RISK ASSESSMENT

A BASIC HEALTH AND SAFETY AUDIT OF A DOJANG/TKD CLUB 
	STRENGTHS
	WEAKNESSES
	P/S/V

	PARTICIPANTS:
	
	

	STAFFING:
	
	

	DOJANG:
	
	

	EQUIPMENT AND DOBOKS:
	
	

	PROCEDURES AND ORGANISATION:
	
	


 IDENTIFY FOUR KEY HIGH RISK AREAS IN TAE KWON D0

IDENTIFY IN EACH THE SITUATIONS WHEN THE RISK IS GREATEST. 

	FOUR KEY AREAS/EXAMPLES
	SITUATIONS OF GREATEST RISK
	GOOD PRACTICE TO AVOID HIGH RISK

	e.g. throwing
	Poor technique. Outside rules. Etc
	Teach technique. Monitor technique applied, play to rules etc

	
	
	

	
	
	

	
	
	

	
	
	


10 TIPS FOR TEACHING TKD SAFELY
As a group - agree what you believe to be the 10 most important organisation and teaching tips for teaching a session of taekwondo safely.

	

	

	

	

	

	

	

	

	

	


WHEN WORKING IN SCHOOLS…

EXPECT

(1) Checks

(a) Face to face interview to confirm identity using original documents (e.g. driving licence, recent service provider bill confirming current home address).

(b) CRB enhanced disclosure check. Provide original.Qualifications check: provide originals.

(c) A check on any training undertaken and experience of working with children and young people (e.g. child protection workshops).

(d) References check. Any conditional comments in the reference are likely to be checked out by the school.

(e) BTCB contacted asking whether you are currently licensed to coach. 

(f) That pupils are having consistent high quality, challenging and stimulating activities.

(2) Discussion about why you want to work with children and your attitudes towards children and young people.

(3) An agreed period of “probation” with sessions monitored by school staff. Also time keeping monitored

(4) A summary of relevant school policies and procedures, including:

(a) Risk assessments, taking pupils off-site, using your car, emergency Discipline procedures

(b) First aid

(c) Child protection procedures

(d) How they work with children and young people [such as looking for success in young people, rewarding achievement etc]

(5) A check on teaching skills:

(a) Discipline, class control and behaviour management skills.

(b) The way you care for and respect pupils.

(c) Getting to know the pupils (their levels of confidence, ability, individual needs, medical needs and behaviour).

(d) How you match pupils’ confidence, strength and ability in pair tasks, maximise participation.

(e) Your observation and analytical skills to ensure safe practice.
(6) A named member of staff to report to, ask questions of, provide you with information etc.

(7) To be accepted as a member of staff.

(8) Checks 

(9) The school to intervene immediately then review the situation with you after the lesson where performance is inadequate and poses a health and safety risk to the pupils, or has the potential to impact on their welfare, or where performance is technically inadequate.
ASK FOR

(1) Whether your current CRB/Disclosure Scotland certificate is acceptable.

(2) Employment status (Employed on school staffing roll or self-employed?)

(3) Check whose insurance cover applies – your NGB’s or school’s:

(a) Employers’ liability (Compulsory)

Legal liability for injuries to you (whether permanent staff/temporary staff/contracted for services arrangement) occurring whilst working in the school. 

(b) Public liability (Essential)

Legal responsibility for “third party” claims against your teaching (“negligence”).

(c) Hirers’ liability (Desirable)

Covers anyone hiring premises against any liability for injury to others or damage to the property whilst using it (if relevant to your work in school),

(d) Personal injury

Accidental bodily injury – or deliberate assault on you (Desirable, although compulsory part of BTCB membership).

(e) Miscellaneous

A variety of types of insurance such as travel (Compulsory or Required) or motor insurance (Compulsory) (minimum of “third party”)

(4) A clear role that sets out limits of responsibility, lines of supervision, management and communication, specialist expertise needed (e.g. children with individual special needs).

(5) A regular updates on pupils and/or groups: e.g. illness, family bereavement, behaviour, especially relevant medical information 

(6) Who assesses pupils’ work in taekwondo and how.

(7) Whom you report to, ask questions of: i.e. who manages your work in the school.
ON-GOING/DYNAMIC RISK ASSESSMENT
	FACILITY: (including equipment and procedures)

	Changing area
	Changing rooms
	Space, pegs, floor surface etc safe?
	

	
	Shower facilities
	Temperature control, space, non-slippery, no sharp projections etc?
	

	
	Access to facility
	Are external doors secured to prevent unauthorized access for high risk activities/environments?
	

	
	Route and access to activity area
	Safe for participants, especially young/infirm?
	

	Work area
	Surface
	Safe? Clearly defined and safe for use?
	

	
	Security of footing
	Non-slippery, no sunken/raised areas?
	

	
	Free/safe work and run-off areas
	No obstructions and projections likely to cause injury?
	

	
	Height and lighting
	Appropriate and safe for activity?
	

	
	Fixed apparatus
	Secure and in good condition?
	

	
	Any obvious entrapments?
	
	

	Safety
	First-aid 
	Arrangements/responsibilities Known and applied?
	

	
	
	Equipment present and in correct locations?
	

	
	Emergency/accident 
	Procedures/contingency plans Known and applied?
	

	
	Fire 
	Exits Clear with emergency egress possible?
	

	
	
	Extinguishers/notices etc Present and in correct locations?
	

	
	Safety signs
	Present and in correct locations?
	

	Disability Act 
	Requirements
	Re access and involvement in sport for those with cognitive, visual, hearing or motor impairment applied?
	


	ACTIVITY: (group management, teaching, preparation, progression)

	Arrival
	Move to work area
	Orderly; supervised where/if necessary (e.g. Disability etc)?
	

	Supervision
	
	Is group supervised appropriate to age/experience/activity/behaviour?
	

	Equipment
	Checks
	Periodic inspection made by experts where relevant?
	

	
	
	Do individuals check own equipment for safety before use/performance?
	

	
	Type
	size/type/quality/suitability for activity, ability and group size?
	

	
	Use
	Does group use equipment safely and responsibly?
	

	
	Moving
	Are procedures known, applied and safe?
	

	
	Storage
	Storage areas – bottlenecks managed/ equipment located safely?
	

	
	Alterations
	Is any improvisation of use of equipment allowed? – is it safe?
	

	Planned sessions
	Structure
	appropriate / effective warm up/ technical development/ progression/ cool down/ appropriate activities/ appropriate pitch (challenge)/ safe exercise principles applied?
	

	
	Level
	Does demand of activity match individual and group abilities?
	

	
	Support
	Correct/safe supporting techniques where relevant?
	

	Rules
	General
	Consistently applied?
	

	
	Approved practice 
	i.e. That advocated by BTCB?
	

	
	
	Participants’ strength/confidence/experience/ability matched in early coaching/teaching sessions?
	

	
	
	Ability/capability monitored throughout session?
	

	
	Regular scanning
	head counts to check safety?
	

	
	Group organisation and management
	procedures provide safe working environment – e.g. Use of space/ behaviour/ playing to rules/ stop on demand etc?
	


ON-GOING/DYNAMIC RISK ASSESSMENT (continued)
	PEOPLE: (participants and staff)
	

	Group 
	Sizes
	Appropriate for space, demand of activity and control?
	

	
	Coach-student ratio
	Appropriate for safe participation and group management in environment?
	

	Coach
	First-aid expertise
	Coach/coaching team appropriate to circumstances – or alternative provision available?
	

	
	Qualifications
	/Experience/confidence/training adequate for demands of activity, ability and safe working environment?
	

	
	Knowledge of group
	 Knows behaviour, abilities and medical backgrounds of all individuals and group?
	

	
	Skills
	Observation skills adequate to ensure safe working environment?
	

	
	Position
	Position in relation to participants – maximum work area and numbers in view at any time?
	

	
	Supervision
	 Of group by coach at all times?
	

	Assistants
	
	Know and work to limits of role/responsibility?
	

	
	Communication
	Frequent between coach and assistants evident?
	

	
	Recruitment
	Safe procedures followed – e.g. Have crb disclosure certificates been checked?
	

	Kit
	General
	Appropriate for the activity/conditions?
	

	
	Clothing
	Personal effects (e.g., Jewellery, head wear, spectacles, religious artefacts) appropriate for safe participation?
	

	
	Safety equipment
	Personal protection evident – e.g. Mouth guards, shin guards, helmets, etc?
	

	Students
	
	Know routines/procedures to establish and maintain a safe working environment?
	

	Insurance
	
	Cover provided or checked where needed?
	

	Parents
	
	Informed and involved as necessary when pupils are involved?
	


POSSIBLE SAFETY STRATEGIES TO CONTROL RISK

ADD TO THE LISTS.

	SUPERVISION
	PROTECTION 
	TRAINING 

	Be present when group is working.
	Provide protective equipment/ clothing.
	Provide necessary training to establish safe practice.

	Use competent staff.
	Devise appropriate procedures.
	Set appropriate discipline and control standards.

	Improve ratio of staff to participants.
	Inspect facility periodically.
	Develop participants’ observation skills.

	Increase training and qualifications of staff.
	Place warning notices/protective devices where risks exist.
	Teach how to use the equipment/facility correctly.

	Explain any inherent risks.
	Use good quality equipment.
	Teach progressive practices thoroughly.

	Emphasise competing within the rules.
	Inspect any equipment regularly.
	

	Stop the activity if unsafe.
	Repair/service any equipment regularly.
	

	Avoid the work area if unsafe.
	Modify the equipment if necessary.
	

	Use a safer alternative.
	Amend how the equipment is used.
	

	
	Change the way the activity is carried out.
	

	
	Reduce time participants are exposed to the risk.
	


MANAGING TKD EVENTS OFF-SITE – SOME GOOD PRACTICE CONSIDERATIONS.

To be read in conjunction with any school or local authority documentation about taking pupils off-site. Local requirements may be set out additional to the issues listed here.

	ASPECT
	OFF-SITE VENUE THAT YOU ORGANISE
	TKD FESTIVAL

 (in addition to aspects listed in the previous column)
	TOUR

 (in addition to aspects listed in the previous TWO columns)

	PRE-EVEN

	Senior Staff
	Head Teacher aware?
	Governors’ approval needed?
	LA/Governors approval needed and all requirements met?

	Policy
	School policies/procedures

known and applied?
	Additional staffing needed - to cover supervision/officiating etc?
	Paperwork

Eg passports/ additional insurance if needed?

	Parents
	Consent forms required and obtained?
	Group issues clarified

Age, ability, behaviour, selection?


	Checked/ host families?

	
	Parents/carers aware of

· Itinerary

· Programme

· particular needs and conditions

· insurance provision

· emergency contact system

· venue address?
	“telephone tree” completed – cascading communication system to convey messages/delays back to parents/carers?
	Pupil code of conduct needs to be developed from basic school visit requirements – e.g. Behaviour, down time, bedrooms etc.

	
	
	
	Parents have copy of itinerary, contact details etc?

	
	
	
	Pupils adequately prepared for tour?

	Staff
	Other staffing – roles and responsibilities/ ratio/ expertise/ group management/ knowledge of group?
	
	Staff leadership skills evident?

	Register
	Group register available?
	
	

	Medical
	Medical backgrounds known?
	First aid - provided by host?
	Injections/medications required prior to and during tour?

	
	
	
	Additional staffing requirements identified

E.g. Residential/leisure activities/ city tour/ swimming involved?

	Risks
	General risk assessment made and requirements followed?
	Risk assessment made if possible?
	Implications of taking non-school staff considered and adjustments made?

	
	Other “what ifs…”/contingency planning thought through?
	
	Safeguarding issues

	
	School’s crisis management plan requirements built in to risk assessment and planning?
	
	

	Venue
	Any reciprocal arrangements with host school sorted out? 
	Pre-visit made to venue?
	

	ASSEMBLY

	Meeting
	Register/head count in?
	Pupils and parents know time to meet, what to do if miss coach etc?
	

	
	Continuous duty of care? If not – clarity re ending/beginning etc?
	
	

	Equipment check?
	Personal kit check?
	C
	

	
	Medication check? 
	
	

	
	Mobile phone in case of emergency?
	
	

	Information
	Emergency contact information
	
	

	
	Pupils know and apply code of conduct?
	
	


	ASPECT
	AWAY MATCH
	DAY FESTIVAL

(in addition to aspects listed in the previous column)
	TOUR

(in addition to aspects listed in the previous TWO columns)

	JOURNEY

	Vehicle
	La/school/legal requirements?
	Additional drivers?
	Tour conditions?

	
	1st Aid Kit/Appointed Person
	Management of breaks in journey (e.g. Motorway service areas ?)
	Foreign law, standards, health, language?

	
	Who can drive and/or supervise? Additional supervision or drivers needed?
	Length of time driving?
	International driving requirements

	
	Where do staff sit?
	
	

	
	Basic vehicle check?
	
	

	
	Safe embarkation/disembarkation point?
	
	

	Register
	Head count before leaving 

Emergency action plan?

Delays etc?
	Head count after any break in journey?
	Supervision at airport/ terminals etc?

	Pupils
	Illness on journey?
	
	Information to be carried by pupils in case of separation from main group?

	EVENT/VENUE

	Venue
	Venue risk assessment –by venue management –implications for group?
	Programme allows sufficient rest/ recovery periods
	Security of accommodation

	
	First aid cover/ reciprocal arrangements with host venue confirmed
	
	

	Participants
	Group or activity management issues? E.g. 1 staff with large group/ officiating/supervising etc
	Total competition time for any individual – within their limits
	Homecare abroad - safeguarding requirements/ standards itinerary? / attitude different?

	
	Acceptable behaviour assured?
	Provision of refreshments
	Camera mobile phones!!!

	
	Equality in size/experience/confidence
	tracksuits etc?

Is supervision appropriate
	Pupil code of conduct applied?



	
	Kit appropriate for event? Personal protection – pads/helmets/mouth guards, mitts etc etc
	
	Policy on pupil use of mobile phones?



	
	Personal effects – jewellery/specs/religious items?
	
	Pupils have accessible point of contact in host country?



	Programme
	Periodic “head counts” necessary
	Contingency plan if early finish
	

	
	Competent/qualified officials?

Facility/equipment checked visually before event starts?

Emergency action plan – hospital/rest of team/staff illness/communication
	Has consent been granted/ necessary for any photography that may be involved?

Change of clothes needed – extra

?
	Additional insurance needed?

Down/”free” time issues?

Reciprocal arrangements clarified if hosted by another school/group/club?

	RETURN JOURNEY

	
	Head count?

Safe embarkation disembarkation?

Dispersal point/s?

Parents/carers aware?

Strategy if parents/carers delayed?

Journey delayed – breakdown/traffic etc?

Anticipated dispersal time communicated?
	
	numbers checked after any break in journey?

Supervision arrangements known if public transport/ferry/ airport etc involved?

Information to be carried by pupils in case of dislocation from main group?

	Event evaluation
	Any near misses/ incidents to review?


	
	

	
	Injuries recorded and outcome followed up?

Any improvements for next event?

Any feedback necessary to ht/staff/pupils/parents?

Any adjustments to risk assessment? – formally record to inform future planning.
	
	


WHO CARRIES THE CAN? WHAT IS EXPECTED OF US AS SCHOOL STAFF?

Work in groups to decide who was found to be legally responsible for the incident

	SITUATION
	WHO IS RESPONSIBLE?
	NOTES

	1.
On a Friday afternoon in school, a small group of VI formers approach a member of staff to take them in his car to go climbing over the weekend. The teacher agrees but does not inform the head teacher. During a climb one student falls and is seriously injured.
	
	

	2.
A Year 11 group go on a field studies trip to a local rocky area. The accompanying teacher has not taught the group nor knows them individually. Two pupils detach themselves from the group and begin throwing rocks and stones from a bridge towards where the group is working. The teacher tells them to stop then moves further along the valley to a second group some 50 metres away, out of sight and sound of the first group. The two boys again drop rocks onto the first group, hitting a pupil causing a fractured skull.
	
	

	3.
A teacher in a primary school trains a group of Year 6 pupils as playground activity leaders. They regularly organise lunchtime games activities for younger pupils. The teacher monitors the activity leaders occasionally. The lunchtime supervisors are on duty around the school but not directly assigned to supervise the activities. On one occasion a young pupil breaks her arm during an activity supervised by the Year 6 pupils.
	
	

	4.
Some VI formers go on a ski trip with younger pupils on the agreement that they observe the school’s code of conduct but ski alone and not as part of the main group. During the week they abuse the code of conduct (smoking etc) and are appropriately disciplined. They also ignore a directive not to ski off-piste and are disciplined. When skiing off-piste again one of the VI formers loses control and suffers serious injury. 
	
	

	5.
A lunchtime supervisor loses an eye when hit by a badminton racket. She enters the hall to tell the group to conclude the activity. She walks across the badminton court thinking that the game had finished but is struck by a player running backwards attempting an overhead smash. She encroached onto the run off area of the court because stacked chairs restrict space. There is no suggestion that the pupils deliberately disobeyed, simply being engrossed in the match.
	
	

	6.
A group of 15 years old pupils attend a golf range with a teaching assistant as part of their KS4 core PE programme. The club’s professional teaches them. A pupil practising a golf swing is struck in the face by another pupil swinging a club whilst trying to hit a bouncing ball.
	
	

	7.
A 5 year old had a picnic with his parents on school grounds before the start of the school sports day. He then left his parents to go to his teacher for the start of the event. On his way, he strayed onto an area of the playground with swings. Pretending to be Superman, he jumped off a swing, fell and fractured his arm in three places. School staff were aware of the hazard posed by the swings and had placed them out of bounds. They were not defective.
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Answers – page 15

WHO CARRIES THE CAN? WHAT IS EXPECTED OF SCHOOL STAFF? - ANSWERS
	SITUATION
	WHO IS RESPONSIBLE?
	CASE INFORMATION AND PRINCIPLE

	1.
On a Friday afternoon in school, a small group of VI formers approach a member of staff to take them in his car to go climbing over the weekend. The teacher agrees but does not inform the head teacher. During a climb one student falls and is seriously injured.
	Teacher
	Based on Stenner v Taff-Ely LEA 1984.

Activity not authorised by school – an independent arrangement. HT must approve all activities. 

	2.
A Year 11 group go on a field studies trip to a local rocky area. The accompanying teacher has not taught the group nor knows them individually. Two pupils detach themselves from the group and begin throwing rocks and stones from a bridge towards where the group is working. The teacher tells them to stop then moves further along the valley to a second group some 50 metres away, out of sight and sound of the first group. The two boys again drop rocks onto the first group, hitting a pupil causing a fractured skull.
	Local Authority

(Employer)
	Porter v Bradford MBC 1985.

Inadequate supervision – lack of competence to control groups - duty of care. HT responsible – deploys staff.

	3.
A teacher in a primary school trains a group of Year 6 pupils as playground activity leaders. They regularly organise lunchtime games activities for younger pupils. The teacher monitors the activity leaders occasionally. The lunchtime supervisors are on duty around the school but not directly assigned to supervise the activities. On one occasion a young pupil breaks her arm during an activity supervised by the Year 6 pupils.
	Local Authority

(Employer)
	Based on Burton v Canto 2002.

Minors cannot assume legal responsibility for others. Employer’s responsibility to ensure adequate systems of supervision.

	4.
Some VI formers go on a ski trip with younger pupils on the agreement that they observe the school’s code of conduct but ski alone and not as part of the main group. During the week they abuse the code of conduct (smoking etc) and are appropriately disciplined. They also ignore a directive not to ski off-piste and are disciplined. When skiing off-piste again one of the VI formers loses control and suffers serious injury. 
	Student
	Woodbridge School v Chittock 2005

No one answer to managing groups. Staff work within a “range of reasonable options” – i.e. typical of the profession.

	5.
A lunchtime supervisor loses an eye when hit by a badminton racket. She enters the hall to tell the group to conclude the activity. She walks across the badminton court thinking that the game had finished but is struck by a player running backwards attempting an overhead smash. She encroached onto the run off area of the court because stacked chairs restrict space. There is no suggestion that the pupils deliberately disobeyed, simply being engrossed in the match.
	Lunchtime supervisor
	Peacey v Havering LEA 2000.

School staff responsibility for awareness of safety rules.

	6.
A group of 15 years old pupils attend a golf range with a teaching assistant as part of their KS4 core PE programme. The club’s professional teaches them. A pupil practising a golf swing is struck in the face by another pupil swinging a club whilst trying to hit a bouncing ball.
	School Governors

(Employer)
	Cuthbertson v Merchiston Castle School 2001.

Coach as support staff works to a nominated teacher. Teaching Assistant is go-between. All work on behalf of employer (local authority/school). Competence. School responsible for pupil well-being. Poor management by school.

	7.
A 5 year old had a picnic with his parents on school grounds before the start of the school sports day. He then left his parents to go to his teacher for the start of the event. On his way, he strayed onto an area of the playground with swings. Pretending to be Superman, he jumped off a swing, fell and fractured his arm in three places. School staff were aware of the hazard posed by the swings and had placed them out of bounds. They were not defective.
	Parents
	Simmonds v Isle of Wight 2003.

Clearly establish when you assume responsibility for a group and when you end responsibility for them.
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