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Introduction
This Health & Safety Policy has been prepared by the Lisburn Racquets Club Management Committee to ensure the Club complies with the Health & Safety at Work NI Order 1978 and other relevant legislation.

The Policy consists of three core sections:

* Statement of Policy – which provides an overview of the objectives and rationale.

* Designated Duties – which outlines the duties of specific individuals and groups in the Club.

* Health & Safety Programme – which outlines 11 elements which in combination cover the range of activities which need to be implemented to achieve appropriate Health & Safety. The appendices provide more detail, often in template form, of some of the 11 elements.

STATEMENT OF POLICY

Lisburn Racquets Club’s Policy is to facilitate the provisions of the “Health and Safety at Work N.I. Order 1978” and other legislation deemed to be relevant to ensure as far as is reasonably practicable, that no person is placed in a position where injury or ill-health is caused as a result of the activities of the club.
Lisburn Racquets Club recognises its duties and obligations to its employees and its members who may be affected by the policy employed.  It is our policy to ensure:

1 All employees are provided with the necessary information to enable them to carry out their duties in a safe manner.

2 Adequate training, instruction and supervision, is provided to ensure the health and safety of our employees and members.

3 So far as it reasonably practicable there exists safe plant and equipment and safe working procedures for all pieces of equipment which employees and members/customers may use.

4 So far as it reasonably practicable there is absence of risk to an employee’s health and safety in connection with the use, handling, disposal and transport of articles and substances when performing their daily duties.

5 That general emergency plans and in particular that fire related life risk is managed and safe entrance and evacuation of the buildings is provided.

6 All accidents are investigated and suitable records retained to facilitate trend analysis as part of the club’s accident prevention programme.

7 There is consultation with employees to develop measures to ensure the health and safety policy is implemented, monitored and amended as necessary.

The successful implementation of a Health and Safety policy will only be achieved if the programme has the full support of all members involved.

All employees and members therefore have a legal duty to co-operate with the implementation of this policy by:

· Co-operating and complying with instruction or all matters concerning health, safety and welfare that might affect themselves or others

· Reporting all accidents and incidents that have either caused injury or damage or that have the potential to cause such injury or damage.

DESIGNATED DUTIES

Club Management Committee

1 Shall be responsible for drawing up, monitoring and amending as necessary the Lisburn Racquets Clubs Health and Safety Policy.

2 Shall endeavour to ensure through the Club Manager that the Health and Safety Policy is correctly implemented by staff members. 

3 Shall arrange, through the Club Manager, a programme of Risk Assessments and other Inspection/Checks.

4 Shall take the appropriate action when dealing with staff recommendations for upgrading and upholding the Policy.

5 Shall arrange for any other appropriate actions.

Club Manager as Health and Safety Officer

1 Will be responsible for the day to day operational implementation of the Health and Safety Policy, particularly the Health & Safety Programme, and its effective communication to all employees.

2 Will take measures to stay informed of all incidents or accidents occurring within Lisburn Racquets Club, take appropriate action and report these to the Management Committee through the Manager’s report.

3 Will review, on a regular basis, instructions to employees, safety measures and training programmes to ensure up to date effective policy concerning Health and Safety at the Lisburn Racquets Club.

4 Will when necessary take appropriate disciplinary action in accordance with agreed procedure against employees who fail to fully execute their duties in accordance with the Health and Safety Policy.

5 Will refer to the Management Committee any recommendations, which may enhance or improve the Health and Safety Policy.

6 Will ensure all employees are fit for work when on duty.

7 Will carry out Evacuation practices twice yearly.

8 Will carry out a programme of Risk Assessments and other Inspection/Checks.
9 Will liaise with the Club’s Children’s Officers in their performance of their duties in compliance with the Club Rules.
Health and Safety Co-ordinator (Member of the Management Committee)

1 Will act as link between the Health and Safety Officer and the Management Committee and liaise with the Safety Officer to ensure the implementation of the Health and Safety Policy.

2 Will, as advised by the Club Manager, ensure that all incidents and accidents occurring within the club are reported and recorded and that, where necessary, appropriate action is taken to prevent a recurrence.

3 Will, as advised by the Club Manager, where deemed appropriate, take disciplinary action (in accordance with agreed contractual procedures) against any employees who fail to carry out the duties prescribed within the policy.

4 Will arrange through the Club Manager a programme of Risk Assessments and evacuation tests.
5 Will on a regular basis, and in consultation with staff, review the current Health and Safety programme and, where appropriate, suggest any new measures, which may enhance the programme.

Fitness Suite Employees

1 Will observe and adhere to all aspects of the Health and Safety programme.

2 Will wear the appropriate uniform when working within the fitness suite.

3 Will comply with instructions on Health and Safety matters given by the Club Manager.

4 Will report all incidents, accidents and damages to the Club Manager and complete the necessary paperwork.

5 Will co-operate with the Health and Safety Officer in the implementation of the Health and Safety programme as well as suggesting ways to enhance the programme and report any faults.

6 Will take reasonable care for the Health and Safety of themselves and fitness suite users.

Bar Manager

1 Will be responsible for the effective communication and implementation of the Health and Safety Policy to all bar employees.

2 Will ensure that all incidents and accidents occurring within the bar areas are reported to him/her and the Manager and that, where necessary, appropriate action is taken to prevent a recurrence.

3 Will, where deemed appropriate, take disciplinary action (in accordance with agreed contractual procedures) against any employees who fail to carry out the duties prescribed within the policy.

4 Will identify potential hazards to Health and Safety within the bar to the Health and Safety Officer.

5 Will arrange for any faults or defects within existing arrangements to be rectified.

6 Will, on a regular basis, review the current Health and Safety programme and, where appropriate, suggest to the Safety Officer any new measures which may enhance the programme.

7 Will carry out visual inspections, within area of expertise, and report faults eg worn cables, scorching, loose connections, damaged chairs/tables etc. to the Health and Safety Officer.
8 Will maintain good standards of housekeeping in work areas, with special attention to spillage.

Part Time Bar Staff

1 Will observe and adhere to all aspects of the Health and Safety programme.

2 Will comply with instructions on Health and Safety matters given by the Club Manager.

3 Will report all incidents, accidents, faults and damages to the Bar Manager as well as completing the necessary paperwork.

4 Will co-operate with the Bar Manager in the implementation of the programme as well as suggesting ways to enhance the Health and Safety programme.

Reception Staff

1 Will observe and adhere to all aspects of the Health and Safety programme and will comply with instructions on Health and Safety matters given by the Club Manager.

2 Will ensure that all incidents and accidents occurring within the Club are reported to the Club Manager, and that, where necessary, appropriate action is taken to prevent a recurrence.

3 Will identify potential hazards to Health and Safety within the reception area.

4 Will on a regular basis review the current Health and Safety programme and, where appropriate, suggest to the Health and Safety Co-ordinator any new measures that may enhance the programme.

5 Will carry out visual inspections, within area of expertise, and report faults eg worn cables, scorching, loose connections etc. to the Health and Safety Officer.
6 Will co-operate with the Club manager in the implementation of the programme as well as suggesting ways to enhance the Health and Safety programme.

7 Will not report for duty when their judgement or performance is impaired by alcohol or drugs.

8 Will carry out any Health and Safety checks deemed necessary by the Safety Officer.
Grounds Man/Handyman

1 Will observe and adhere to all aspects of the Health and Safety programme and comply with instructions on Health and Safety matters given by the Club Manager.  
2 Will ensure that all incidents and accidents occurring within the Club/Grounds are reported to the Health and Safety Officer and that, where necessary, appropriate action is taken to prevent a recurrence.

3 Will identify potential hazards to Health and Safety within the grounds to the Safety Officer.

4 Will arrange for any faults or defects within existing arrangements to be rectified.

5 Will on a regular basis review the current Health and Safety programme and, where appropriate suggest to the Health and Safety Officer any new measures which may enhance the programme.

6 Will carry out visual inspections, within area of expertise, and report faults eg worn cables, scorching, loose connections, broken fencing etc.

7 Will wear personal protective equipment as necessary.

Cleaning Staff

1 Will observe and adhere to all aspects of the Health and Safety programme and comply with instructions on Health and Safety Matters given by Club Manager.
2 Will ensure that all incidents and accidents occurring within the Club are reported to the Club Manager and that, where necessary, appropriate action is taken to prevent a recurrence.

3 Will identify potential hazards to Health and Safety within the Club to the Safety Officer.

4 Will arrange for any faults or defects within existing arrangements to be rectified.

5 Will on a regular basis review the current Health and Safety programme and, where appropriate, suggest to the Health and Safety Officer any new measures which may enhance the programme.

6 Will carry out visual inspections, within area of expertise, in the course of their work and report faults.

7 Will wear any Personal Protective Equipment as necessary.

Coaching Staff

1
    Will observe and adhere to all aspects of the Health and Safety programme      
and comply with instructions on Health and Safety Matters given by Club 

Manager.

2
    
Will ensure that all incidents and accidents occurring within the Club are 
    
 reported to the Club Manager and that, where necessary, appropriate action 
 is taken to prevent a recurrence.

3
Will identify potential hazards to Health and Safety within the Club to the Safety Officer.

4
Will on a regular basis review the current Health and Safety programme 
               and, where appropriate, suggest to the Health and Safety Officer any new 
      measures which may enhance the programme.

5
Will carry out visual inspections, within area of expertise, in the course of 
            their work and report faults.

HEALTH AND SAFETY PROGRAMME

The programme consists of 11 components, which in combination cover the range of activities which need to be implemented to achieve an appropriate Health and Safety standard. The Health & Safety Officer will arrange for these programmes to be actioned/addressed as necessary in terms of implementation, training, procedures, or other relevant actions.
1
Schedule of Routine Health and Safety Checks - overview

A programme of checks will be carried out by the Safety Officer to identify and remedy any potential or actual risks within the building, its fabric and in the grounds.  The nature of the checks and the frequency of checking are identified in Appendix 1.

2
Schedule of Prioritised Works - overview

A schedule of necessary works will be prepared and actioned as appropriate by the Safety Officer, based on faults and issues identified during the routine Health and Safety checks and by staff members or club users.  The schedule, as outlined in Appendix 2, will prioritise works by risk category with a proposed timescale and resource for implementation.  It will indicate items identified in the routine checks, which may not need immediate action.

3
Maintenance Schedule - overview

A schedule of maintenance works will be prepared and implemented to prevent potential Health and Safety issues emerging.  Appendix 3 outlines planned activities. There will also response works carried out as necessary.
4
Procedures for Fitness Suite, Grounds, and Reception Staff - overview

The procedures to clean and maintain fitness machines, maintain the grounds and manage the building are outlined in Appendix 4.

5
First Aid Issues

1 A first-aid kit with contents which comply with the First Aid at Work Regulations (N.I.) will be available at all times.  There are 3 areas where these will be available: Reception, the Fitness Suite and the Bar.

2 The Manager will ensure that the first-aid kits are kept in a clean and hygienic location and their contents maintained.

3 The Club Manager, Bar Manager, and Fitness Suite staff all must have a recognised First-Aid qualification which is kept up to date, compliant with the First Aid at Work Regulations (N.I.)

4 All accidents must be reported and recorded into the accident book (the accident book shall be kept at the reception area at all times).

5 If a serious accident occurs the employee must call for First Aider help and enact 999 procedure.

6
Lifting and Carrying Heavy Objects 


a
Plan the lift carefully:

· assess the object to be raised

· try the object for weight (lift up one side carefully)

· if difficult to lift seek assistance, do not attempt to lift the object on your own

· if the lift is manageable but the distance long seek assistance (either manual or mechanical)

b
Executing the lift:

· keep your feet comfortably apart (one slightly in front of the other), weight balanced evenly

· keep the weight of the object close to your body

· ensure that you use your whole hand (not just fingers)

· always keep your back straight

· don’t twist or stretch

· keep your arms close to your body and elbows bent

· bend your knees and use leg muscles to lift

7
Equipment, Plant and Property Damage

a
Preventing any damage:
· if equipment is being used incorrectly or in a manner which may lead to damage to the equipment or injury to the user, preventative action must be taken to stop this.

· all pieces of equipment will have the appropriate maintenance carried out both by the staff and the suppliers

· all employees must be able to show a customer the safe and correct way to use equipment.

b
When damage occurs

· Any damage to equipment, plant, property or materials belonging to Lisburn Racquets Club must be reported to the Club Manager or relevant staff.
8
Dealing with Electrics

1 The Safety Officer will ensure that the electrical system within the club has been properly installed and the necessary electrical checks are regularly performed by a recognised electrical engineer.  P.A.T. testing will be carried out annually and appropriate documentation kept.

2 Switchboards and fuse boards will be secured in a room or cupboard.  Fuses will be properly labelled.

3 Provision will be made for adequate socket outlets to prevent overloading and the need to use adapters.

4 Staff will be trained to carry out visual inspections and report faults e.g. worn cables, scorching, loose connections into plugs etc.  Ensure faulty equipment is taken out of use until repaired (label as faulty or remove to prevent use).

5 Water is prohibited from areas which are close to electrical sockets or electrical equipment (including electrical cardiovascular equipment).

6 Repairs to electrical equipment will be carried out by a qualified electrical expert.

7 When using an external electrical supply ensure that cables are properly rated and protected against damage and the environment.

9
Fire Safety Issues and Evacuation Procedures
There are many hazards which cause a fire.  Identified below are potential hazards and the means of reducing their threat.

Electrical Equipment

1 Electrical sockets should not be overloaded and a quick visual check on all equipment should be carried out before using it. 

2 Particular attention should be given to damaged casing and frayed or broken cables.

3 All defects should be noted and reported to the Club Manager or relevant staff.
Flammable Substances

Even the most innocent looking substances may be highly flammable and therefore represent a fire hazard.

1 Ensure all flammable substances are stored correctly, with lids firmly in place in a cool locked room or cupboard.

2 Read all labels (especially the hazard warnings) and use the substances in accordance with your training.

3 Never expose a naked flame close to a flammable substance.

4 Work areas must be kept free of excess paper.

5 Bins must be emptied regularly.

Evacuation Procedures when Fire Alarm sounds

If, despite all precautions, fire does break out it is important that the fire drill is correctly implemented, as below and as detailed on pages 32 – 34.
If the Alarm sounds and the Tannoy is broken so no announcement is made, all users must leave the building and follow the arrows to the Assembly Point.  This is to be a standard instruction given to all users of the Club.
1(a)
Receptionist

1   When the Fire Alarm sounds due to Break Glass being broken or activation of the Smoke Detector signal, receptionist asks everyone to remain where they are awaiting further instructions which will be given soon.

2   Receptionist asks anyone who knows the cause of the trigger to report to 
     reception immediately.

3   Fire Brigade will have rung the Club on the initiation of the alarm.  
   
  
      Receptionist will ask them to hold until the source of the trigger is found. 

4   Receptionist asks a staff member to respond as below.

1(b)
Staff

4    Staff member goes to panel near reception which will show the zone where 
       the alarm was initiated.  

5    Staff member will go to zone and assess the problem and report to 
  
       reception.

6    If the problem cannot be cured by the staff member with a fire 
  
   
       extinguisher this will be reported to reception.

2(a)
Receptionist


7    If Fire Brigade is required receptionist will ask them to come.

8    In this case receptionist will ask everyone to leave the Club and follow the 
       arrows to the Assembly Point.  No-one must return before the all-clear is given.
2(b)
Staff

9     If an evacuation announcement has been made staff will check all areas, as 
       far as is safe, to ensure that evacuation is complete.

3
Receptionist

10     If the trigger is a false alarm the receptionist will inform the Fire 
 
         Brigade and announce to the Club that activities can continue and the alarm will be turned off.
The Health and Safety Officer will carry out Practice Evacuations twice a year, including one which is at a time of heavy club usage.

Small Fires (e.g. equipment or bins), may be controlled by staff with the extinguishers available at all parts of the Club.  There are signs at all extinguishers stating the type of fire they are suitable for.

Types of extinguisher

Dry Powder

Suitable for fires involving flammable liquids or electrical equipment (note electrical equipment must be turned off at the mains).

Water

Suitable for Class A fires.

Carbon Dioxide

Suitable for fires involving electrical appliances – these extinguishers should not be used in a confined space as dangerous fumes can be inhaled.

Foam

Suitable for all types of fire.

10
Listing of Specialised Checks

On a regular basis the following will be checked/maintained:
*Fire Alarms - Quarterly
*Boiler - Annually
*Electrical Appliances - Annually
*Fire Extinguishers - Annually

*Electrical Installation - 5 Yearly

11
Risk Assessments
The Health & Safety Officer will carry out a Risk Assessment of all areas of the Club twice per year, and this is to be made available on request, to all users, both members and non-members, (see Appendix 5).
APPENDIX  1

SCHEDULE OF ROUTINE HEALTH AND SAFETY CHECKS

1A
TYPICAL MONTHLY CHECK LIST *(See items below)
	
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS

	Sockets
	
	
	
	
	

	Plugs
	
	
	
	
	

	PA Sockets (2)
	
	
	
	
	

	Bar Chairs/Stools
	
	
	
	
	

	Carpet
	
	
	
	
	

	Vinyl, wood, tiles
	
	
	
	
	

	Floor Sockets
	
	
	
	
	

	Ladies toilets, whb,

floor, toilets and dispensers
	
	
	
	
	

	Gents toilets whb, floor, toilets and dispensers
	
	
	
	
	

	All plugs
	
	
	
	
	

	Glass in Windows and doors
	
	
	
	
	

	
	
	
	
	
	


1B
OTHER ISSUES IDENTIFIED DURING ROUTINE CHECKS

(TO INFORM PRIORITISED WORKS & MAINTENANCE SCHEDULES)
	AREA
	ISSUE
	DATE REPORTED AND INITIALS
	DATE REPAIRED

AND

INITIALS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Areas covered by similar lists in similar detail:
Men’s & Ladies’ Showers, Toilets and Changing Rooms
Kitchens 1 & 2

Squash Courts 1 to 4

Lounge Bar

NBC Lounge

Grounds and Tennis Courts

Gym

NBC Hall

Minor Hall

APPENDIX 2

SCHEDULE OF PRIORITISED WORKS
	Issue & Location
	 Risk
Category
	DATE

Identified
	DATE to be actioned
	Resource
	 

	
	URGENT
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	MEDIUM
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX 3

MAINTENANCE SCHEDULE (PLANNED WORKS)
Daily

General on going cleaning around the entire building inside and out

Changing of bulbs etc as required

Weeky

Fire break glass around the building making sure to test at various positions each time

Emergency lighting all around the building

Lighting Inspection

Floor Inspection (Carpet and runners) and  playing surfaces

Car park cleaning

Cleaning and brushing of tennis courts

Monthly

Check the outside of building, especially emergency access routes

Inspections of bleacher seating

Weed control and (grass cutting outside contractor)

Check Air conditioning

Routine Checks (eg gym)

Quarterly

Shower heads in changing rooms

Tree pruning / Hedge cutting

Fire Alarm System service (outside contractor)

Half Yearly

Evacuation Procedure

Yearly

Guttering around the building

Check the drainage system

Roof inspection

Woodwork painting check

Water Tank

Painting of walls, walkways etc as required

Spraying Tennis Courts and weeds

Check all storm drains

APPENDIX 4

 PROCEDURES FOR STAFF

A PROCEDURES FOR FITNESS SUITE
Staff must always ensure that the machines are clean and properly maintained.  If leads go across areas where members will be walking they are covered with a plastic floor strip.  Checks should ensure that leads are not damaged or frayed.

Bins should be emptied daily and washed out.

Checks should ensure that carpets are not torn or frayed.

TV’s is secure on the mounting.

Free weights are stored safely on their rack and always returned to their correct position.

Exercise mats are kept at the sides of the room to avoid tripping.

All spillages are wiped up immediately and the area dried.

When cleaning machines staff must always: use the appropriate cleaning materials adhering to the Club’s overall COSHH policy.  Wear protective gloves, never soak the machines – wring out cloths firmly and wash all external areas of machines.  Dry off with the paper towels provided.

When lifting/moving heavy objects always use the correct lifting procedures set out in this document.

CLEANING PROCEDURES FOR FITNESS EQUIPMENT

To maintain the equipment to optimum mechanical condition, the following routine maintenance and cleaning procedures must be carried out.  All procedures must be carried out with the machine switched off. The maintenance checks will be carried out by Fitness Suite staff.  The cleaning will be carried out 3 times per week by Club staff.
ROWING MACHINES


Clean complete machine with soap and water.


1 Check cable and T-bar connection for wear.

2 Check foot loops for wear.

3 Check seat and mono rail for damage.

4 Check all plugs and sockets.

5 Report any damage or faults.

STEP MACHINE


Clean complete machine with soap and water.

Weekly

1 Check pedals for wear and damage.

2 Check key pad for wear.

3 Check handgrip for wear and damage.

4 Check all plugs and sockets.

BIKE MACHINES


Clean complete machine with soap and water.

WEEKLY

1 Check pedals and foot loops for damage and wear.

2 Check seat for damage and wear.

3 Check all plugs and sockets.

RUNNING MACHINES


Clean complete machine with soap and water.

WEEKLY

1 Put support in and check trapezoidal screws are greased along their whole length.

2 Check the belt is at right tension and lubrication system is working.

3 Check dust filter is clean.

4 Check oil level is correct.

5 Check all plugs and sockets.

X-TRAINER 


Clean complete machine with soap and water

Weekly

1 Check pedals for damage and wear.

2 Check arms for damage and wear.

3 Check all plugs and sockets
RESISTANCE EQUIPMENT MACHINES


Clean complete machine with soap and water

Weekly

1 Check for any rips or wear on the upholstery.

2 Check belts are not slack, worn or cracked.

3 Check weight stack is lined up and pin is not worn.

OTHER EQUIPMENT


1  
 Wipe free weights with soap and water


2
Tidy fitness test area and wipe table and scales with soap and water


3
Empty bin
4
Check and wash free weight stand.

5
Wipe all exercise mats with soap and water.

6
Wipe all equipment in fitness test area.

7
Check carpets for lifting, tears etc.

Fitness suite staff should complete, date and sign weekly machine check list.

If fitness suite staff find any faults they should complete the fault report sheet and forward it to the Club Manager and immediately take the relevant equipment out of use.
USE OF FITNESS SUITE EQUIPMENT 

Every member using the fitness facility must first:

· Complete and sign the Health Questionnaire

· Be given instruction of the use of the equipment in the fitness suite at an induction session.

· Be shown emergency exits

· Be shown panic buttons

Every member must be instructed in the following:

· They must not remain on machines more than the designated time which is displayed on the wall

· They must always bring their own towel

· They must always wear training shoes and appropriate clothing

· They must always wipe the machines down after their work-out using the spray and paper towels provided.

· They must always put waste paper in the bins provided

· They must never leave a machine until it has reached a stationary position

WEEKLY CHECKLIST FOR C.V. EQUIPMENT

	MACHINE
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS

	Rowing Machine 1
	
	
	
	
	

	Rowing Machine 2
	
	
	
	
	

	Rowing Machine 3
	
	
	
	
	

	Step Machine
	
	
	
	
	

	Bike Machine 1
	
	
	
	
	

	Bike Machine 2
	
	
	
	
	

	Bike Machine 3
	
	
	
	
	

	Running Machine 1
	
	
	
	
	

	Running Machine 2
	
	
	
	
	

	Running Machine 3
	
	
	
	
	

	X-Trainer
	
	
	
	
	

	Resist Machine 2

Leg Extensions
	
	
	
	
	

	Resist Machine 2

Leg Curls
	
	
	
	
	

	Resist Machine 3

Lat Pull Downs
	
	
	
	
	

	Free Weights
	
	
	
	
	

	Static Weights
	
	
	
	
	

	Exercise Mats
	
	
	
	
	

	TV Mounting
	
	
	
	
	

	Ab-cradles
	
	
	
	
	

	Floor covering
	
	
	
	
	

	Stairs
	
	
	
	
	


FAULT REPORT SHEET

	 AREA
	FAULT
	DATE

REPORTED

AND INITIALS
	DATE

REPAIRED

AND INITIALS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


B PROCEDURES FOR GROUND STAFF

Staff must
· Wear the protective clothing provided (Wellington boots and overalls)

· Wear protective goggles if strimming

· Ensure that all leads and extension cables are not frayed or split

· Ensure that pathways are in good repair

· Ensure that fencing is intact

When using machinery staff must
· Ensure that the proper guards are in place

· That leads are always held away from the equipment

· Never proceed to investigate a piece of machinery when it is still moving or plugged in

· Wash out all containers after use

· Dispose of any packaging in bins provided

When lifting heavy objects or bags of sand etc., always ensure that you use the correct lifting procedures as explained in this document.

When using ladders or scaffolding staff must always have another member of staff present.

If you find faults with anything complete the fault form and forward to the Club Manager.
WEEKLY CHECK FOR GROUNDS STAFF

	Area
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS
	DATE

AND

INITIALS

	Car Parks
	
	
	
	
	

	Ground Litter
	
	
	
	
	

	Tennis Courts
	
	
	
	
	

	 Emergency Access
	
	
	
	
	

	
	
	
	
	 
	


FAULT REPORT SHEET

(Please enter the date clearly)

	AREA
	FAULT
	DATE

REPORTED

AND INITIALS
	DATE

REPAIRED

AND INITIALS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


C PROCEDURES FOR RECEPTION STAFF

Staff must

· Ensure that the reception area is keep clean and presentable at all times
· Ensure that the shop stock is rotated as necessary 
· Be aware of all up to date membership conditions and court hire charges
· Be familiar with the telephone and tannoy system
· Be courteous to all club members and club users at all times
· Be familiar with the clubs evacuations procedures
· Dispose of any packaging in bins provided
· Be familiar with the procedures information pack
When lifting heavy objects always ensure that the correct lifting procedures are used as explained in this document.

If any faults are found, complete the fault form and forward to the Club Manager.
FAULT REPORT SHEET

(Please enter the date clearly)

	AREA
	FAULT
	DATE

REPORTED

AND INITIALS
	DATE

REPAIRED

AND INITIALS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	













Appendix 5










HOW DO WE CARRY OUT A RISK ASSESSMENT?

	To manage health and safety effectively within the business, we need to know what the main hazards and risks are so that we can build in appropriate ways to control them.  The first thing we need to do for the first time is to carry out a risk assessment.

Risk assessment, while sounding complicated, is in fact quite simple.

Each of us assesses risk each day, for example when crossing the road.  Every time we cross the road, we make our own split-second assessment as to whether it is safe or not based on:

· The speed and nearness of oncoming traffic;

· Whether or not there is a gap in the traffic;

· The width of road we need to get across; and

· Our own ability, and the ability of others who may be with us, to cross the road in time.

If we decide that the risk is too great, we will decide to wait and use a pedestrian crossing which is a control measure to stop the traffic, allowing us to safely cross the road.


	         Checklist
Set up a small working group of our most important members of staff who are experienced and knowledgeable in all or some of the working areas within the business.⁮

Give all those members of staff some basic training in assessing risks.                        ⁮

Identify all of the main work areas or activities within the business(such as the warehouse, office, housekeeping, maintenance and so on) where we need to carry out a risk assessment.                                               ⁮

Draw up a timetable of when we want the assessments completed by.                       ⁮

Discuss, review and record the significant findings of the assessments as a working group, making sure that we include employees and managers from each area and agree to the further action needed.            ⁮

Give all staff their own copy of the assessment or a summary of the significant findings, making sure that they understand what is needed from them.                         ⁮

Continually review your assessments and update when needed, repeating the whole process at least every 12 months.


FIVE   STEPS TO

                    ASSESSING RISK

	Step 1  Identify the hazards

            A hazard – is anything that can cause harm, for example, sharp equipment, damaged electrical equipment or boxes stored in front of the fire exit.

            This involves walking around our business, looking at the work activities being carried out and talking to our employees.  Our employees are the ones doing the job so they will be asked about any injuries or near misses they have experienced.  They may also have suggestions as to how to improve the workplace.  Including our employees from the beginning will also increase the chance of the measures we are introducing being effective, as they will understand how they came about and why they are needed.

Step 2  Decide who might be harmed and how.

            Consider all those who could come into contact with the hazard, such as:

· Employees, including any temporary staff, agency staff and student placements;

· Visitors;

· Contractors;

· Members of the public;

· Vulnerable members of staff such as young people or new and expectant mothers;

· Customers;

· Maintenance staff

Step 3  Evaluate the risk
            The risk is the chance (high, medium or low) that somebody may be injured or made ill by the hazard.

             When deciding the risk, there are two factors that you need to consider.

             How severe is it? What would be the realistic outcome if the hazard did cause harm?


	· Would someone be killed or very badly injured, for example, would it cause broken bones or amputation?
· Could someone be very seriously hurt causing them to be off work for more than three days, for example, a bad back or sprained ankle?
· Could someone suffer a minor injury, for example, a simple paper cut which needs only a plaster?
How likely is it? – What is the likelihood that harm will actually take place?  Is it highly likely, likely or unlikely based on:

· The controls you already have in place
· The number and type of people involved (in other words, are they experienced or not); and
· How often the task is carried out – several times a day or rarely.
The priorities for hazards will be calculated as below.
Risk Score

How severe it is

How likely it is

Major = 3

Highly likely = 3

Serious = 2

Likely = 2

Minor = 1

Unlikely = 1

Severity x likelihood = Risk

Those risks that come out at 9 and 6 are first priorities.  Those at 4 and 3 are second priority and finally 2 and 1 are lowest.


	Step 4  Control the hazard and the risk

1. Ideally, whenever possible, we should get rid of all hazards by removing any dangerous activities(for example, buy wood cut to size rather than using a circular saw or instead of using a meat slicer buy in pre sliced cooked meat).

2. If this is not possible we could change for a less hazardous one such as buying pre-diluted bleach solution instead of concentrated bleach.

3. If either of these options is not realistic given the nature of the hazard or the cost involved, we will need to look at ways of controlling the risk as far as is reasonably possible, using a mixture of the other forms of control.

· Enclosing the hazard, for example, by fitting a sound-absorbing enclosure around noisy machines.

· Adding a physical barrier or guard to prevent people from getting close to the hazard, for example, place a fence around the gas-bottle store or add a blade cover on a meat slicer.

· Provide safe systems of work, written procedures, training and supervision to make sure staff are made aware of the dangers and how to prevent themselves from being injured or made ill, such as lock out systems for machinery, manual-handling training or putting up a fire notice, practising evacuations and so on.

          
	· Providing personal protective equipment(PPE) such as gloves to provide protection against chemicals or hot food.

           Personal protective equipment as a 

           Control measure is seen as the ‘last

           Resort’ and you must never use it as 

           the only control measure.

Step 5 Review and revise

           The whole idea of a risk assessment is

           that it allows us to make a reasoned

           judgment as to whether an activity will

           cause harm or not.

           So, every time we change a significant

           part of our business, we will need to 

           review our risk assessment to 

           identify if the change brings about any

           new hazards or to see if it increases

           the risk of an existing hazard.

           As a general rule we should always

           review our assessments:

· After an accident or near miss has happened.

· Before a young or inexperienced employee begins work;

· Once a female member of staff tells you that they are pregnant or when a new mother returns to work: and

· During the work carried out by a specialist contractor such as removing asbestos, re-wiring and so on.

Even if nothing changes, it is still important to review our risk assessments each year as our staff may be doing something that we were unaware of.  It will also act as a check to make sure that our existing controls are still working as effectively as we think they are.

           

	
	


Recording our assessment

We must record the significant findings of our assessments, usually within the arrangements section of our Safety Policy.

No matter how many employees we have, it is good practice to record the findings of our assessments as it will become much easier to explain the hazards and risks to staff and what action we expect them to take.  It also shows our enforcement officer that we have taken our health and safety responsibilities seriously.  See the Template 1 for Risk assessment.

It is also good practice to record hazards and controls in an action plan together with details of who will be responsible for them and a time limit for doing them.  See the action plan (Template 2).
Also included for guidance is a list of actions which are good practice examples for health and safety issues, and which will be checked and validated during Risk Assessments. See Template 3.











Template 1


RISK ASSESSMENT

Lisburn Racquets Club                                                          Date…………

Next review date:…………………      Completed by:…………………….    Page…..of……

	Risk
	
	
	
	
	

	How likely is it?
	
	
	
	
	

	How severe is it?
	
	
	
	
	

	People/exposed
	
	
	
	
	

	Hazards
	
	
	
	
	

	Activity
	
	
	
	
	












Template 2
ACTION PLAN

Lisburn Racquets Club

  Action plan completed by:……………..

Next review date:……………………      Date:…………….   Page ……of …….

	By when?
	
	
	
	

	By whom?
	
	
	
	

	Extra controls needed
	
	
	
	

	Existing controls
	
	
	
	

	Hazards
	
	
	
	

	Activity
	
	
	
	


Template 3
Possible Actions resulting from issues being highlighted from Risk Assessment
Item
Detail of hazard


Measures to be taken to reduce hazard

NOTE  For all Fire Alerts the initial response is detailed under Evacuation Procedure on Page 13.

NBC Hall

1
Fire alert elsewhere in building
Evacuate through main door and porch exit door.
2
Fire in viewing lounge/kitchen
Evacuate hall through main door and porch exit door.

Evacuate lounge through either door to main hall and porch exit door.







Directions on inside of doors.

3
Fire at electric mains unit.

Evacuate through emergency doors around hall and follow 






signs to car park.

4
Spilt liquid on floor


Attendants to mop and dry as soon as possible.

5
Litter on floor



Bins placed regularly around hall with attendants emptying as 






required.

6          Injury during play


A member of staff, with First Aid qualification, is available.  






For serious injuries the Lagan Valley Hospital is only 5 






minutes away. For major events a physiotherapist and a doctor
 are in attendance.

Alpha Hall

7
Fire alert elsewhere in building
Evacuate through main entrance to entrance hall thence to main 






door.







If entrance hall not clear evacuate through the double door, turn
 left into porch and evacuate through porch exit door.

8
Spilt liquid on floor


Attendants to mop and dry as soon as possible.

9
  Litter on floor


Bins placed in the hall with attendants emptying as required.

10          Injury during play


A member of staff, with First Aid qualification, is available.  






For serious injuries the Lagan Valley Hospital is only 5 minutes 






away.

Squash Courts

11
Fire alert elsewhere in building
Evacuate to corridor, turn left and follow sign to entrance hall,
hence to front door.

If entrance hall is not clear – turn right and leave corridor at the glass back court end. Go up the stairs and evacuate through the exit door at the turn of the stairs.

12          Injury during play


A member of staff, with First Aid qualification, is available.  






For serious injuries the Lagan Valley Hospital is only 5 minutes 






away.  Goggles are available at reception and children are
instructed to use them when playing.

Squash Balcony

13
Fire alert elsewhere in building
Leave the balcony through the door at court 1, go down the 






stairs to the entrance hall and exit.







OR  Leave the balcony through the door at court 4, go down
 the stairs to the first landing and exit.


Directions on inside of doors.

Members Changing Rooms

14
Fire alert elsewhere in building
Evacuate to corridor, turn right to entrance hall and exit. If 






entrance hall is not clear turn left and leave the corridor at the 






glass back court.  Go up the stairs to the landing and exit.
Directions on inside of doors.

Fitness Suite

15
Fire alert elsewhere in building
Leave by the stairs and evacuate through the door at the bottom.

16
Injury during training


All users are instructed in the correct use of the equipment by a 






qualified instructor.

Corridor Room

17
Fire alert elsewhere in building
Go down the stairs outside the Viewing Lounge into the NBC 






Hall porch and exit.  Directions on inside of door.

Changing Room 4

18
Fire alert elsewhere in building
Evacuate by the door at the foot of the Fitness Suite stairs.  






Directions on inside of door.

Changing Rooms 1, 2 & 3

19
Fire alert elsewhere in building
Leave the room, turn right into the NBC Hall porch and exit. 






Directions on inside of doors.

First Floor office

20
Fire alert else in building

Evacuate the office and go down the stairs to entrance hall and 






exit. If entrance hall is not clear, cross the landing to the squash 






balcony door, go along the balcony and leave it at court 4, go 






down the stairs to the first landing and exit.

Kitchen/Toilets

21         Fire alert elsewhere in building
Evacuate down the stairs facing the door to the first landing and 






exit. Directions on inside of  doors.

22       Fire in kitchen



Evacuate down the stairs facing the door to the first landing and 






exit doors. Directions on inside of door.

Bar/Lounge

23         Fire alert elsewhere in building
Evacuate the lounge through the double door, go down the 






stairs to the entrance hall and exit.







OR Evacuate the lounge through the single door, turn right, go 






down the stairs to the first landing and exit. Directions on inside
of doors.

Reception staff

24         Fire alert in building


Page the entire building instructing everyone to leave.  Where 






feasible, through safety concerns, check that rooms and halls 






are empty, then evacuate.

Bar staff

25      Handling goods



Instruct staff on the correct handling of kegs and cases of beer 






and minerals.

Attendants

26         Fire alert in building


Where feasible, through safety concerns, check that rooms and 






halls are empty, then evacuate.

27         Fire extinguishers


Instruct attendants on correct selection and use of fire 






extinguishers.

28         Sundry work



Instruct staff on the correct use of sundry tools and ladders.
Cleaning staff

29         Sundry work



Instruct staff on the use of sundry cleaning tools and liquids.

Coaching staff

30        Fire alert in building  


Staff trained in evacuation procedure to guide children to exits.  






Practice evacuations carried out, at least once per year, for each 






group of children.

Lighting

31        Emergency lighting


Emergency lighting over whole building and its exits - checked 






monthly.
Path around building

32        Litter etc.



Maintain the path free of litter, weeds and overhanging 






vegetation.

33
Lighting



Emergency lighting on the total path leading to Assembly Point
– checked monthly.

34
Lighting



Movement operated security lighting on the total path – 






checked monthly.
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