CYCLE INSTRUCTOR HEALTH AND SAFETY POLICY (SEPTEMBER 2012)
In order for bikeability cycle training to run smoothly and to minimise possible risks, the following health and safety policy has been written to support cycle instructors. The health and safety policy should be used in conjunction with the general cycle training risk assessment and course outline documents (both documents can be found on the bikeability website at www.lsessp.co.uk or copies requested through the bikeability administrator).  All the rules identified within this document must be adhered to:

School staff supervision:
· It has been clearly proven over the past few years that schools which provide staff to support cycle training (whether a teacher, teaching assistant, governor or other designated member of staff) enable bikeability courses to run much smoother, reduce instances of misbehaviour and ultimately reduce the risk of any incidents/accidents occurring. Therefore, instructors must ensure that schools make every effort to provide a designated member of staff to support all on-road cycle training. If the school can not provide a designated member of staff on the day of the training (for example due to illness), instructors can, as an exceptional circumstance, undertake on road cycle training. However, it should be made clear to the school that every effort to provide a designated member of staff should be made in the pursing days.
Training sites:
· All sites used for cycle training must be risk assessed prior to taking children out on the road. A site specific risk assessment has been completed for each on-road site by the scheme manager or cycle instructor and these can be accessed through the bikeability website at www.lsessp.co.uk or copies requested through the bikeability administrator. Instructors must ensure they view these risk assessments prior to delivery.
· On some occasions instructors may feel it necessary to deviate from the pre site specific risk assessment. If instructors do deviate from the pre site specific risk assessment they must complete a new risk assessment prior to delivery. Blank site specific risk assessments can be accessed through the bikeability website at www.lsessp.co.uk or copies requested through the bikeability administrator. All site specific risk assessments must obtain a pass on the ‘factors matrix’ or the venue must not be used. 

· Prior to the delivery of any on road training course all instructors must conduct a site specific visit to familiarise themselves with the route to and from the school and the junctions to be used. 
· Ideal sites will have a good level surface, road markings, few parked cars, good visibility, and steady light flow of traffic, and be fairly close to the school. However, this is sometimes not possible and instructors need to take such precautions, as they feel necessary to ensure that trainees are not put at risk.  This can include positioning instructors in strategic positions to oversee both the trainees and road situation, to limit the number of trainees riding at any one time and the manoeuvres that they practise there.
Cycle equipment and clothing:

· If instructors use their own cycle it will be the responsibility of the instructor to maintain it in a road worthy condition.

· In order to be seen clearly by other road users all instructors will be issued with high visibility tabards.  These must be worn when delivering bikeability training courses whether on foot or cycle.

· All instructors must carry a first aid kit and mobile phone in case of emergencies. Instructors must obtain an appropriate contact number for the school they are delivering at and this must be retained (or saved to phone memory) should an emergency situation arise off-site.

· All adults (including instructors) and children must wear cycle helmets throughout the duration of the bikeability training course. Instructors must ensure that all trainees adhere to the wearing of cycle helmets throughout the course and those helmets are adjusted to fit correctly. 

· All adults (including instructors) and children must wear the hi-visibility tabards provided for the bikeability training sessions. Instructors must ensure that all trainees adhere to the wearing of tabards throughout the course.

· Before riding instructors must check trainees clothing to ensure that nothing will interfere with their cycling or become entangled with the spoke, wheels, pedals, chain or cogs. Instructors must also ensure that all clothing is suitable for the weather conditions of that particular day.
· Instructors must ensure that trainees do not share cycles or helmets with other trainees unless approved by the school and or parents.
Positioning:

· Apart form riding between sites or demonstrating a particular drill, instructors for level 2 should be mainly on the pavement/verge when controlling, observing and instructing trainees.  Their actual position will depend upon the individual site and the manoeuvre being taught. They should try not to block the view of any road user when waiting at a junction.

· If an instructor wishes to demonstrate a drill on foot, they must ensure they are not putting themselves at risk or causing problems of any kind to other road users. This also applies if they decide to position themselves on the road for certain manoeuvres particularly right turns.  There is no compulsion to stand on the road, and instructors should determine if this is in the best interests of all concerned.

· When not taking part in a drill, trainees should be waiting on the pavement in an orderly manner.

Weather:

· Cycle training can continue in most weather conditions.  If it is raining instructors should bear in mind that all vehicles will need a greater distance in which to stop safely and that visibility might be reduced.  They will decide if it is safe to carry on. It is best to halt training during heavy rain and thunderstorms, and if it is foggy.  If the roads are icy or snow covered instructors should use their own judgement.

Assessing competency:

· At the beginning of a Level 2 on road course, the instructors must observe the trainees carrying out a series of exercises on the playground/safe riding area to assess their riding skills, before allowing them to go out on to the road.

· At the beginning of a Level 3 advanced course, the instructors must assess the trainees’ ability to perform basic on road manoeuvres in quiet road situation before moving on to a busier location and more advanced techniques.

Moving to training sites:

· Instructors can use their discretion in moving trainees to the actual training sites.  They can walk them there, ride them there in stages completing early drills as they do so or ride there in a group.

· If riding as a group, one instructor must lead and the other instructor must be at the rear of the group. The rear instructor must move to the front at junctions to protect trainees as they turn or in case they become separated.

Insurance:
· All cycle training on behalf of ‘Lincolnshire County Council Bikeability’ is covered by Lincolnshire County Council’s public liability insurance.

· Cycle instructors are also covered by the Lincolnshire County Council’s employers liability insurance. However, in order to counter any accusation of negligence, instructors must adhere to the guidelines laid down in this document as well as following the bikeability level 1 & 2 course outline and generic risk assessment (both documents can be found on the bikeability website at www.lsessp.co.uk or copies requested through the bikeability administrator). 
· Instructors may wish to take out their own additional cycle insurance. Please note cycling training delivered outside of Lincolnshire County Council bikeability is not covered by the insurances stated above.

· Instructors who have National Accreditation can take out additional insurance through their training provider. 

Consent:
· Trainees under the age of 16 must have written parental consent to attend any cycle training course. Instructors must ensure that written parental consent is obtained prior to a trainee starting the course. 
· All schools should indicate whether or not any child involved in bikeability training has any special needs, including relevant health or behaviour problems, or learning difficulties. Instructors must ensure that all schools declare relevant special needs requirements prior to starting a course. 
· Trainees over the age of 16 must sign their own consent forms and accept responsibility for their own cycle, health, etc.

Medication:
· Instructors must ensure that trainees with medical conditions that could be affected by cycle training (for example asthma) take the appropriate medication out with them i.e. inhalers. 

Cycle safety checks:
· At the start of all courses, instructors must check the trainees’ cycle and ensure they are safe to ride and fit the rider correctly. It is the parent’s responsibility to ensure the cycle is in good condition and correctly adjusted to fit their child prior to the start of the course. However, during Level 1 training, instructors can highlight any major concerns regarding cycle roadworthiness to the children involved, in order for the problem to be rectified prior to the start of Level 2 training. Unless the problem has been rectified to the instructor’s satisfaction the child in question must not undertake any further bikeability training. Instructors must not adjust trainee’s cycles. The exception to this rule is the adjustment of seat height.
Behaviour:
· General rules of behaviour should be discussed with trainees at the beginning of the course. Disruptive behaviour must not be tolerated as it can put everyone at unnecessary risk. Disruptive behaviour must be communicated to the school at the earliest convenience and be dealt with on the same day. Instructors must use their own discretion in conjunction with the school in respect of disruptive behaviour but they will always be supported by the Scheme Manager should they deem it necessary to exclude a child from further training.   
Incidents/accidents:

If any noteworthy incident/accident occurs while undertaking bikeability training it must be reported immediately to the participating school reception/office. An incident/accident form must be completed using either the school template or the bikeability incident/accident form (which can be accessed through the bikeability website at www.lsessp.co.uk or a copy requested through the bikeability administrator). When an instructor completes an incident/accident form a copy must be retained and sent immediately to the Scheme Manager. Incidents can include:
· An injury to any of the trainees, even if another person / vehicle was not involved.

· An injury to an instructor or member of the public.

· Damage to a cycle, car or other vehicle, or property.

· A “near miss” incident which might have upset a trainee.

· Verbal or physical abuse from a third party.
In the event of serious injury / major incident please ring the Scheme Manager as soon as possible and fax the form so that we can support you as much as possible.
Safeguarding:
· Instructors will be provided with appropriate safeguard training through Lincolnshire County Council and their actions should be determined by this training. However, instructors must not put themselves in a position whereby they are left on their own with a child. 
Safe supervision ratios:
· Instructors must adhere to the safe supervision ratios as identified below:

· Level 1 courses = 15 trainees to one instructor. 
· Level 2 courses = 1 instructor to a maximum of 6 trainees. 
· Level 3 courses = 1 instructor to a maximum of 2 trainees. 

· Instructors must not undertake on road training on their own.
General:

All instructors will have to undertake and pass relevant CRB clearance before working with children. Lincolnshire County Council will undertake the necessary employment paperwork, payment, training and mentoring as part of their over arching role across the county.

· If instructors have any concerns, either about cycle training as a whole or a particular course or individual, they should contact the scheme manager or bikeability administrator as soon as possible.

· All instructors must ensure that they have the relevant CRB documentation available should it be requested by schools.

· Time spent waiting to ride should be kept to a minimum.

· Where relevant, instructors should follow up verbal instructors with a practical demonstration and allow trainees to ask questions and be answered.

Cycle instructor signature:
I have read the cycle instructor health and safety policy above and agree to abide by its rules and regulations. 

Signed: ……………...………………………………………..

Print name (in capitals):………………………………………

Date:……………………………………………………..……

PLEASE SIGN AND RETURN THIS FORM TO LEE FARRELL, SPALDING HIGH SCHOOL, STONEGATE, SPALDING, LINCOLNSHIRE, PE11 2PJ BY FRIDAY 14TH SEPTEMBER 2012

