University of Sheffield Union of Students

Walking Club (SUWC) Good Practice Guidelines Summary 2011-2012
Trips – Section 4

Trip Leader Responsibilities – see section 4.1

· Ensure that transport and accommodation have been organised.
· Ensure the Trip and the Trip sign up have been well publicised.
· Ensure there are enough Drivers, First Aiders and Walk Leaders present on the Trip.
· Ensure all necessary Club equipment is available on the Trip.
· Ensure a Trip Notification Form has been sent to the SA and CSM at least 5 working days before the Trip.
· Ensure a Trip Meeting takes place before the Trip.
· Ensure walks are properly planned and self regulated on the Trip and that emergency procedures are in place.
Activity Leaders – Section 6

Walk Leaders – Lead Club walks – see section 6.1

Trip Leaders – Plan and organise Club Trips – see section 4
Grading of Walks

Grade 1 Walks – see section 5
· Low level (below 550m), no mountainous terrain, within 3km of an accessible road.

· Ratio of 1 Walks’ Leader to 10 participants, recommended maximum group size of 15
· At least 2 Walks’ Leaders and 1 First Aider per group.

Grade 2 Walks – see section 5

· High level (above 550m), mountainous terrain, >3km of an accessible road.
· Maximum group size of 12. Ratio of at least 1 Leader to 5 participants.
· At least 2 Walks’ Leaders per group, one of which should be Grade 2 Leader. 
· At least 1 First Aider per group.
Scrambles – see section 5

· Walks including Graded scrambles. No harder than a Grade 1 scramble.
· Maximum group size of 8. Ratio of at least 1 Leader to 3 participants.
· Minimum of 2 Scramble Leaders and one First Aider per group.
Grading of Leaders

Grade 1 Leaders – see section 6.2

· Can lead Grade 1 walks and assist on Grade 2 walks.
· Must have attended leadership and navigation training with a qualified tutor.
· Must have been assessed while leading at least 2 club walks.
· Must have filled out an Activity Leader Form and signed this document and the Club’s Risk Assessment.

Grade 2 Leaders – see section 6.2

· Can lead Grade 1 and Grade 2 walks.
· Must have fulfilled all the Grade I leader criteria.
· Must have personal walking experience in Grade 2 terrain.
· Must have experience leading Club walks with a range of terrain and weather conditions.
· Must have gained leadership experience on at least 8 Grade 2 walks on mountainous terrain both with and without the Club.
· Last Grade 2 lead will be assessed by the accompanying Grade 2 leader.
Scramble Leaders – see section 6.2

· Can lead all walks as well as Grade 1 scrambles as identified in any of the scramble’s guidebooks.
· Must have met all Grade 2 Leader requirements.
· Must have logged at least 5 Grade 1 scrambles in their Activity Leader Form.
· Must have attended a Scramble Leader Training / Assessment session.
Walk Leader Responsibilities – see section 6.6 & Appendix 2
· Ensure participants are appropriately dressed and briefed for the walk.
· Ensure all group safety equipment is carried on the walk.
· Follow the self regulation procedure for ‘home base’ walks.
· Be aware of the accident and emergency procedures.

· Provide the Publicity Officer with information regarding the walk

· Return any new membership forms, membership and equipment to the relevant Committee members. 
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1 Introduction

1.1 The Walking Club is committed to the safety of its members, and considers it good practice to operate in accordance with the following guidelines produced with reference to existing NGB guidelines and reviewed annually to ensure they are up-to-date. The Club acknowledges that there is a wide variety of skills and experience within the club, and aims to provide activities safely catering for the desires of all its members. To ensure this is so the Club will make Activity Leaders aware of their responsibilities and their “Duty of Care” to activity participants (See Appendix 1). In accordance with this all Activity Leaders and Committee members must read and sign the guidelines, below.

2 Club Activities

2.1 Club Activities are recognised as being one or more of the following:

· Publicised at Club meetings.

· Publicised on the Club notice board, on the website or in weekly newsletters.

· Funded by USport.

· Requiring the use of any equipment owned by the Club.

· Requiring group transport booked through USport.

2.2 Organisers of Club activities are bound by the conditions of the Club Constitution and must follow these Good Practice Guidelines.

3  Home Bases & Trip Registration
3.1 The Walking Club organises walks in the vicinity of Sheffield & the Peak District and this area is defined as our ‘home base’. Club walks in our ‘home base’ area are all self regulated for safety reasons (see section 6.5 & Appendix 2) and do not need to be registered with the Union or USport.  The Club runs trips away from ‘home base’ areas with some requiring nights spent away. These trips do need to be registered and 3.2  provides details of how to do this. 

3.2 Trip Registration 

3.2.1 The Walking Club will register trips away from ‘home bases’ with the University providing information in case of accidents. A Trip Notification Form (TNF) containing the following information must be completed and returned to the Safety Adviser (SA) and the Club Sports Manager  (CSM) at least 5 working days before the Trip is undertaken:

· Name, address, and telephone number of the Trip Leader

· Address and telephone number of destination. Should this prove impractical, all reasonable steps will be taken to ensure that the destination is known by the university. Information can be left 24 hours a day via University Security Services on 0114 222 4085.

· A list of all participants, including UCard numbers, or Next of Kin details if a UCard number is not available.

· Provisional itinerary including date and estimated times of departure and return to Sheffield. This will be updated if changes are made prior to departure, and where possible, all reasonable steps will be taken to ensure that the Union is notified of changes made after departure from Sheffield.

· Details of transport arrangements.

· Name(s) of the driver(s).

· Names of the qualified First Aiders.

· Details of any emergency procedures, and local rescue services.

3.2.2 When multiple activities are taking place at different locations they will be noted separately but on the same TNF.

3.2.3 The Trip Leader will keep a copy of all the information submitted to the Union
4. Trip Leaders

A Trip Leader will be appointed by the Committee Trips Officer for each trip. The Trip Leader is responsible for the overall planning of a trip, and although tasks may be delegated, it is up to the Trip Leader to ensure that all requirements, detailed below, are fulfilled, in order that the activity can run safely, efficiently, and successfully.

4.1. Trip Leaders Responsibilities 

4.1.1 Transport. Transport to and from the trip destination, and during the trip, must be organised to ensure relevant regulations regarding drivers are abided by.

4.1.2 First Aid, Drivers and Walk Leaders: It must be ensured there are an adequate number of First Aiders, Drivers and Walk Leaders on the Trip to ensure all Trip Activities run safely.

4.1.3 Equipment: Ensure all necessary equipment is available on the Trip, and is shared out so there is sufficient equipment for every activity on the Trip (see Appendix 3).
4.1.4 Itinerary: An itinerary of arrival and departure times, and of activities planned for the Trip, must be planned in advance.. This must include details of walks planned (see section 4.1.6). Possible alternative activities in case of adverse weather, unsuitably equipped participants or other unforeseen circumstances must also be decided upon in advance, and there must be flexibility within the itinerary and the Trip Leader informed at the first opportunity of any changes.

4.1.5 Walks Leader Gradings. The Gradings – see Section 6 Activity Leaders - should be adhered to for all relevant trip activities. 

4.1.6 Walk Plans & Gradings. Walks on Trips should be planned in advance and Graded based on criteria in section 5. Where there is uncertainty as to the grade of a walk it should be graded at the higher level. Plans should include a route (in appropriate detail), the walk timings (split into total distance, total ascent, total descent and rest) and possible escape routes. Leaders must be designated to walks ensuring grading criteria and leader ratios are met. All Leaders must familiarise themselves with the proposed route and estimated completion times to be recorded. 

4.1.7 Self Regulation. Self regulation on Trips is described in Section 6.5 and Appendix 2. Accordingly Groups to be monitored either by other Leaders on the Trip, by a third party such as Youth Hostel staff, or, if mobile reception is good, by a Leader or Committee Member not on the Trip. They must be provided with the information listed in section 4.1.6 along with the names and UCard numbers/next of kin of the participants in the group.  If possible, this person must be informed if a group is delayed or any changes made to the route.

4.1.8  Accommodation: Suitable accommodation should be booked in advance for the trip.

4.1.9  Emergency procedures: Action in case of emergency should be considered, for example how to inform the Union and other relevant authorities, access to details such as UCard number of those involved, and procedure for other participants on the trip such as informing everyone of the incident, transport home and media response.  (See section 7).

4.1.10 Publicity: The Trip Leader must also provide the Publicity Officer with information regarding the Trip.  This will then be publicised on the Club notice board, on the website, and in the newsletter.  The information should include:

· Location of trip.

· Price, and what this includes.

· Date, time, location and method of sign-up.

· Details of activities, potential level of difficulty of walks and personal experience required.

· Policy on late participants and transport departure.

· What personal equipment is needed.

4.1.11 Sign-up A sign up should be organised and publicised where members (and only members) can sign up to attend the trip. Prior to or at the sign up, members should be informed of the responsibilities of attendees (e.g.  participants’ duty to inform the Trip Leader of any relevant medical conditions, and to respect the Club guidelines, and not to bring the Club into disrepute). UCard numbers or next of kin details (for non students) hould be collected at the sign up from all participants.

4.1.12 Trips Meeting: In the week before the Trip (when predicted weather conditions are known), a Trip Meeting should be organised (and publicised in the previous weekly newsletter), to be attended by relevant Committee Members, Walk Leaders attending the Trip, First Aiders, Drivers and other interested participants. The proposed routes for walks should be finalised and trip expenses and organisation concerning minibus should be reviewed to ensure all possibilities are accounted for. Route cards are encouraged to be used on all grade 2 walks outside the Peak District (appendix 4)
4.2 Post Trip Review
4.2.1 File a report with the Vice President, which covers all aspects of the trip and will be of use to the Club when planning subsequent visits to that area.

4.2.2 If an accident or “near miss” occurs on the Trip, the Trip Leader should file a report with the SA and CSM within 24 hours of the completion of the activity.

5 Walk Classification 

The Walking Club leads a wide variety of walks and aims to cater for all abilities and therefore different walks will take place in varying terrain and conditions and present differing safety requirements. As a consequence the walking club has defined three grades of walks taking into account of the level of seriousness of a walk. Accordingly grades of leader have also been defined in 6 below.  Grade of walks and walk leaders are described below in section 5.1.

5.1.1 Grade I walks: These are low level (generally below 550m) walks, which, although may include moorland will not cross ‘mountainous’ terrain and will always be within 3 km of an easily accessible road. There must be a minimum of 2 Grade I qualified leaders on any Grade I walk and enough leaders to meet the required ratio of leaders to walk participants (see Section 6.4).

5.1.2 Grade II Walks: These are higher level walks, which will often include one or more section of 550m and above, and/or mountainous terrain and more remote areas more than 3 km away from an easily accessible road. In the Peak District, Grade II walks include those in the vicinity of Kinder Scout, Bleaklow, Black Hill and the moors to the north and east of the Derwent and Howden Reservoirs. There must be AT LEAST one Grade II leader and one other leader on any Grade II walk again with ratios of leaders to walk participants meeting the guidelines in Section 6.4.

5.1.3 Scrambles:  These are any walks that require the use of hands as well as feet for ascent. They will be graded as scrambles in the appropriate guide (Lakes & Wales) if there is one for the area. 

6 Activity Leaders
The Walking Club recognises two distinct types of Activity Leaders – Trip Leaders as described in section 4 above and Walk Leaders. Walks Leaders are subdivided into three categories to match the variety of terrain we cover – see 5 above.  The Club Safety Officer is responsible for ensuring that the appointed leaders are suitably qualified and experienced for the task and that they observe the practices laid down in this document.

All walks to be classified in advance and included in the self regulation procedure for the walk (see section 5.5. Leaders and participants on the walk to be made aware of the routes classification. Guidance for route classification on trips is provided in section 6.3.  

6.1 Walk Leaders

6.1.1 The Walking Club recognises these as the person(s) in charge of leading or planning any walk. Walk Leaders are expected to provide the highest standard of leadership and instruction as is reasonable in the circumstances and are responsible for all those participating in club walks under their supervision.

6.2 Walk Leader Grading: 

6.2.1 Walks leaders are graded in accordance with their suitability to lead Grade I, Grade II walks and Scrambles. Grade I leaders are qualified to lead Grade I walks, and support leadership on Grade II walks. Grade II leaders are qualified to lead Grade I walks and undertake full leadership on Grade II walks. Scramble Leaders may lead any grade of club walk.

6.2.2 To become a Grade I leader, a person must have satisfied the following criteria:

· Have completed an activity leader form, showing they are suitably experienced in the techniques required for navigation – this must document both experience with the club, and other relevant leadership and navigational experience and training.

· Completed a navigation training course led by a qualified tutor, either from an outside company or within the club.

· Have been on two walks in the capacity of a leader but under the close supervision of an experienced leader. (The supervising leader should ensure the trainee leader is aware of, and is following the guidelines outlined in this document, and attempt to pass on some of their own experience. At the end of the walk he/she should discuss the trainee leader’s performance with them and fill in an assessment form, (appendix 5) which should then be given to the Club Safety Officer. If the supervisor is not satisfied with the trainee leaders performance, the trainee leader must undertake another co lead).

· Have read and signed this document and the club’s Risk Assessment.

6.2.3 It is at the discretion of the Club Committee, after consultation with experienced leaders, as to whether any person has sufficiently met the standard required to become a Grade I leader.

6.2.4 To become a Grade II leader, a person must have fulfilled all the Grade I leader criteria as well as the following:

· Have gained experience of personal walking in terrain classified by the club as ‘Grade II’ (See Section 5.1.2).

· Have gained experience leading club walks with varying terrain and weather conditions.

· Have gained leadership experience on at least 8 Grade II walks on mountainous terrain outside the Peak District both with and without the Club.  These must be logged on the leader’s Activity Leader Form. The final lead should be on a Club walk and will be assessed by the accompanying Grade II leader who will fill in an assessment form  (appendix 6) which should then be given to the Club Safety Officer.
· Have attended a 16 hour First Aid Course in the past 3 years.

Using this assessment form, a completed Activity Leader Form and the opinions and knowledge of other Grade II Club Leaders, the Club Committee will take the decision as to whether to upgrade the candidate.

6.2.5 Scramble Leaders are qualified to lead walks that have sections of scrambling on them. The scrambling must be no harder than a grade 1 scramble as identified in any of the scramble’s guide books. 

All Scramble Leaders will have met standards the requirements of a Grade II leader and have logged their personal scrambling experience on an ‘Activity Leader Form’. A minimum of 5 grade 1 scrambles or above are required. They will also need to attend a scrambles leader training / assessment session agreed as appropriate by the Clubs Safety Adviser (SA) who will report back to the Club Committee as to the appropriateness of the candidate. 

6.3 Monitoring Leaders Performance

6.3.1 All leaders will be required to keep up to date their activity leader form, documenting their ‘skills and qualifications’, detailing of their personal experience and ability levels as well as details of their experience of teaching and leading others. This shall be used by the committee in assessing candidates’ suitability in grading leaders, and to provide evidence of the suitability of leaders for administrative purposes. A list of leaders’ names / leadership levels to be lodged in the club files and a copy to be emailed to the Safety Adviser (SA).

6.3.2 To ensure that leaders’ skills remain at a sufficiently high standard, leaders’ performance on walks will occasionally be monitored by the Club’s Safety Officer and by other designated Grade II leaders. The leaders performance and any issues arising to be discussed after the walk. An annual review of leader’s gradings to take place in order to ensure leaders remain correctly graded.
6.3.3. If a leader has not been an active leader in the club for a year or more, they will be required to go through one assessed co-lead to ensure that their skills in leading and navigating have not diminished whilst being inactive.
6.4 Leader Ratios

6.4.1 The minimum ratio of leaders to participants, as laid down by the British Mountaineering Council, is dependent on the nature of the walk.

6.4.2 Grade I Walks: It is advised that the total group size  (including leaders) does not exceed 15 on these walks wherever possible for both environmental and safety reasons.  A maximum ratio of 1 Leader to 10 walkers is recommended. Larger groups for a walk will need to subdivide and operate as self contained groups with identified leaders.

6.4.3 Grade II Walks: A minimum of 2 leaders with one classified as a Grade II leader.  Maximum group size must not exceed 12 walkers including Leaders.  Grade II walks with a greater attendance will be subdivided with each subgroup operating as a self contained group with identified leaders. Each self contained group must have the appropriate level of safety equipment and a first aider present.  It should be noted that a group size of 12 is an absolute maximum for Grade II walks. Leaders should use their judgement when considering safe group numbers especially if a walk includes mountainous terrain and/or difficult weather conditions.

6.4.4 Scrambles must have 2 scramble leaders and no more than 6 other walkers (never more than 8 in one group), and at least one first aider per group.

6.4.5 Should the ratio of participants to leaders on any grade of walk exceed the above limits participants must be turned away.
6.5 - Self-regulation  

6.5.1 Leaders will be appointed for each walk. A minimum of two leaders are required for every walk (this is to allow the group to be split up if required). The number of leaders must also be sufficient to satisfy the criteria on ratios given in section 6.5. If a trainee leader is present, they will not count towards the criteria requiring a minimum of two leaders. 

6.5.2 There to be at least one qualified first aider per group on any walk. A qualified first aider must have taken at least an 8 hour first aid course within the past three years.

6.5.3 In accordance with the procedure outlined in Appendix 2 all walks will be self-regulated. A home contact person (either a Leader or a committee member) will be nominated and that person will be informed of the route, the participants (together with UCard numbers or Next of Kin details), and the expected completion time. In the event that the leaders do not check-in with the home contact within an hour and half of the estimated time, and after trying to contact the leaders or any participants on the walk, the home contact will alert the Clubs Safety Adviser and the Club Sports Manager and where necessary the University Security Services. 

6.5.4 Leaders must not agree to lead walks for which they are insufficiently qualified or experienced, or if they do not feel confident of their own abilities to lead it.  This is especially true of the Grade 1 leader on a Grade 2 walk, who must be capable of navigating out of the area should it be necessary to split the group.

6.6 Leader Responsibilities: 

6.6.1 To ensure the safety of participants and ensure that participants are aware of their responsibilities, and the risks they are exposing themselves to, the leader should:
· Ensure that all participants are appropriately dressed and equipped for the conditions and terrain, but typically includes the items listed in Appendix 3. If a participant does not have appropriate kit, the leader must advise them of the safety implications and, where appropriate, turn them away. On no occasion should a member be allowed on a Grade II walk without full kit, including extra clothes and waterproofs, whatever the weather.

· Brief participants at the start of each walk, ensuring that all participants are aware of the nature of the activity, (i.e. how difficult the walk is expected to be) and who the Leaders and First Aiders are on the walk.

· Inform participants that any medical conditions which may affect them on the walk, should be disclosed to a Leader or First Aider (Please be discrete – most people will not want to broadcast such information). Participants should also be made aware they are responsible for their own actions, especially if they choose to disregard advice given by any of the Leaders.

· Advise participants on their ability level.

· If conditions are not suitable for the walk to take place safely, or the planned route is unsuitable for the group in the conditions and puts members in danger, it is the responsibility of the Leaders, jointly, to call off, or alter the route of the walk according to their judgement of the situation. Leaders must come to an agreement over what action to take, with leaders experience and grade taken into account. However, where one leader is unhappy to continue due to safety concerns, their views must be respected and the safest exit route taken.

6.6.2 In order to be better prepared to deal with an accident or injury on a walk, leaders should:

· Ensure that at least one qualified First Aider carrying a suitable First Aid kit is present on the walk at all times (Where walks have been split, there must be a first aider present in all groups).

· Ensure the correct group equipment is carried on every walk – Within each group there should be bothy bags sufficient to provide the whole group with shelter, spare clothing, note pad and pen, a mobile phone, spare maps, cases and compasses (See Appendix 3).

· Ensure that a list of participants names and UCard numbers (or Next of Kin details if a UCard number is not available) is carried on every walk. For ‘home base’, non registered walks this requirement will be satisfied by carrying a complete list of members. At the beginning of the walk this list must be checked to ensure it includes complete details for all the participants and the home contact must be informed as to who is in attendance. 

· Be aware of the Accident and Emergency Procedures detailed in section 10, and carry the Union 24 Hour security Number 0114 222 4085 at all times.

· Keep the home contact informed of any changes to the route and check in time.

6.6.3 Leaders are responsible for ensuring that participants are aware of the relevant parts of the Countryside Code; local access agreements; and wildlife restrictions when in place - it is unacceptable for any of these to be violated.

6.6.4 The leaders must provide the Publicity Officer with information regarding the walk. This will then be publicised on the Club website and in the newsletter. The information should include:

· The date, location and grade of the walk.

· Time and place of meeting.

· The length of the walk, and whether it is particularly strenuous or easy.

· The expected return time.

· The equipment participants are required to bring (See appendix 11.1 for provisional list).

· Approximate bus/train/tram fare (if appropriate).

· Any points of particular interest.

6.6.5 After a walk, it is the responsibility of the Leaders to pass on any new membership forms to the Vice President and any membership money to the Treasurer, return club equipment to the Equipment Officer and notify them if the first aid kit has been used or any equipment damaged, and pass on any complaints to the club president for due process.

7. Accident and Emergency Procedures

7.1 Despite taking all precautions accidents can still occur during activities. These guidelines are designed to protect the individual(s) involved, their relatives, the Activity Leader(s), and Union officials, if a serious incident occurs.

7.2 In the event of a death or serious injury the following procedure must be adopted concerning the disclosure of information: Cases have been reported where relatives have been contacted by the media rather than the police following serious accidents. This is obviously an unacceptable situation, which should not be allowed to develop. Unofficial statements may also affect proceedings if any legal action results against the Activity Leader, or Union Officials.

· Liaise with emergency services as required. Let the emergency services have the full name of the casualty and any personal details. The police may also request the name and address of the Next of Kin. This information will either be carried by a leader or will be available from the University.

· Do not make any statement to the media other than “no comment”. Do not discuss any aspect of the incident with anyone who is not connected to the emergency services

· Ensure that no member of the group makes a statement to the media as above. Apparently innocent comments can be damaging.

· Contact the University Security Services on (0114) 222 4085 as soon as possible, directly or through the home contact. The University Director of Public Relations will then advise you on any further actions. 

· The home contact should be informed even if the Union is contacted directly, and the home contact should inform the leaders of any other club activities taking place at the time and the club president.

· The University will require the casualty’s name and UCard number in order to access their records: A telephone number where the University can contact you will also be necessary.

· The ‘High Risk’ Club’s Safety Adviser (SA), currently on 0114 2630117 / 07968 898252, will also need to be informed as soon as possible and he will pass information along to the Club’s Sports Manager (CSM). 

7.3 Any accident requiring medical treatment must be reported to the SA & CSM within 24 hours of the completion of the activity. 

8 Club Administration

8.1 Committee Responsibly

8.1.1 Club administration is the responsibility of the committee, who must act in accordance with the club constitution, or will lose the support of the union. The constitution will be prepared by the Club and approved by Sports Committee. A model club constitution is available from the Union.
8.1.2 A safe and successful club is dependent on good administration implemented through the committee. These guidelines are intended to ensure that poor club administration does not lead to concerns over safety.

8.1.3 Following election all new committee members will be required to undergo a handover period where the old committee members inform them of their responsibilities and duties and any ongoing business to be attended to.

8.2 Training Courses

8.2.1 It is the Committee’s responsibility, as detailed in the Club Constitution, to organise training over the course of the year

8.2.2 In the course of one academic year the Club aims to organise the following:

· Committee training sessions

· Leadership/Navigation training courses

· Minibus driving assessments

· First Aid Training Courses

8.2.3 As the costs involved in providing training are high, clubs must ensure that selected recipients are worthy candidates, and that they will prove useful to the Club for the full academic year.

8.2.4 The benefit of both skills and leadership training should not be under-estimated, and the Club committee should actively encourage members to seek further training at every opportunity.

8.3 Activity Equipment

8.3.1 This section of the guidelines covers a number of points related to equipment used on Club activities. This includes personal equipment not owned by the Club but used by any activity participants.

8.3.2 The Club will appoint an Equipment Officer. The exact duties and responsibilities of this officer are detailed in the Club Constitution. The Equipment Officer should be aware that they are ultimately responsible for Club equipment, and should therefore pay particular attention to security matters, and the swift return of borrowed items.

8.3.3 The equipment officer must replace any used items from a first aid kit before that kit is used again. It is the responsibility of the equipment officer to ensure leaders have the correct equipment prior to leading a walk. See Appendix 3.

8.4 Club Log Books

8.4.1 The transition between Club committees often causes problems. The following information should be recorded in such a manner that it will facilitate an efficient transfer:

· A formal record of all Club activities provided by the Vice-President and Trip Leaders reports

· The Equipment Officer's Log Book. This should be an A4 size ring file, with separate sheets; designed to suit the Club's requirements. This should be submitted to the Vice-President at the end of office.

· The minutes of all committee meetings and AGMs; which are kept by the Vice-President.

· Copies of the President’s reports.

· An annual report from each Officer, containing information gained from their year in office that would prove useful to subsequent officials.

If you intend to be an Activity Leader the logbook should be based on NGB formats where possible. Any logbook should be user friendly and legible.

8.5 Clubs Complaints Procedure

8.5.1 This procedure has been created to allow Club members to raise complaints about issues, which might include the following:

· The safety of Club activities

· The standards of instruction or leadership

· The standard of equipment used for Club activities

· Club Administration

· The availability of suitable activities for their level of participation

· Observation of the Union's Equal Opportunities policy

8.5.2 Complaints concerning Club safety or operational matters should initially be addressed to the Club President. If this does not prove satisfactory a written complaint should be made to the Sports Officer. A reply will be received within ten days. If this reply is unsatisfactory then a written complaint should be made to the Union President. This procedure does not affect your rights to use the complaints procedure under Bye-law 18 of the Union Constitution and Bye-laws (Feb. 95).

8.5.3 Complaint forms will be given out at the “Walks and Members Feedback Meetings” to any member who requests one. These may be returned to the chairperson within two weeks of them being handed out.

8.5.4 The President must respond satisfactorily to any complaints received, and if the form is not anonymous must return a written answer within ten days as specified in 9.2.

8.5.5 Complaints must be recorded in the Club “complaints registration” book, with a record of action taken. If no action is deemed necessary, then “No Action” will be recorded in the book.

8.6 Review of Accident and Emergencies

8.6.1 If an accident or emergency situation does occur, it is the responsibility of the committee to review the incident, with all involved parties if possible, to prevent future occurrence and change the club’s practices accordingly.

8.6.2 Any accident requiring medical treatment must be reported to the Union within 24 hours of the completion of the activity.

8.7 Non-Student Members

8.7.1 Non-student members must pay the standard membership fee.

8.7.2 The club must ensure all non student next of kin details are recorded.

9 Appendix 1 - Duty of Care

Written with reference to Section 6 Liability The BMC Club Guidance Notes.

“Individuals in any sport face a risk of injury as part of the normal participation in that sport. However, if a person has been injured because of another person's negligence, and that negligence can be proved, they may seek financial compensation under civil law.”

To establish that there has been negligence, three factors must exist:

1) A duty of care must be owed.

2) There must be a breach of that duty of care.

3) Actual damage must have resulted from that breach of duty of care.

“In law, a Duty of Care is owed to persons who are so closely and directly affected by an individual’s acts that the individual ought reasonably to have had these people in contemplation as being affected, when directing his or her mind to the acts or omissions that are called into question.”

When considering the nature of a particular duty of care, the following factors ought to be considered:

1) The experience and expertise, or any other relevant characteristics, of the persons concerned, (e.g. greater care

would be expected when dealing with a beginner than with an expert.)

2) The dangers of the particular activity.

3) The risks of the injury occurring.

4) The foresee ability of the particular accident occurring.

5) And lastly, the suitability of the equipment or premises.

Amateur climbers should be aware of and accept the risks of participation, and should also be aware that, where they are the nominal or actual leaders of others, they may be held responsible in the event of an accident. 

This has obviously been written with Climbers in mind, but the factors mentioned above could be applied to any sport. Although the concept of Duty of Care is not capable of precise definition, it is clear that in certain circumstances it could apply to a university club. Therefore the Club Captain and Committee have a responsibility to inform the Club's Activity and Trip Leaders of its existence, in order that they have the opportunity to decide whether:

a) They want to accept that responsibility.

b) They have a level of experience commensurate with the leadership task required of them and that the care they have exercised is reasonable in all of the circumstances. The court will ask whether activity trip leaders have been properly appointed, in line with the above, and not whether they acted as a qualified leader would.

10 Appendix 2 – Self-Regulation Process

10.1 The following process is designed to ensure that participants on walks with the Walking Club are safely accounted for at the beginning, during, and at the end of a walk. It also forms a basis for getting emergency help if needed. Those charged with the responsibility for carrying out the self-regulation process are the walks leaders and the home contact person, all of whom will be determined in advance at the walks meeting.

10.2 Before the walk, the home contact person and one of the walks leaders should each obtain a printout of the members list from the Club website or the nominated committee member responsible for keeping the list up-to-date.

10.3 Before the walk, one of the walks leaders should obtain a self-regulation form. The walks leader should then fill in the details on the form up to and including the ETA back in Sheffield. The walks leader should then hand the self regulation form to the home contact person.

10.4 Before beginning the walk, the participants should be counted and marked off on the members list. Each member has an ID number; these numbers should be phoned or sent via text message to the home contact person, who must then confirm receipt of the message. In the event of non-members turning up, their name(s) should be taken and passed on to the home contact. The home contact person will write down the names or ID numbers in the relevant place on the self-regulation form, record the time of checking out and sign the box beneath. He/she will also mark the participants on their copy of the members list, and confirm the number of people on the walk with the walks leader.

10.5 If the walk is delayed by more than one hour for whatever reason (i.e. bad weather, wrong route taken), the walks leaders must call the home contact to let them know that they will be checking in late. Also inform the home contact of any changes to the route that have been and/or will have to be made. If an accident or emergency occurs during the walk, the leaders should immediately call the home contact. Don’t panic but try to give an accurate grid reference and description of your location, along with the nature of the emergency.

10.6 When ALL of the participants reach the return bus stop and are told which bus to catch and when it will depart for Sheffield, the walks leaders should phone / text the home contact to inform them that all the participants have arrived back safely. The responsibility of the walks leaders ends as soon as the home contact person acknowledges this message. If you cannot get reception, then wait until you are in Sheffield and try again. DO NOT forget to check in with the home contact. The home contact should then record the time of checking in and sign the box beneath. Their responsibility ends at this point.

10.7 If the walks leaders have not checked in within ONE AND A HALF hours of the return bus time, don’t panic. Firstly, try to make telephone contact with the leaders or any of the participants - they may have missed the bus, still be in the pub, or even forgot to check in. If there is no response, the home contact should immediately call the Security Services control room on (0114) 222 4085, who will deal with the situation in the appropriate manner.

11 Appendix 3 - Recommended Equipment

11.1 Participants should be encouraged to wear appropriate clothing and carry appropriate equipment on walks. What is appropriate will depend both on the walk and the conditions, but typically includes:

· Walking boots

· Waterproofs (Jacket and trousers)

· Suitable trousers (not jeans), warm clothes (preferably including a fleece), a hat, scarf and gloves.

· Sufficient fluid for the walk (depending on conditions)

· Emergency food rations (in addition to intended meals)

11.2 On Grade II walks it is further recommended that participants carry

· A change of clothes and several extra layers

· A Survival bag or Space Blanket large enough to shelter at least one person.

· A Flask of hot fluid.

11.3 Leaders should carry spare kit in case of a participant being under equipped for a walk. This should typically include:
· Extra emergency rations such as chocolate

· Spare warm clothes

· A bothy bag

12 Appendix 4 – Route Card
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13 – Appendix 5 – New Leader Assessment form

	New Leader – ‘Observed Walk’ – Feedback form

	New Leader :
	

	Date of walk :
	

	Observer :
	

	Please comment on how well you felt the leader handled the following: -

	Clothing checks :
	

	

	Briefing the group :
	

	

	Self regulation :
	

	

	Navigation / Map reading :
	

	

	Communication / Welfare of Group :
	

	

	Safety Issues :
	

	

	Have you discussed the comments made above with the new leader?
	Yes / No

	If this was the second ‘observed walk’ for the new leader, do you feel that the new leader is now confident and competent to lead without supervision?
	Yes / No / NA

	Signed:
	
	Date:
	

	Please return this form to the safety officer as soon as possible.


14 – Appendix 6 – Grade 2 Leader Assessment Form

	Grade 2 Leader – ‘Observed Walk’ – Feedback form

	 Leader :
	

	Date of walk :
	

	Grade 2 Observer :
	

	Please comment on how well you felt the leader handled the following: -

	Clothing checks :
	

	

	Briefing the group :
	

	

	Self regulation :
	

	

	Navigation / Map reading :
	


	

	Communication / Welfare of Group :
	

	

	Safety Issues :
	

	

	Have you discussed the comments made above with the leader?
	Yes / No

	Do you feel that the leader is now confident and competent to lead grade 2 walks without supervision?
	Yes / No

	Signed:
	
	Date:
	

	Please return this form to the safety officer as soon as possible.


