Normal Operating Procedures Template
THE NORMAL OPERATING PROCEDURES MUST BE SPECIFIC TO THE CLUB’S CIRCUMSTANCES. 
The NOP should follow headings such as: 

1. Supervision of Junior sessions 

· Identify the number of qualified first aiders required 

· Identify the numbers of quaified coaches required 

· Coach to participant ratios. 

2. Junior Misbehaviour 
Should unacceptable behaviour continue a final warning should be given by the head coach. 

If rules are continually disobeyed the child should be asked to leave the session. The child’s parent/ guardian should be contacted and asked to pick them up, if they are not available then the child should be asked to sit by the side of the session put on warm clothing and have a drink!!! 

3. Risk assessment 

Regular and recorded risk assessments must be carried out for all on and off site activities.  
a) Identify potential hazards which could reasonably be expected to result in significant harm 
b) Identify who might be harmed 
c) Consider existing controls - is the risk of significant harm low / unlikely, medium / possible or high / probable

d) Where the risk is identified as medium or high, identify the action required
e) If the risk is low, further precautions are optional and the activity may proceed
f) Where the risk is medium, it is desirable that further precautions are taken before the activity 
proceeds
g) If the risk is high, the risk should be significantly reduced before commencement of the activity. 

4. Injury and incident reporting 

To comply with the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 1995, it is a legal requirement to immediately report all accidents and dangerous occurrence incidents. 

This report must be made to the committee who shall make a detailed record in the accident book of the accident/ dangerous occurrence and decide if the HSE should be informed. 

All incidents which require police involvement (i.e. theft, assault) must be recorded in writing by completing an accident/ incident report form. 

There is a statutory requirement to keep accident records for a period of 3 years. 

5. Erecting and Dismantling Equipment 

All equipment must be erected and dismantled with due regard for the health and safety of self or other members. In all cases equipment shall be set up in accordance with best practice as defined by the sports governing body, manufacturers, suppliers and any training. 

Under no circumstances should high risk equipment be left unattended once erected. 

Members or staff should only be asked to erect equipment in which they have previous experience, knowledge or training. 

All identified defective equipment should be removed to a safe and secure place of storage and marked ‘out of order’.  Defective equipment must be brought to the attention of the committee who shall make arrangement for repair and replacement. 
6. Facility Opening Procedure 
· Open main doors and immediately turn off the security alarm 

· Carry out a quick tour of the building ensuring that all corridors and fire doors are clear of obstructions 

· Remove float from safe and place in till etc., etc.…
7. End of day procedures
· Ensure all money is reconciled and locked in safe 

· Check all windows are closed and lights are turned off 

· Check all internal doors are closed 

· Set alarm systems and lock front doors 

