



Australian Sailing Discover Sailing Centre - sample documents 
SAMPLE Health & Safety Policy Statement
SAMPLE Operating Procedures
SAMPLE Safety Management System
This are sample documents only with sample headings only. Please feel free to cut and paste, adapt or modify for your own training centre. This is only a starting point.
HEALTH & SAFETY POLICY STATEMENT

TRAINING CENTRE is committed to providing a safe and healthy workplace for employees, instructors and volunteers and to ensuring the safety of visitors and students. TRAINING CENTRE will take all reasonable measures to control hazards and prevent incidents or accidents that could result in personal injury or ill health. TRAINING CENTRE will ensure its activities conform to relevant state and federal legislation and will consult with staff and students in the identification, assessment and control of hazards at the training centre.

Effective management of OHS risks depends on the commitment and co-operation of staff and students. TRAINING CENTRE is committed to consulting with staff and students in a meaningful and effective manner on safety issues, enabling each person to contribute to decisions that may affect their health, safety and welfare. 

TRAINING CENTRE expects staff and students to comply with its occupational health and safety policies, procedures and guidelines, and to conduct themselves in a safe manner, not placing themselves or others at risk. Instructors are responsible for the health and safety of volunteers and students working under their direction. TRAINING CENTRE is also responsible for providing a safe and healthy environment for its visitors and members of the public who enter the training centre or are affected by its activities. Contractors working on TRAINING CENTRE premises are also required to conduct their activities in a manner that ensures the safety, health and welfare of others.

NAME OF PRINCIPAL
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Principal



Signed



Dated

OPERATING PROCEDURES
INTRODUCTION

Welcome to TRAINING CENTRE accredited by Australian Sailing. Based at SITE ADDRESS, we offer club members and other members of the public nationally recognised training.
We offer the following training courses:

Dinghy

Tackers

Keelboat 

Windsurfing 

Powerboat…
MISSION STATEMENT

Our mission is to deliver quality training in a safe and enjoyable manner.

EMPLOYEES

Principal: NAME

Head Instructor: NAME

Instructor: NAME

Instructor: NAME

EMPLOYMENT CRITERIA

Criteria for Employment

Instructor Duties and Expectations

Critical Communication

Staff Induction
Health Declarations & Next of Kin Details

Duty of Care
Duty of care is a legal obligation imposed on an individual requiring that they take reasonable care (to themselves as well as others) while performing any acts that could impose foreseeable harm on others. (a coarse yachtsman and the duty of care is very useful here)
CHILD PROTECTION POLICY

Insert here… (use Guidance from Australian Sailing website)
OPERATING PROCEDURES

Site Layout & Training Area Map

Booking Procedures and Enrolment

Health Declaration and Next of Kin

Safety Briefings

Environmental Issues affecting Training

If actual wind speed is in excess of 50knots no on water activity will take place…. 

Training Equipment and Craft

Personal Flotation Devices

UV Protection and Footwear

Manual Handling and stowage of Training Equipment

Boat Launching Procedures

Trailers and Towing Vehicle Policy

Vessel Maintenance and Fault Reporting

ACCIDENTS, INCIDENTS and NEAR MISSES
Reporting Procedures

Communication Procedures

Lone Working Policy
EMERGENCY PROCEDURES

Emergency Information

The closest Public telephone is located at…
Club Telephone Number
Police Emergency Number

Police Assistance

Ranger

Water Police

Location, access and communication of Next of Kin details
Action in the Event of an on water emergency

Safety Boat Duties

First Aid Facilities and Procedures

Qualified 1st Aid Personnel

Actions in the event of a Fire
Location of Nearest Medical Facilities

SAFETY MANAGEMENT SYSTEM

INTRODUCTION
TRAINING CENTRE will strive to create a no blame culture and do everything reasonably practicable to ensure the safety of all persons.

Duty of Care

Duty of care is a legal obligation imposed on an individual requiring that they take reasonable care (to themselves as well as others) while performing any acts that could impose foreseeable harm on others.
CONSULTATION
TRAINING CENTRE will consult with all interested parties in the interests of safety… 

SAFETY CHECKS

Safety checks are to be undertaken on the following equipment:

INDUCTION TRAINING

Induction training is to incorporate the following items:

Please refer to the Induction training manual

All new Instructors or other staff members are to sign the bottom of the induction checklist

SUPERVISION OF ACTIVITIES

The training centre principal is ultimately responsible for ensuring the adequate supervision of all training activities…

HEALTH AND SAFETY RULES

· Housekeeping

· PPE use

· Maintenance procedures

· Accident reporting

· First Aid attention

· Fire prevention

· Electrical equipment

· Smoking, Alcohol, Drugs

· Horseplay & misuse of equipment

· Operating power driven vessels

HAZARD IDENTIFICATION
A Hazard is anything that can cause harm to people, property or the environment

TRAINING CENTRE shall consider the following types of hazard:
· Biological

· Mechanical/electrical

· Psychological

· Physical

· Chemical

TRAINING CENTRE may use the following techniques to identify hazards:
· Consultation

· Inspections and Hazard Surveys
· Examination of other relevant information

· Injury/illness records

· Audits

· Incident/accident investigations

· Health & environment monitoring

· Complaints

· Observations

HAZARDS IDENTIFIED

The following hazards have been identified:

RISK ASSESSMENT
The following matrix shall be used to prioritise the implementation of control measures.

	
	
	Consequence

	Level of Injury
	Injuries or ailments not requiring medical treatment.
	Minor injury or First Aid Treatment Case.
	Serious injury causing hospitalisation or multiple medical treatment cases.
	Life threatening injury or multiple serious injuries causing hospitalisation.
	Death or multiple life threatening injuries.

	Action Required
	Incident Report
or Near Miss Report
	Incident Report
Review of Control Measures
	Notify relevant Maritime authority
or Work Cover

Temporarily Discontinue Activities
	Prepare for Intense public and media interest
	Prepare for Coroners Enquiry

	
	
	
	
	
	
	

	
	
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic

	
	
	1
	2
	3
	4
	5

	Almost Certain
	5
	6
	7
	8
	9
	10

	Likely
	4
	5
	6
	7
	8
	9

	Possible
	3
	4
	5
	6
	7
	8

	Unlikely
	2
	3
	4
	5
	6
	7

	Rare
	1
	2
	3
	4
	5
	6


CONTROL MEASURES

	Serial
	Activity/Element 
	Hazards Identified 
	Existing Controls 
	Residual Risk 
	Additional Controls Required 
	Residual Risk 

	1
	Man Overboard
	Injuries to crew or helm

Drowning
	Kill Cords to be worn at all times

Crew briefed on MoB procedure prior to leaving mooring
	Reduced
	Emergency Procedures Plan
	Reduced
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