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Risk assessment and plan 
Refer to the Sustrans Risk Assessment Procedure (H&S/PRO/02) and Risk Assessment Standard (H&S/STD/12) for further information on assessing and managing risks.

	Description of activity: 

	Event location


	Starting at beneficiary’s address in <place> and ending at Tesco Store, Glasgow Rd Kilmarnock (See attached maps for more detailed locations) 
	Event date
	

	Sustrans H&S references
	H&S/STD/03: Riding a bike at work
H&S/STD/06:Organising & Leading a Bike Ride
RA27 Bike Storage and Maintenance Workshop
	Event activity reference


	RA42 Riding Skills Event (COVID-19)


Description of work activities, processes, etc. covered by the assessment:
Learn to Ride/Skills type sessions are run for a variety of age groups, from school reception age children to adults and cover a range of skill levels from ‘Ditch the stabilisers’ varieties to advanced skill sessions.
This covers 1:1 or 1:2 riding skills event.  Beneficiaries will be able to ride a bike, it is not a learn to ride session. 

	Sustrans out of hours emergency telephone number: <phone number>
Hub Coordinator – <name and phone number>
Safeguarding : <Name, phone number and email>


* Refer to “Risk quantification model” on the last page
	What are the hazards?
	Who might be harmed and how?
	Control measures
	Risk Rating*
	Do you need to do anything else to manage this risk?
	Action by whom and when?
	Date Action Complete

	Covid-19 virus

Transmission 
	Hub Officer, cycle skills participants and members of public. 
At risk of:

Contact with and contraction of Coronavirus as a result of:

· Interacting when delivering the session

· Equipment acting as a vector for contraction of Covid19  

· First Aid requirements
	Maintain Physical Distancing 
· As per government guidelines Hub staff, cycle skills participants and members of public 

should maintain 2m physical distancing throughout the session 
· Care should also be taken to avoid scheduling sessions at busy times such as directly before and after school to ensure physical distancing from other route users.
· The Hub Officer should dynamically risk assess and move the session to a safe place should the area intended for use be encroached by members of public. 

· Staff should be wearing a face-covering if physical distancing cannot be maintained.
https://www.gov.scot/coronavirus-covid-19/
Hand Hygiene 
· Strict hand washing with soap and hot water before and after each cycle skills session
· Paper towels/hand dyers for drying of hands

· Gel sanitisers carried and to be used in any area where washing facilities not readily available

· Officer reminded to avoid touching eyes, nose and face whilst undertaking activity and should also reiterate this message to participants throughout the session. 

· As an alternative to washing hands between use of different equipment, disposable gloves may be used and disposed of after each use (eg between touching each bike)
See hand washing guidance.

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
First Aid 

Minor ailments (small cuts and abrasions, sprains etc.)

· The affected person will be in a position to self-administer any first aid they feel is required;

· Make the first aid kit available to the patient and under the supervision of the first aider / competent person and instruct them to self-administer treatment;

· Hub Staff should then notify their line manager of the incident
Major ailments (fitting, unconsciousness, suspected fracture, head injury)

· Immediately call 999 / 112 and await assistance;

· Provide first aid in accordance with the St Johns Ambulance guidance;

· Hub Staff to inform line manager of the incident 

Providing CPR- First aiders should note the key changes to existing protocol when doing CPR on an adult:

· Cover the mouth and nose of the patient with a mask, lose sturdy scarf or cloth etc.;

· Provide chest compressions until the emergency services arrive;

· DO NOT GIVE EMERGENCY BREATHS.

The St John Ambulance and Resuscitation Council (UK) have provided further detailed advice on how to do CPR on an adult safely during the Covid-19 pandemic.

https://www.resus.org.uk/covid-19-resources/covid-19-resources-general-public/resuscitation-council-uk-statement-covid-19
Equipment
· All participants to use their own equipment where possible. Participants to bring own bike, helmet and high visibility clothing if they have one to the cycle skills session.
· Demonstrate correct way to adjust helmets, bike seats and how to complete M Check then observe participants whilst they safety adjust and check their own bike and equipment. 

· Equipment can be made available for those participants unable to access bikes/helmets.
· Any equipment used to be fully cleaned with disinfectant or soap and water immediately before and after every use.

· Disposable gloves must be used and all waste material including gloves/cloths to be deposited into refuse sacks and clearly identified as a hazard & securely stored away from the intended delivery area.

· Register, disclaimer and other paperwork to be completed electronically prior to session. 

· If mechanical issues with participant’s bike or adjustments that participant can’t do independently then instructor can help but physically distancing must remain in place. Instructor to use hand gel/gloves and use antibacterial wipes to clean trainee’s bike before touching it. The instructor must then fix/adjust the bike, and wipe bike down after touching it. Disposing of gloves and using hand gel after activity. 


	
	1. Contact with participant before session to explain protocol and complete registration/pre skills session questions.

2. Participant asked about C-19 during registration and complete disclaimer electronically/over the phone prior to the skills session. Participants to declare any medical conditions to the instructor in advance including if they have been in contact with anyone with C-19 Symptoms, are displaying any symptoms themselves or are in the ‘at risk’ category for C-19.

3. Hub staff/volunteer leading the session to be aware of changes to First aid and CPR

4. Hub Staff to arrive at location earlier to assess how busy the area is. Hub staff to have a second route for session in mind if initial area becomes busy during the session


	Hub staff prior and during session
	

	Use of an Inappropriate Bike/Scooter
	Participants, Officers, Volunteers and members of public 
At risk of:
Strains/soreness to knees, ankles, backs etc. and a possible fall from bike/scooter causing bruises, bumps, scraps and possible broken bones 
	· Check suitability of bike/scooter prior to the session (is it the right size for the rider, is it in good working order, & is the rider comfortable using the bike/scooter). Initially asked about on pre skills phone call/registration then observed once participant arrives and during M Check
· Small adjustments/minor maintenance/removal of pedals to bikes/scooters to be made by the instructor prior to the session to ensure suitability.
· Participants partake in safety check at start including clothing and footwear and Bike: M-Check/Scooter: L-Check.
· Bikes/scooters judged to be unsafe will not be used. If no suitable replacement is available, participant will be excluded from the session.
· Riders will be asked to report any problems during session immediately to the Hub Staff for assessment.
· All supervisors to keep a careful watch on all riders, to identify any showing signs of struggling with their bikes/scooters. When identified, the rider should be stopped for immediate assessment, and if necessary, removed from the session
	3
	· Any minor adjustments to be made adhering to correct physical distancing and bike cleaning/handwashing protocols as written above. 
· Hub Staff to initially ask about bike condition during pre-skills session phone call/registration then observe once participant arrives and during M Check.
	
	

	Fall from bike/scooter or collision
	Participants, Officers, Volunteers and members of public 

At risk of:
Minor – cuts, grazes, bruises, bumps, sprains, shock, splinters

Major – serious trauma, head, spine, internal injuries

	Helmets

· Participants to be made aware of helmet policy whilst on initial pre session phone call/registration/ Participants must wear own helmet during session. 
· Ensure that helmet worn is in good condition and fitted correctly.

· If participant does not have a helmet, as last resort the officer can provide one. Helmets must be wiped with antibacterial wipes prior and after session. 
· Helmets must be worn at all times during session.
Training Area

· Ensure that area is large enough to hold the session, Conduct a sweep of the training area before the session to clear any puncture hazards and identify any surface problems. 
· Instructor and supervisors remain vigilant of emerging hazards during the session.
· Immovable objects will not be used as obstacles/markings in the skills area, where immovable objects are present, they will be pointed out to participants and the route/course will be designed to avoid going near them.
· Participants to be warned that cones can be a hazard, can be slippery if ridden over.

· Activities will be set to suit skill level of participants.
Getting to/from Training Area
· Hub Staff will not be responsible for how participants get to and from the training area. 
· Hub staff will cycle to the training area using a safe route and wearing correct helmet, high vis and using safe cycling on road manoeuvres.

Safety Brief

· Instruct participants in stopping techniques and correct use of brakes early in the session.

· Encourage participants to cover their brakes at all times. 
· The officer will ensure that the participants have mastered basic control skills before the session progresses further.
· Ratio of 1:4 will not be exceeded. Mainly 1:1 sessions but sessions with other adults from same household/families may be allowed on case by case review. 
· Participants speed will be controlled by both instruction and course design appropriate for their ability.
· Ensure that a safe distance is maintained between riders.

· Only one rider will be allowed to participate at a time on certain activities such as “Bike limbo.”

· No vehicles allowed onto the off road training area.
· If pedestrians or other cyclists enter the area, Hub staff will monitor and give instructions to warn participants. Session will be stopped if unsafe to continue and moved to a safe site. 
· If a rider is involved in a fall or collision and is safely able to continue with the session then their bike/scooter must be checked for any significant damage resulting from the fall/collision before continuing.

	3
	· Participant to take part in safety M check at start 
· Participant has had previous session with Trainer and level of riding competency has therefore been checked and deemed suitable for this location. 
· Route will be cycled by Trainer ahead of the session to ensure there are no hazards or obstructions – dynamically assess during session.

· No cones or props will be used during this session

· Ratio will be 1:1
	
	

	Existing medical conditions, injury, health & fitness
	Participants, Officers, Volunteers, Contractors and supervising staff
At risk of:
Onset of existing condition, e.g. asthma attack, hearing/vision problems and Minor – cuts, grazes, bruises, bumps, sprains, shock, splinters, exhaustion, dehydration

Major – serious trauma, head, spine, internal injuries 


	· Existing medical conditions which may become a problem will be identified at pre session registration and via disclaimer form. 
· Ensure that any participant with a medical condition has their medication available as appropriate.
· Instructor and supervisors to remain vigilant in regard to participants with a medical condition and take appropriate action immediately should the need arise. 
· Brief participants in advance about the nature of the activity, duration etc.
· Hub staff to modify session if participant showing signs of fatigue or struggling with intensity of session  
· Hub staff to carry first aid kit. Participant to self-administer first aid if minor injury and hub staff to follow Covid First aid protocol if major injury.
· Session leader and supervisors to have contact details for hospitals for minor/major injuries.
· Participants encouraged to report any issues and accidents to session leader immediately.

	3

	· Pre-session registration/phone call to identify any medical conditions that Hub officer needs to be aware of during session
	
	

	Disruptive Behaviour
	Participants, Officers, Volunteers, Contractors and supervising staff
At risk of:
Disruptive behaviour could cause fall from bike, distress amongst participants
C-19- Other members of the public not maintaining Physical distancing guidance and showing little respect for government guidance.

	· Clear instructions will be given at the start of the session that participants need to remain alert and listen to instructions. 

· If participant is abusive to staff then Hub staff will politely ask the participant to leave the session
· If hub staff and participant receive abusive behaviour from member of public then Hub staff to move away from member of public and if serious then report to police/inform line manager. 
· Hub staff to have a plan B when choosing locations and so can easily move to another location to minimise conflict and maintain physical distancing if members of public not adhering to social distancing rules

· If participant reports that hub staff has been abusive then this must be reported to line manager and correct complaints protocol conducted. 
	1
	
	
	

	Adverse weather conditions
	Participants, Officers, Volunteers, Contractors and supervising staff
At risk of:
Potential exposure, sunburn, dehydration, cold, shock, sickness, accident
	· Participants advised to wear/bring appropriate clothing to session
· Assess weather conditions prior to start of session, should the weather prove unfavourable and potentially dangerous, the session will be cancelled or postponed (either before, or at any point during the session)
· Before session make sure participant is equipped for the weather.

· Participants are encouraged by Hub staff to bring a bottle of water along to the session and a snack if appropriate.
· The duration of the session will be appropriate to the ability and age of the participants. 
· Dynamically risk assess route/area during session and if seems unsafe then stop and rearrange session. 


	1
	
	
	

	Condition of traffic free training area.
	Participants, Officers, Volunteers, Contractors and supervising staff
At risk of:
Fall from bike

Minor – cuts, grazes, bruises, bumps, sprains, shock, splinters

Major – serious trauma, head, spine, internal injuries 
	· Check of training area prior to session taking place.
· Clear hazards if necessary, use alternative area if hazards cannot be removed
	3
	· n/a – session will take place on routes with traffic. 


	
	

	Condition of On road training area.
	Participants, Officers, Volunteers, Contractors and supervising staff
At risk of:
Fall from bike

Minor – cuts, grazes, bruises, bumps, sprains, shock, splinters

Major – serious trauma, head, spine, internal injuries 
	· Use risk assessed route (see attached map)

· Hub officers dynamically risk assess route throughout session.
· Clear hazards if necessary, use alternative area if hazards cannot be removed
	
	On road location to take place in village of Fenwick and on cycle infrastructure along road into north end of Kilmarnock
· C-19- Avoid busy residential streets where people may be walking dogs, hanging about or may feel anxious about others practising cycle skills on their street. Roads allow physical distancing and cycle trainer to allow physical distancing between themselves and cycle skills participant by going ahead of participant or behind whilst cycling. Other precautions to be taken to reduce the risk of spreading the infection (Please see COVID-19 Hazard in this document)   
· Be aware of children running between cars, pedestrians, cars turning etc. Residential streets likely to have parked vehicles and possibility of moving traffic. Staff/Volunteers leading skills session to supervise and participants to be warned to keep wary whilst taking part in skills session
· Busier roads, eg Glasgow Rd, with some cycling infrastructure and more challenging right turn at roundabout. Only take participant if they show they are competent on the road. Participant to use correct road positioning, signalling to ensure safe cycling. Trainer to stop and explain what to expect on section of the road before completing that section. 

	
	

	Staff member traveling to/from session
	Hub Officer

At risk of:

Contact with and contraction of Coronavirus as a result of Interaction with members of the public

Injury to staff member on the route
	· Cycle route chosen using minor roads rather than roads with national speed limits/A roads to reduce exposure to vehicle traffic

· Physical distancing to be maintained when crossing paths with members of the public
	Residual risk:

Serious (2) x Medium (2) = Marginal
	· Trainer to travel alone by bike to/from the skills session
	
	

	Staff Mechanical failure of the bike
	Hub Officer
At risk of:

Minor to serious (scrapes, grazes, lacerations, broken bones, fatalities) as a result of:

· Poor maintenance
· Mechanical breakdown

	· Cycle to be used is checked prior to departure & reduce possibility of mechanical issue whilst on traveling to/from session location

· Tools/spares to be carried as a precaution
	Residual risk:

Serious (2) x Medium (2) = Marginal
	· Staff to be trained in basic bike maintenance  
	
	

	(Optional) List any supporting documents, photographs, plans etc. attached to this report:
Route map
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	Event staff
	

	Name
	Role
	Contact telephone number
	  Emergency Contact number

	Officer name
	Active Travel Hub Officer
	<officer phone number>
	<officer emergency contact name and number>

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Plan completed by

	Name
	
	Date
	


	Plan reviewed by (manager)

	By implementing this plan, I am satisfied that the Health and Safety risks associated with the event will be reduced to an acceptable level.

	Name
	
	Date
	


Participant register

Event organiser ______________________Event name ______________________ County/City_______________   Date ____/____/____
· I will act in accordance with the task briefing and all instructions given on the activity and will notify the event organiser of any concerns throughout the event.

· I have no known medical conditions that would prevent me from participating safely
If you are over 16 years, please leave your email address and tick if you would like to be contacted about future Sustrans events and/or to receive the monthly Sustrans enewsletter which includes updates about our work, events, products or ways you could support our fundraising activities.

	Name 


	Mobile number
	Emergency contact 

(name & number)
	Email
	Future Sustrans events
	Sustrans monthly enewsletter



	
	
	
	
	Email
	Phone
	

	Eg.
	Joe Bloggs
	07555 525252
	Luke – 01284 555555
	Joeyb@rebelbase.com
	(
	(
	(
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Sustrans is committed to protecting your privacy and we work in full compliance with Data Protection legislation. We will only share your personal data when you provide us with your explicit consent to do so, or when legally required. However we may share your details with carefully selected third party suppliers (data processors) working on our behalf. Our Data Protection and Privacy Policy explains your rights, who has access to your data and how we safeguard your personal data.
Sustrans does not seek to exclude or limit its liability for any death or personal injury directly resulting from its own negligence in the activity/event. With the exception of Sustrans’ own negligence, Sustrans is not responsible for any death, injury or any loss or damage to any property or to any person or consequential losses resulting from my participation in the activity/event. I take full responsibility for any such injury, loss or damage to any property or to any person or any consequential losses arising from my own or my Dependant’s actions during the activity/event
Event review
Record here any lessons learnt at this event, good and bad, that might benefit how similar events are run in the future; locally and nationally.  For example, these might include organisational arrangements, event publicity or H&S related matters that wouldn’t require an incident investigation report. 

	What happened?
	What did you do at the time to address it?
	What might you do differently in future?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Plan reviewed by (manager)

	The lessons learnt have been shared with the relevant members of the project team and where applicable, with the relevant National Project Co-ordinators and other central support teams.

	Name
	
	Date
	


Risk quantification model: 

	
	Severity (Se) rating

	Probability (Pr) rating
	Minor (1)
	Serious (2)
	Major (3)

	Low, may happen (1)
	1
	2
	3

	Medium, could happen (2)
	2
	4
	6

	High, will happen (3)
	3
	6
	9

	Risk categories:

	Acceptable
	Marginal
	Moderate
	Unacceptable


A.
Risk quantification model:

A.1
The ‘risk quantification model’ provides an estimator that can be used to ensure a consistent approach is used for quantifying risks based on a simple matrix of ‘probability of occurrence’ and ‘severity of outcome’.  In effect, risk equals probability multiplied by severity, Ri = Pr x Se.


Probability (Pr) that an event will occur.

	Probability (Pr)
	Rating
	Criteria to consider in relation to the hazard being assessed

	Low, may happen
	1
	Where harm will seldom occur.

A hazard is rarely approached and/or is infrequently present in the workplace, e.g. a less than 25% chance that the hazard will be experienced if, for example, the work was being undertaken for an 8-hour average working day.

	Medium, could happen
	2
	Where harm will often occur.

A hazard is sometimes approached and/or is frequently present in the workplace, e.g. between a 25% and 75% chance that the hazard will be experienced if, for example, the work was being undertaken on for an 8-hour average working day.

	High, will happen
	3
	Where it is certain that harm will occur.

A hazard is always approached and/or is permanently present in the workplace, e.g. a greater than 75% chance that the hazard will be experienced if, for example, the work was being undertaken for an 8-hour average working day.



Severity (Se) of the outcome if the event is realised.

	Severity (Se)
	Rating
	Criteria to consider in relation to the hazard being assessed

	Minor
	1
	Injuries that are unlikely to be reportable under RIDDOR, e.g. superficial or minor first-aid injuries such as minor cuts, bruises, eye irritation, nuisance skin irritation, transient or non-persistent coughing etc; and small fires with little or no disruption.

	Serious
	2
	Injuries that are likely to be reportable as a >3-day injury under RIDDOR, such as lacerations, burns, strains and sprains, minor fractures to the fingers or toes, non-permanent work-related upper limb disorders, eye irritation, persistent coughing, nausea, breathing distress, dermatitis, chrome and other ulcerations; and minor fires causing transient disruption.

	Major
	3
	Injuries that are likely to be reportable as major injuries under RIDDOR, such as fatalities, amputations, major fractures, multiple injuries, permanent work-related upper limb disorders, poisonings, permanent or semi-permanent blindness, occupational cancers, acute or severely life-shortening diseases, occupational asthma, etc; and fires causing significant disruption and/or major loss to or destruction of property or premises.


A.2
The following explains the typical actions required to manage different risks categories.  In simple terms, the higher the risk category, the greater the potential for a serious incident, injury or fire and, consequently, greater controls are required.

(i) An unacceptable (or high) risk, a risk rating of 9.

Such risks in the workplace are unacceptable and work should not commence.  If work is in progress, it must be stopped immediately until such actions are taken as to reduce or control the risk to an acceptable level.  Temporary controls, except in an emergency situation would not be sufficient to justify work commencing or continuing.  Risk reduction plans should be documented and fully implemented before recommencing work.

(ii) A moderate risk, a risk rating of 6.

Such risks are unacceptable and work should not commence.  If work is already in progress, it should be suspended until such actions are taken as to reduce or control the risks.  This could include the use of temporary control measures until a permanent solution is implemented.  Existing controls require careful management and supervision to ensure their effective implementation.  A written action plan should be developed to further reduce or control the risks.

(iii) A marginal risk, a risk rating of 3 or 4.

Such workplace risks are tolerable and, generally, work can commence or continue.  However, if appropriate, a written action plan should be developed to further reduce or control the risks to a more acceptable level.  The existing control measures are generally appropriate to control or manage the risks, but require on-going management supervision, such as by an audit, to ensure their continuous implementation.

(iv) An acceptable (or low) risk, a risk rating of 1 or 2.

Such risks are, generally, seen as being acceptable without any specific workplace controls being required.  Any existing controls are appropriate to manage the risks.  Management supervision and employee training are required to ensure the existing controls, including the use of personal protective equipment (PPE), are implemented.
Ref: RA 42 Riding Skills Event 





A – Fenwick village. Cycling on main road with traffic, parked cars and other road users





B & C – Shared use pavement and cycle lane along B7061 & B7038 (40mph roads) leading to small roundabouts which are by-passed due to shared use pavements. Look out for other path users, cycle on road if necessary. 





D – Busy part of B7038 where traffic merges from slip road off A77. Cycle infrastructure here requires crossing over to the left side of B7038 and continues on shared use path





E – Following cycle infrastructure above means arriving at this roundabout on wrong side of the road to pick up the cycle lane at the other side. Therefore required to cross the roundabout (cycle provision in place for safe crossing). 





F – On road cycle lane leads to busier roundabout where there is a right turn. Option to use cycle lanes to filter around roundabout or use road. 





G – Busy retail area with lots of moving traffic. Tesco store, Domino’s Pizza, etc and several car parks. 





For all above road sections there is the option to use the cycle infrastructure or use the roads – tailor to confidence level of participant. Perhaps try both options.
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