
OPERATIONS PROCEDURE

Health and safety legislation places the onus on Youth Vision, the instructors and students to take all reasonable steps to ensure safe working practices are carried out. Instructors must make all students aware of their responsibilities in this matter.

An introductory talk will be given at the start of every day/ session covering the following topics:

First Aid

State who the First Aiders are and make sure everyone knows where the First Aid kits are. Tell the group where the nearest 24 hour casualty unit is located. First Aid/welfare kits should be placed at suitable areas in and around the site.

Site Hazards

Using the risk assessments point out the site hazards. These may change with the weather conditions and tiredness of students or leaders. Ensure that all are aware of the site hazards. 

· Get to know the skills and experience of all students. Inexperienced students will need more attention and instruction particularly in the use of tools.  Any students with special needs should sensitively have activities adjusted within their capabilities. 

· Make sure all present understand what you say. Try to avoid using jargon or technical terms without explaining what you mean.

Posture/lifting Techniques

Explain the hazards of poor posture and lifting/carrying. Demonstrate correct lifting techniques and any lifting or carrying aids available to reduce the need for manual handling. Advice all to plan and lift properly and ask for help where needed.

Drivers

Identify all drivers and make sure that the vehicle keys are available to any of them in case of emergency, perhaps with the First Aid kit. Leave the minibus/ emergency vehicle in such a position that it can be driven off site quickly and easily in an emergency

During A Session
The day will be made up of a mixture of activities. The itinerary for the day is left very much up to the lead instructor and lots of factors may affect how time is spent. Be flexible.

Activities

· watch for tiredness, exposure and problems associated with wet, hot or cold conditions. Be prepared to stop work if necessary.

· on sites with public access be aware of people using the site. Use signs where necessary to indicate you are working there.

· ensure tools are left safely when not in use. 
· rotate activities. Encourage more experienced participants to work with less experienced ones.

Difficult Situations

Sometimes problems arise on projects which may be to do with the activities, the site, or personal conflicts between participants. As an instructor it is up to you to try to resolve problems as quickly as possible. Use your discretion. If a participant is unwell or unhappy and is causing a problem try and find out why and resolve things amicably. As a last resort you may need to contact the director of Youth Vision (or nominated contact) before taking any further action. 
If at any time you are concerned about the safety of the session then stop the activity and contact the director of Youth Vision. If there is an accident, either on site or with the vehicle, let the director of Youth Vision know as soon as possible. Fill out an accident and incident form. This will record times, people involved, what happened and the nature and extent of injuries.

After The Project

Remember to:

· thank the participants for their time and effort. Encourage them to come on future projects.

· ensure the site is left tidy and that nothing is left behind.

· check that no personal items are left behind by participants on site.
· offer the participants evaluation forms to complete at beginning and end of the project. Explain that this is valuable feedback and allows us to improve the projects.
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