safety policy is issued to all employees, volunteers and consultants 

and that details of the arrangements made to implement the policies are made available to all 
• all employees, consultants and volunteers are made aware of their personal responsibilities 
• appropriate training, resources and support are to be made available to all 
• health and safety issues are to be given appropriate consideration 

• risks to Laburnum Boat Club relating to potential incidents at work, loss or damage to Laburnum Boat 
Club property, and risks to the public through the Laburnum Boat Club’s activities are properly 
evaluated 

• liability is covered by appropriate insurance and that advice is given to the extent to which risks are 
acceptable, whether insured or not 

• health and safety performance is recorded and reviewed periodically so as to advise when action is 
necessary to correct adverse trends 

 
It is the responsibility of the Club Co-ordinator to ensure the allocation of adequate finance and other 
resources for the effective implementation of the health and safety management system. Key topics 
requiring specific resource allocation are: management representation; training; emergency response 
equipment; monitoring and measuring equipment, and record-keeping systems. 
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Senior staff (Club co-ordinator, deputy coordinator, senior youth worker, inclusion manager) are at all 
times responsible for implementation of the Laburnum Boat Club’s health and safety policy.  All members 
of the senior team shall: 

• Understand the company’s health and safety policy 
• set a positive personal example 

• identify and organise appropriate training for their staff 

• actively promote a positive environmental culture throughout their areas of responsibility 
• ensure the policy is implemented properly and that any delegated duties are correctly 

performed 
• ensure that all agreed actions are implemented as soon as practicable 
• suspend any work or other activity which is considered to constitute an immediate danger. The 

circumstances should then be fully investigated and no work shall be allowed to continue until the 
appropriate remedial actions have been implemented. 

• ensure that regular health and safety inspections are carried out and that environmental issues are 
actively managed and controlled 

• ensure that the overall performance and issues of Laburnum Boat Club and its premises is 
discussed at regular intervals with all contractors, including sub-contractors operating on-site. 

• report any problems or improvements to this policy to the appropriate Club Coordinator 
• actively promote, at all levels, the L a b u r n u m  B o a t  C l u b  commitment to effective 

environmental management. 
 

All employees have the responsibility to co-operate to achieve as healthy and as safe an environment as 
possible for all and to take all reasonable care of themselves and others. All staff must communicate the 
risks, and hazards to those under their responsibility, with a safety briefing before the activity begins. A 
safety representative may be appointed by employees who will be able to consult the appropriate Manager 
on all matters relating to the health, safety and welfare of employees. We have public and employer’s 
liability insurance for our activities but this relies on us adhering to our legal requirements. 

 
The rest of this booklet is a guide to the arrangements of how we carry out the policy and includes reference 
to other pieces of relevant legislation. Actual risk assessments, operating procedures and recorded checks 
are kept in separate files located in the office. 

5. ACCIDENT REPORTING 

It is a legal requirement for all accidents to be reported and investigated. 
 

If you have an accident at Laburnum Boat Club, no matter how trivial it seems, you must report it and it 
must get recorded in the accident file. This file is kept in the office and blank forms are in the file. If you do 
not know where this is, or are unsure how to fill in the forms, you should ask a member of senior staff.  

 
You must complete the accident report form within 24 hours. If you are unable to do this (e.g. if away from 
Laburnum Boat Club) it is acceptable for someone else to complete it on your behalf. On receipt of this 
form, a member of senior staff will investigate the circumstances of the accident and record any action 
taken. 

 
If an accident is not entered in the accident book or reported to your senior staff within 24 hours, Laburnum 
Boat Club will note that an incident has taken place but will not necessarily accept liability for injury. In the 
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case of an accident that leaves you taking three days or more off work, but does not require a visit to the 
hospital, or an accident that does involve a visit to the hospital, a RIDDOR form will also need to be 
completed as soon as it is practicable http://www.hse.gov.uk/riddor/report.htm.  
The Club Coordinator will then inform the RIDDOR Incident Centre in Caerphilly and complete the online 
form. RIDDOR stands for Reporting of Injuries, Diseases and Dangerous Occurrences Regulations. ‘Near 
misses’ need reporting as well so the incident can be investigated. 

 
Violence at work whether physical or mental, needs to be recorded and a RIDDOR form completed. 

6. SUMMARY OF ACTION IN THE EVENT OF AN ACCIDENT OR NEAR MISS 

1. Inform a member of senior staff. The senior member of staff will then take the appropriate action. If 
required, injuries will be treated by a qualified first-aider. 

2. The accident is to be recorded on an accident report form. 
3. A near miss is any incident or occurrence that would have caused an injury if it had not been spotted. It is 

important to record near misses as these help when reviewing Health and Safety policy and procedures. 
4. If the casualty is taken to hospital as a result of an accident, we are required to report this to the Incident 

Centre and complete a RIDDOR form.  

7. EMERGENCY TELEPHONE NUMBERS 

RIDDOR Incident Centre     0845 300 9923 
        0845 300 9924    Fax 

 www.riddor.gov.uk 
 

Police, Fire, Ambulance     999 

101 (non-serious incidents ) 
 

Homerton Hospital (switchboard)    020 8510 5555 

Local Police (Haggerston Safer Neighbourhood Team) 020 7161 9026 

8. ACTION IN THE EVENT OF A SERIOUS ACCIDENT OR FATALITY 

1. Examples of a serious injury are: Loss of finger or limb 
Severe burn or scalding 
Suspected skull fracture and brain damage 

Near drowning when artificial respiration has been used 
Any other injury in which complications may set in later due to other factors 

2. In the event of a serious accident or fatality any other member of staff present must contact the Club 
Co-ordinator immediately, day or night. 

 
3. In the absence of the Club Co-ordinator the Deputy Co-ordinator or Senior Youth Worker should be 

contacted directly. 
 

4. Work activities should proceed as normally as possible, without letting other staff and clients know (if 
this is practical). 

 

http://www.hse.gov.uk/riddor/report.htm
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5. Staff MAY NOT discuss the accident in the presence of clients or anyone outside the Laburnum Boat 
Club for at least the first twelve hours until next of kin have been located and the reasons for the 
accident correctly recorded and ascertained. 

 

9. FIRST AID 

Prompt first aid may save a life or lessen the consequences of injury. Staff can become a first-aider and 
training is available during work time either for basic first aid or a full 4 day intensive course. 

 
If an injury occurs you should make immediate use of any first aid services available. All Canoe/kayak 
coaches (level 2 or higher) should hold a valid first aid qualification. An ambulance must be called if the 
injury is serious or if you have any doubts about the person’s condition. It may be quicker to use the nearest 
vehicle to get them to hospital if they can walk (NB – guests must not be taken in our private staff vehicles, 
only our staff – guests can obviously use their own group transport or we can call them in a taxi). The 
ambulance service must be informed if heart failure or gas poisoning is suspected or severe bleeding is 
present so that they can arrive appropriately prepared. 

 
Swift action may prevent more serious injuries, so everyone should know who and where their nearest 
first-aider and kit is. 

10. BASIC FIRE PROCEDURE 

Should anyone discover a fire they should: 
• Raise the alarm, letting all on site staff know. 
• Call 999 from a safe position. 
• Help with evacuation of the buildings if you can 

• Only tackle fires using the correct fire extinguisher provided if you have been trained and feel confident 
enough (there are extinguishers by exit points), and, without taking any personal risks. Do not enter 
smoke filled rooms and never let a fire or smoke get between you and the exit. You must NOT attempt 
too much fire fighting if you feel that a fire is becoming out of control - get out and leave it to the fire 
brigade, you are more important than the property. 

 
If a fire is detected: 
• You MUST leave the building by the nearest exit immediately. Do not use the wheelchair lift. Make sure 

all doors are closed. 

• Go to the fire assembly point (i.e. across Laburnum Street in Boat Lane), where the senior member of 

staff will do a roll call for people working that day. Do not stop to pick up personal possessions on the 
way out. Do not re-enter the building until given the go-ahead by the fire brigade. 

11. FIRE EXTINGUISHERS 

The label on the extinguisher will state any limitation of use, for example, water extinguishers must not be 
used on live electrical equipment.  The chart below shows what colour-coded extinguisher should be used 
on which type of fire.  You should be familiar with the various types, their operation and where they are 
located.  Old BS one colour extinguishers are being phased out and under 2002 EC guidelines, most 
extinguishers are now all red in colour apart from a large colour mark on it and details explaining its 
specific use (both old BS and EC kinds are shown below). Any post 2002 extinguishers without a CE mark 
should not be used and taken out of action. 
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Water             Foam/Spray        Powder             CO2 gas            Halon         Fire Blanket 

 
 
 
 
 
 

Paper, 
wood, 
textiles, 
fabric 

Flammable 
liquids 

Paper, 
wood, 
textiles, 
fabric, 
flammable 

liquids 

Electrical, 
flammable 
liquids 

Electrical, 
flammable 
liquids 

Pan– 

fires, 
clothing 

Water extinguishers must always be sited away from electrical hazards. Always site extinguishers for 
electrical hazards (e.g. CO2) near electrical equipment. Spray fire extinguishers are now available. These are 
very efficient but care must be taken not to confuse them with similarly colour coded foam extinguishers, 
which are unsafe to use on live electrical equipment. Water and CO2 extinguishers are the most common in 
our offices. 

12. FIRE PRECAUTIONS 

You should make sure that your work areas observe good fire precautions such as: Clear escape routes, 
free from boxes or rubbish and fire doors closed and not obstructed. 
Do not accumulate waste or rubbish. Clear them promptly. Safely store potential hazardous materials or 
flammable liquids. 

All electrical equipment is safely connected to the appropriate mains supply and mains or higher 

voltage equipment switched off when not in use. 
 

Remember that faulty equipment and any fire hazard or condition that could be a potential fire hazard 
should be brought to the attention of senior staff. 
Please note there is a no smoking in buildings policy for everyone and it is the duty of employees to ensure 
everyone adheres to such regulations.  

13. GOOD HOUSEKEEPING 

A basic requirement for ensuring the health and safety of all people is an organised, tidy work place. It is 
every employee’s responsibility to ensure good housekeeping. 

 
Hazards can be reduced if you keep floors, passages and stairs clear of goods, obstructions and trailing leads. 
A litter bin, for example, should not be allowed to obstruct an area as it is a potential source of injury. 

 
Everyone should make sure that waste paper is thrown into a bin and not around it. All rubbish must be 
cleared away regularly. Broken glass or other sharp objects must be disposed of carefully and never left 
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exposed in a wastepaper bin. Particular attention must also be paid to the storage of paper and other 
combustible materials in the work place. 

 
Furniture which is broken or in some other way unsafe must immediately be taken out of use or effectively 
repaired. 

 
Spilt liquids can cause many accidents. So always clear up spills immediately. 

 
Vision panels in doors should never be obscured as when walking through the door, you could collide with 
someone coming the other way if you cannot see them. 

 
If you notice anything which you think is a potential hazard, you should not assume that someone else is 
dealing with the problem.  Take action by reporting it to senior staff. 

14. WORKING ENVIRONMENT 

Lighting, noise, temperature and humidity are factors which contribute to a safe working environment. An 
imbalance in any one of these can reduce people’s comfort and lower standards of safety. 

 
Lighting 
Incorrect levels of lighting at work may result in eye-strain, fatigue and headaches. The natural or artificial 
lighting provided must be suitable and sufficient for safe operation. 
The amount and type of lighting depends on the task being performed, i.e. the details of the work, plus the 
background lighting, amount of daylight or reflected illumination and the brightness of surrounding surfaces. 

 
Noise 

Noise is any unwanted sound. Excessive noise can be produced from machinery, traffic, building works, 
people talking, whistling, singing and any manner of work activity. However, the effect of it will largely 
depend upon its loudness and duration. Low levels can cause annoyance and distraction but prolonged 
exposure to high levels, usually from machinery, may result in temporary or permanent hearing loss. Work 
colleagues may disturb your concentration by making excess noise. 
There are many ways of reducing the effects of noise at work such as isolating, insulating or silencing the 
source. Buying less noisy machines could also be considered or suitable ear protection worn when 
provided.  ‘Polite’ reminders to work colleagues if they are the source may help! 
 
Temperature 
The Laburnum Boat Club has a responsibility to ensure that a reasonable temperature is maintained in all 
buildings. What temperature is considered reasonable will vary between individuals. It will also be 
affected by other considerations such as time of year, work activity, background heating, air circulation 
and clothing. 
As a general guide, the temperature of buildings like ours are governed by the Workplace (Health & Safety 
Welfare) Regulations 1992. The temperature should not be less than 16 degrees centigrade but the upper 
limit is not defined so the policy is to inform your senior staff to take appropriate action if the workplace is 
uncomfortable. 
The temperature in the ‘A’ frame can be significant, especially during the colder months and when 
immersion in the canal has occurred. The heaters take time to heat the space and should be turned on well 
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before needed. They could be a fire hazard if clothing are placed on the cages so staff should check this and 
turn them off at the end of the day. 
 
If you experience any of these problems advice is available from your senior staff. 

15. LIFTING & MANUAL HANDLING 

Lifting and manually handling any size of object the wrong way can cause serious back injuries and strains. If 
your job involves lifting you should be trained in the proper lifting techniques. But if you have not received 
formal training there are guidelines for lifting which you must always follow to prevent injury: 

 
You should never attempt to lift a weight beyond your capacity. Always take into consideration the size, 
shape of the load, the height at which you will have to lift and your own physique. Seek help if the load is too 
heavy or awkward for you to deal with on your own. You must make full and appropriate use of the available 
lifting and handling aids (e.g. trolleys, sack trucks). Ask your senior staff if you are unsure where these are 
kept. 

 
Before lifting, you should look for protruding sharp edges, notches, grease or anything that may weaken your 
grip or injure a hand. If possible wear appropriate gloves and avoid the difficulties of handling heavy items in 
a cramped space. Plan your lifts and route to be taken in advance to make sure it is safe to undertake. Your 
feet must be adjusted to a comfortable and well balanced position to provide a firm base for the lift. You 
should tilt the object to test its weight and enable you to reach the bottom corner. At the point of lifting 
always raise your head first, allowing your legs to take the strain. The whole movement should be a smooth 
continuous action and you must never lift when your spine is twisted. 
 
Canoes and Kayaks are to be considered as heavy objects. It is possible for someone to carry one boat 
themselves; however staff should encourage two people to carry between them, as good practice, to reduce 
the likelihood of injury or accident and to promote teamwork. If lifting alone then coaches must encourage 
correct technique. 

16. RISK ASSESSMENTS 

Activities that occur at Laburnum Boat Club, including residentials, need to have a risk assessment. This will be 
completed before the activity takes place. Risk assessments will follow the HSE 5 step process – identify the 
hazards, who is at risk, what controls are in place, where is it recorded, when will it be reviewed. All Risk 
Assessments will be kept in the H&S file. 

17. CANOEING AND KAYAKING 

Swimming. 

Swimming in the canal is potentially dangerous activity, and contravenes British Waterways bylaws. It can be 
an activity in its own right at the club because we have greater ability to control situations as well as more 
staff and resources available. Swimming may only take place at the club. The canal is less than 2 meters 
deep. Staff must make all participants aware of this if jumping into the canal. 

Locks. 

Locks are potentially very dangerous places; however they can provide some useful training situations, this 
needs to be negotiated with a member of senior staff. Lock sluices are considered ‘moving water’ and thus 
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need appropriately qualified staff. Considerations include; group skill, water level, obstructions, helmets and 
other hazards. 

Shooting the end of dead locks or from lock gates is not allowed. Seal launching into the empty lock is also 
not allowed. In general, seal launching a height of 1m or more is not allowed on the canal.  

Slide. 

The slide can add an extra element to a kayaking activity, however there are potential risks. Care should be 
taken with lifting boats onto the platform. The slide should be run with appropriate staff. Participants should 
be instructed on the correct procedure for using the slide and means of exiting the canal by ladder. Staff 
should pay particular attention to weak/non-swimmers. 

The ratios for staff taking young people Canoeing and Kayaking on the canal, as it a very specific, very 
sheltered and well used stretch of water, are: 

On sheltered, inland water (Grade I): 

One UKCC level 2 coach or BCU Level 2 coach to every 12 young people. 

An experienced Level 2(+) coach may take up to 15 young people with prior permission from a 
member of senior staff. 

In addition, 4 more young people may join the group if a 3*, level 1 coach or level 2 trained coach is 
present. 

A UKCC level 1 coach may take up to 4 people on the water, under permission from a level 2 coach. 

The travelling group must be under control and kept together. Coaches must be alert to the hazards of: canal 
traffic, stone throwing (and worse) from bridges and truculent anglers (deal with firmly and fairly). Coaches 
must carry all appropriate equipment, i.e. First Aid kits, Tow line, phone? etc. 

On moving or white water (Grade II or above), sea or surf: 

The coaching award must be relevant to the moving water ie inland level 3 on inland white water etc. 

One BCU Level 4(+) coach to every 6 young people, 

BCU level 3 coach and UKCC level 2 Moderate water coach are equivalent remits and may take 6 
young people when working with a Level 4(+) coach. 

Coaches must be alert to the hazards of: Changing water / weather conditions, hypothermia / hyperthermia, 
Rip tides, etc. Coaches are responsible for all appropriate first-aid and rescue equipment. Extra safety boats 
should be used as and when the Level 4 Coach thinks appropriate. 

On some man-made white water courses, with relevant safety features, the ratios may be changed to the 
following (where this corresponds to their insurance policies): 

One BCU Level 3(+) coach to every 6 young people, 

At sessions held in swimming pools: 

There should be a minimum of two staff for a pool session, as well as the pool staff. If there is a mixed gender 
group there should also be one male and one female staff member present. 

One UKCC level 2 coach or BCU Level 2(+) coach to every 12 young people, 

In addition, UKCC level 2 (trained) coach, BCU Level 2 (trained) coach, UKCC level 1 coach, BCU 3* 
may add 4 young people to the session 
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The ratios for adults (18 years old +) canoeing and kayaking are: 

A minimum of three paddlers of 2 star (+) standard can go out alone. 

An adult of 3 star (+) standard may go out alone (with the knowledge that they are their own 
responsibility) 

18. CLIMBING 

Climbing wall aspect and situation 
The wall is a combination of roped climbing and a traverse wall. There are six lower anchor points for roped 
climbing up to 5.5meters high and a traverse to the left side, there is a line marked along the rope climbing 
section at the same height as the traverse wall to allow extended traversing. 
 
Access and security 
When not in use, the wall has 2meters of fold up matting to protect it from unauthorised access. 
 
During use the matting is laid down to expose the wall, provide a padded base to the climbing surface and 
offer a designated area for the activity to take place. The area is further defined by an arrangement of barriers 
to prevent accidental entry into the climbing area. 
 
Supervision: 
Instructors & Site Specific trained Instructors operate within a combination of BMC (British Mountaineering 
Council), MLT (E) (Mountain Leader Training (England)) and equipment manufacture best practice guidelines. 
 
The activities at Laburnum Boat Cub can be divided into two clear types of climbing; these are roped sessions, 
which include sessions with a combination of roped and un-roped climbing, and un-roped sessions where 
users are traversing or bouldering at a low level.  
 
The ratio for the number of participants to each instructor/supervisor is varied according to the activity as well 
as the nature of the group. 
 
Roped activity and combination sessions: 
Groups taking part in roped activities, either as a whole or as some roped participation and some un-roped, 
the ratio is defined by not more than four participants climbing at any one time. 
 
This allows for a maximum of four rope systems to in use by an instructor/supervisor or a number of variations 
thereof (i.e. three rope systems and one traversing climber). 
 
Un-roped climbing sessions: 
Groups using the wall for un-roped climbing, including warming up and traversing, may have not more than 
eight participants climbing per instructor/supervisor. 
 
Training 
Site Specific training is currently conducted and monitored by Mile End Climbing Wall, MECW are also acting 
as technical advisors to Laburnum Boat Club. 
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Instructors using Laburnum Boat Club climbing wall, who do not hold a National Governing Body Award (CWA, 
SPA, MIA or MIC), must complete the Site Specific training programme. 
 
In addition to the above Best Practice the following must be observed: 

 Users of the climbing wall must be supervised at all times. 

 All equipment must be issued by the supervising Instructor only. 

 Climbing safety helmets must be worn by all non-adult users in the climbing area. 

 All systems must be checked by the Instructor/supervisor prior to starting. 

 Traversing climbers must have their feet within one meter of the ground. 
 

Equipment & Climbing Surface: 
All equipment should be subjected to a visual & tactile inspection before & after every session, if a piece of 
equipment is in a 'suspect' condition it should be removed from use immediately, it should be brought to the 
attention of the appropriately trained person using the agreed system, it must NOT be used until a detailed 
inspection has been carried out by the appropriately trained person responsible for equipment. 
 
A periodic inspection of the equipment is be conducted by an appropriately trained person and this is to be 
recorded in an equipment log in accordance with accepted inspection method. 
 
Any loose or spinning holds may be addressed during or at the end of the session if the situation permits this. 
Loose or spinning holds should be reported to the appropriately trained person responsible even if the 
situation has been resolved within the session. Any damage to the climbing surface must be reported to the 
appropriately trained person responsible for further action. 
 
Further advice and support 
Should any staff, instructors or supervisors need additional advice on any aspect of use of the climbing wall at 
Laburnum Boat Club they can contact Mile End Wall directly by the agreed method. 

19. NARROWBOATING 

The Narrowboats may be used by appropriately qualified staff or with arrangements from the Club Co-
ordinator. The maximum size of party on each narrowboat is 12. 
 
Narrowboats must be checked, before and after each trip, according to the check list on each boat. This is to 
ensure the boat is fit for the journey and also early diagnosis of any issues. As well as completeing the check 
list, any issues should be reported to the Club Co-ordinator or the senior narrowboat skipper at the earliest 
opportunity. 

20. HAZARDOUS SUBSTANCES 

You will encounter a variety of hazardous substances whilst at work. All of these items must be assessed to 
ensure that they comply with the Control of Substances Hazardous to Health Regulations (COSHH). 

 
Some people will have cause to use aerosol sprays, correction fluid, solvents and photocopiers which contain 
chemicals whilst they are at work. Anyone using them must be made aware of the hazards involved. The 
manufacturer’s instructions must be followed and the items only used for their intended purpose. 
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Empty containers of residue should be disposed of as directed in the manufacturer’s instructions. You should 
always read these instructions carefully and only use the substance as directed. 

 
Everyone should take care not to allow chemicals to come into contact with their eyes, skin or clothing. In 
the event of contamination, use plenty of cold water to wash the area and seek medical advice and 
treatment without delay. 

 
Only the minimum quantities of solvents or chemicals needed should be kept and stored in suitable cabinets. 
You must always keep them properly labelled and in the containers which the manufacturers supplied. 
 
Everyone should always use an alternative to an aerosol spray if one is available. Please be aware that whilst 
certain substances may have their own COSHH regulations (which you must read if you use them), mixing 
with other materials may result in more hazardous material being produced.  An example of this is bleach. In 

contact with other cleaners (and even other manufacturers bleaches), it can produce chlorine gas which is 

dangerous particularly when used in confined spaces like toilets or over sinks. 

21. COMPUTERS, OFFICE AND GENERAL MACHINERY (inc. Ergonomics) 

All new computing, office and general equipment should have been passed as safe for use in the Laburnum 
Boat Club by the Club Coordinator. If you are unsure of how to operate any item of machinery, you must not 
attempt to use it until trained - seek assistance from your senior staff. 

 
If you discover a broken item of equipment you should not attempt to mend it yourself – report it to senior 
staff so it can be repaired or replaced.  

 
Some machinery, even if portable, can be very heavy. No one should attempt to lift any item which is too 
heavy for them as it could lead to a serious injury. Therefore, when you need to move a heavy item always 
seek assistance. 

 
There are recommended guidelines for the use of Display Screen Equipment / Visual Display Units i.e. 
computer screens. A copy of the guidelines is available at www.hse.gov.uk . Basically anyone who is likely to 
use a computer for one hour in one stretch should take a 15 minutes break away from it. That doesn’t mean 
doing nothing but simply doing another task away from the screen. Many perceived health problems are 
often wrongly blamed on the screens whereas in fact it could be a problem with the working environment 
(e.g. lighting, humidity etc.), poor posture and ergonomics (see below). These issues should be addressed 
first if you are a regular computer user. A checklist for you to use to assess your workstation can be obtained 
from your senior staff or via the HSE website. 

 
Adjust your chair and VDU to find the most comfortable position. The chair should support the small of your 
back and you should be sat up straight. 
1. Make sure there is enough room under your desk to move your legs freely. Move any obstacles such as 

boxes or equipment. 
2. Avoid excess pressure on the backs of your legs and knees. A footrest, particularly for small 

users, may be helpful. 
3. Do not sit in the same position for long periods. Make sure you change your posture as often as is 

practical. 

http://www.hse.gov.uk/
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4. Adjust your keyboard and screen to get a good keying and viewing position. A space in front of the 
keyboard is sometimes helpful for resting the hands and wrists while not typing. 

5. Don’t bend your hands up at the wrist when typing. Try to keep a soft touch on the keys and don’t 
over-stretch your fingers. Good keyboard technique is important. 

6. Try different layouts of keyboard, screen and possibly document holder, to get the most comfortable 
position for you. 

7. Make sure you have enough work space for the task you are completing. A document holder may help. 
Arrange your desk and screen so that bright lights are not reflected in the screen. You shouldn’t be 
directly facing windows or bright lights. Adjust curtains or blinds to prevent unwanted light. Ensure you 
have sufficient light in your working area. 

8. Make sure the characters on your screen are sharply focused and can be read easily. They shouldn’t 
flicker or move. 

9. Make sure there are no layers of dirt, grime or finger marks on the screen. 
10. Use the brightness control on the screen to suit the lighting conditions in the room. 
11. Plan your work so that there are breaks or changes of activity. You should not use the computer 

and VDU without short breaks, doing other work, for more than 1 hour. 

22. SAFE USE OF ELECTRICAL EQUIPMENT 

The safe use of electrical equipment is vital to prevent the risk of electrical shock or fire. Always ensure you 
have received adequate training and instruction in the safe use of equipment before attempting to operate 
it. 
During normal use you must examine equipment to ensure that obvious defects such as worn or damaged 
cables or broken switches, plugs or sockets are reported immediately so that repairs can be undertaken. 
Unsafe equipment must be reported to your senior staff and taken out of use until it has been repaired. 
If electrical equipment develops a fault never attempt to carry out repairs yourself but report it to your 
manager who will call in a qualified person. 
Never stand containers of liquid on or near electrical items as they could spill over. This could give an electric 
shock to the person using the equipment. If spills do occur, switch off the equipment immediately at the 
power socket, clear up the liquid safely and check equipment before further use. 

23. PROTECTIVE CLOTHING & EQUIPMENT 

Some parts of your job may require you to use personal protective equipment (& clothing) often referred 
to as PPE. To operate a safe system of work it is the Laburnum Boat Club’s responsibility to provide such 
protection where necessary. There are certain tasks where use of this protection is mandatory and it is 
imperative that you always use such items when they have been provided. 
If you have any doubt about how to use this clothing or equipment, contact your senior staff. 
Buoyancy Aids must be worn beyond the fence by everyone. The exception to this is for an adult 
Narrowboat trip, where the participants are the direct responsibility of the Narrowboat Skipper. 

24. TRUSTEES, CONSULTANTS, CONTRACTORS, VOLUNTEERS AND GUESTS 

The Laburnum Boat Club has a legal responsibility for the safety of all trustees, contractors, guests, 
consultants/freelancers and volunteers who are doing work for us or just visiting us in our offices, or if 
they are doing something for us off the premises as well. 
If you see any of them carrying out their business in a way that endangers themselves, our staff or other 
members of the general public, you should bring this to the attention of you’re the Club Coordinator 
immediately. 
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Consultants and volunteers also have an obligation, and are given information on health and safety, as 
part of their written agreement for their work/volunteering. 

25. STRESS AT WORK 

Stress can be caused by many factors, both at work and at home. Stress at work needs to be addressed by 
the appropriate senior staffs. Senior staffs need to know how to deal with this. Look out for the signs – 
irritability, tiredness, vomiting or headaches. Address it by effective time management and delegation of 
work. Also ensure job descriptions and hours of work are accurate. Keep the appropriate manager informed 
of staff shortages and any concerns you have regarding stress. 

 
Under the Health and Safety at work Act 1974 a ‘personal injury’ is defined as any disease and any 
impairment of a person’s physical or mental condition. Mental illness is one of the top three causes of 
certified sick-leave in the UK. 

 
Cause of Stress 
There are a wide range of things that contribute to stress, the top six are: 
-             New management techniques 
-             Long working hours 

-             Redundancies 

-             Harassment 

-             Shift work 

-             Bullying 

 
Health Effects 

 
The effects on your health are varied with both long and short-term effects. They can be split into three 
types; behavioural, physical and emotional. 

 
Behavioural effects of stress can include: apathy, social isolation, breakdown of relationships and accidents. 

 
Physical effects from stress include poor sleep, nausea, dizziness, headaches, backaches, indigestion and 
chest pain, ulcers, hypertension, heart disease and poor general health. 

 
The emotional effects of stress can include symptoms such as fatigue, anxiety, irritability, inability to 
concentrate, boredom, insomnia and nervous or mental breakdowns. 

 
If you feel worried about stress please do report it to your manager so that action can be taken. 

26. LONE WORKING (inc. home-working), TRAVELLING & DRIVING 

From time to time you may be working on your own, during the day or at night. As well as following the rest 
of the guidelines in this booklet, please also take note of the following points: 

 
1. Keep any work diary you use up to date. 

2. Your senior staff should know your schedule/place of work but please do keep them and your colleagues 
informed as to your location if circumstances change. If you use a mobile phone, make sure we have the 
number, keep it charged, turned on and with you during all work times. 
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3. On appointment, let us know whom you would like us to contact in the event of an emergency. 
4. If working at home, senior staff should as a matter of course know of your whereabouts. Your ‘work 

station’ at home must be assessed for safety by a 
a. competent person or by yourself if given the instructions and information folder and please also 

refer to HSE publication INDG226. 

5. If involved in direct contact with young people, make sure another adult is present. 
6. If travelling (particularly driving) during work time, please inform your senior staff of your route and 

destination, time of arrival and be aware of the need to take regular breaks if driving long distances. We 
recommend at least a 15 minute break every 2 hours for driving. 

 
Extra training is available to help staff if they are at all worried about lone working and personal safety.  

27. BIOLOGICAL HAZARDS 

It is possible that you may encounter some form of biological hazard, which may include: 
Weils disease  
Toxoplasmosis  
Toxocariasis 
Blue green algae 

Also, there are various bacterial hazards from the soil, animal droppings etc. The rule of thumb here is to 
stick to basic hygiene methods; washing hands, keeping cuts/abrasions covered, regular checking of body for 
parasites e.g. ticks. 

 
If you need more information or are worried by possible infections, do not hesitate to ask your senior staff 
for more details and advice. 
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28. STATEMENT OF UNDERSTANDING 

Please sign below once you have read and understood this document - the Laburnum Boat Club 
Health and Safety Policy of June 2019 
 

Name Signature Date 

Jim Armstrong   

Beth Ettinger   

Dom Hinshelwood   

Clare Justice   

Jonjo Reynolds   

Andrew Blue   

Adam Middleton Davies   

Kieran Bryzek   

Connor Armstrong   

David Lecointe   

Daisy Evans   

Jan Dorling   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 


