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About this document

Purpose of Document

The purpose of this document is to provide information, policy and guidelines pertaining to activity and membership for Goshin Ryu Karate International and its associations.

Who should use this document?

This document should be available to all black belt grades and/or instructors who have current membership to Goshin Ryu Karate International.

Reviews and approvals

This document requires yearly review, update and approval.

Approval

This document was approved by:

	Name
	Title
	Date

	Richard Bradford
	Head of Style
	4th December 2004

	
	Senior grade
	

	
	Senior grade
	


Reviewers

This document was reviewed by:

	Name
	Title
	Date

	Richard Bradford
	Head of Style
	4th December 2004

	
	Senior grade
	

	
	Senior grade
	


Related documents

This document should be used in conjunction with the:

	Document
	File name
	Comment

	Policy and Procedures Manual for Class Instructors
	PPMC!.doc
	The information in this document is a cut down version of this document, PPMRI.doc

	
	
	

	
	
	


Introduction
This is a largely generic document and should be adapted to suit each region, training venue and instructor. It is detailed to include policies and procedures for Regional Instructors and should be used in an abbreviated form for general class instructors, including only forms and procedures necessary for the smooth running of their dojo or classes.
Allowances must also be made to suit the fact that every training venue is different.

As well as documenting policies and procedures that are important to the future of Goshin Ryu Karate clubs, this document contains information on legal issues, licenses etc that are useful knowledge for instructors.

Instructors should check the Black Belt pages of the Goshin Ryu website for up to date information on procedures, forms, events, information useful in the instruction of their classes.
Association Management
1. Insurance policies held by the Association

 Public Liability Insurance

 Professional Indemnity Insurance

 Accident and Injury Insurance

Responsibilities of instructors/Association officials under the insurance policies

The insurance policies carried by the Goshin Ryu Karate Association help protect both instructors and students of the association in a number of legal situations. There are, however, a number of important issues relating to instructors’ responsibilities to ensure coverage by the insurance policies:

 It is the instructor’s responsibility to ensure that all students have current insurance, ie they have paid their association accident and injury insurance fees by the due date (31 January) each year.

 It is the individual instructor’s responsibility to ensure that his/her association insurance is paid each year by the due date (31 January). Failure to abide by this rule will make the instructor ineligible to take classes until the insurance fee is paid.

 While insurance is there to protect you as an instructor, it may not always cover you for negligence in the course of running a class. It must be remembered that it is an instructor’s responsibility to be aware of current legislation, keep up to date in training methods, first aid etc.

 Ensure that the Incident/Accident register is completed for every incident that occurs in accordance with association policies and procedures. This is especially important if there could be any questions raised later on any part of the incident.
2. Instructor Accreditation
Accreditation of the Club instructors:
 Verifies the martial bona fides of an instructor

 Ensures the instructor has a minimum first aid qualification

 Ensures the instructor has a minimum training standard in Instructing Principles, Sports Psychology, Training Methods, Communication, and Legal Responsibilities

 Ensures the instructor has a minimum training standard in what constitutes safe practice in exercise

 Ensures the instructor has a minimum training standard in what the instructor’s responsibilities are under Occupational Health and Safety

 Ensures the instructor has a minimum training standard in what the instructor’s responsibilities are under the appropriate consumer protection legislation in the State in which they teach

 Ensures the instructor has a minimum training standard in what the instructor’s responsibilities are in dealing with complaints involving sexual harassment and discrimination in the martial arts industry

 Ensures that the consumer is dealing with an instructor who is bound by the National Code of Practice for Martial Arts Centres and Instructors

Accreditation Levels

 Level One
the base, entry or minimum level of accreditation that can be obtained. 
 Level Two
acquaints the coach with the sport sciences and their application to coaching.
Certificate II in Sport (Coaching) Specialisation Martial Arts has been designed to cater for individuals wanting to establish a career as a sports coach for their chosen discipline.
 Level Three
instructors develop competencies necessary to work with athletes at an elite

level. Certificate III in Sport Coaching Specialisation Martial Arts has been designed to cater for individuals wanting to establish a career as sports coach in their chosen discipline.
 Level Four
Certificate IV in Sport Coaching for the Martial Arts has been designed to
bring forward the knowledge and skills necessary for martial arts instructors to establish themselves as an independent professional sports coach.
 Diploma
Diploma in Sport Coaching for the Martial Arts has been designed to cater
for senior instructors and individuals wanting to manage their own martial arts organisation in a professional and ethical manner
Minimum Association Accreditation Level

All instructors in the Goshin Ryu Karate Association must have current accreditation for at least:

 Third Kyu (Brown 3) or higher belt level

 Senior First Aid Certificate

 Level One coaching accreditation (the in house Goshin Ryu Instructor’s Course is equivalent to a Level One coaching accreditation)

3. Child Protection
Goshin Ryu Karate Association Child Protection Policy
1. The Goshin Ryu Karate Association is committed to providing an environment that is safe and protective for children to participate in Karate and self defence. The Goshin Ryu Karate Association will not abide any loss of ‘duty of care of children’ under the care, responsibility and instruction of any instructor or coach.

2. The Goshin Ryu Karate Association will not abide in the criminal act child sexual maltreatment that occurs when a child (defined as a person under the age of 18 years) has been exposed or subjected to sexual behaviours or acts that are exploitive and/or inappropriate to his or her development years. Such activities can involve a wide range of sexual activities, which exploit children, some of which includes forcing, tricking, bribing, threatening or pressuring a child into sexual activity.
3. All instructors, coaches, and management personnel carry the responsibility to provide safeguards dedicated to the well-being of those under the age of 18 years (youth) through the implementation of procedures and practices that will minimise the risk to children.

4. The abuse of youth members, by other members or external sources is not acceptable. All incidents as described above must be reported immediately to the appropriate authorities. In most cases child protection matters must be referred to the police or family services authorities.
5. Instructors are required to be aware of changes to the Child Protection laws in the State in which they teach, and the effect of such changes on their teaching methods.

6. All Instructors, and assistant instructors, must sign the Prohibited Employment Declaration attached as Form 1 before 

7. Any person involved in the instruction, leadership, management and/or coaching of and members under the age of 18 years may be asked to undergo police screening procedures.

Legislation Covering Child Protection
Commonwealth
Family Law Act 1975

New South Wales

Children and Young Persons (Care and Protection) Act 1989

Queensland

Child Protection Act 1999

Health Act 1937

Western Australia

Child Welfare Act 1947

Community Services Act 1972

South Australia

Family and Community Services Act 1972

Children’s Protection Act 1993

Tasmania

Children, Young Persons and Their Families Act 1997

Alcohol and Drug Dependency Act 1968

Australian Capital Territory

Children and Young People Act 1999

Northern Territory

Community Welfare Act 1983
Child Protection Legislation and Notification

	State
	Legislation
	When Abuse Must be Reported
	Who to Notify

	NSW
	Children and Young Persons (Care and Protection) Act 1998

The Commission for Children and Young People Act 1998

The Child Protection (Prohibited Employment Act) 1998
	Any person may report abuse of a child (under 17 years) where they have reasonable grounds to suspect a child is at risk of harm or has been abused.
	NSW Department of Community Services

Tel 02 9716 2199

Fax 02 9716 2144

Child Protection and Family Crisis Service (24-hours, all  areas)

Tel 1800 066 777

Tel 02 9228 3434 (switch)

	Victoria
	Children and Young Persons Act 1989
	
	Department of Human Services Child Protection Service

Tel 03 9479 6222

Tel 13 12 78 (after hours)

	Queensland
	Child Protection Act 1999

Commission for Children & Young People Bill 2000

Children Services Tribunal Bill 2000
	
	Department of Families, Youth and Community Care

Tel 07 3235 9935

Tel 07 3224 4225 A/H Bris

Tel 1800 637 711 A/H other

Crisis Care

Tel 1800 177 135 Brisbane

Tel 1800 811 810 other


Sensible Guidelines
The safeguards and procedures below apply to those members who undertake the delivery and supervision of youth activities in their capacity, whatever that capacity may be and are presented on the basis of ‘risk minimisation’ measures.
1. Do not engage, or allow others to engage in any of the following:
 Abusive initiation ceremonies

 Sleeping in close quarters with youths without having a second adult representative or parent etc.

 Aggressive, physically distressing or sexually provocative activities

 Sexually suggestive comments to a youth or about a youth

 Inappropriate or intrusive touching of a youth

2. Maintain an open door policy when conducting briefings, meetings and assemblies of members. Invite all youths, parents, friends and other leaders to participate, particularly when performing interviews, transportation of youth members or orchestrating a tournament.

3. Male and female adults and parents must accompany youths on any activities away from home, especially overnight.

Rights and Responsibilities
Youths have the right to:
 be safe

 be listened to

 be respected

 privacy

 take calculated risks in a protective environment

 an inclusive environment

 be referred to professional help if needed

 be protected from abuse by other members or outside sources

Youths are responsible for:

 showing respect to both youth and adult members
 keeping themselves safe

 accurately reporting inappropriate behaviour or risky situations for youth members

Members have the right to:

 have access to ongoing training and information on all aspects of leading/managing youths, particularly member protection

 support in the reporting of suspected abuse

 access to professional support services

 protected from abuse by youths, other adult members and parents

Members are responsible for:

 fostering teamwork and mateship to ensure the safety of youth members in their care

 using appropriate team management behaviour

 responding to youth members’ statements and concerns about alleged abuse

 ensuring that the rights and responsibilities of youth members is enforced

 reporting suspected abuse to the appropriate authority

 not abusing members physically, sexually or emotionally

 maintaining confidentiality about sensitive information as designated by the appropriate authority

Forms

 Prohibited Employment Declaration

4. Prohibited weapons
Live weapons are not taught in class eg swords, knives. However, instructors are often asked questions regarding prohibited weapon legislation by students in class. The list of prohibited weapons in each State varies, as do the relevant Acts covering the weapons. Ownership of prohibited weapons requires a license and varying prerequisites for ownership and storage. It is recommended that instructors are conversant with the relevant legislation and licensing procedure within their state.

Details of the Acts, requirements and forms for each State are listed below:
NSW 
Act:  Weapons Prohibition Act 1998
Licence: Prohibited Weapons General Permit
url: http://police.nsw.gov.au/__data/assets/file/5232/Prohibited_Weapons_General_Permit.pdf
QLD 
Act: Weapons Act 1990

Licence: Miscellaneous licence
(This licence may only be issued for a category E or some category M (“martial arts” or “historical/military”) weapons. Certain conditions apply.)
url:  http://www.police.qld.gov.au/pr/program/wlb/forms1.shtml
Victoria 
Act: Control of Weapons Act 1990
Licence: Miscellaneous Weapons Licence
url:   http://www.police.vic.gov.au/index.cfm?menuid=8
Dojo Management
1. Attendance/Visitor register
The Attendance and Visitor Register have been designed to assist the instructor in managing those who enter the dojo. They are necessary information in the event of emergency, evacuation or incident having legal implications.

The Attendance Register attached as Form 3 MUST be signed by all students before the start of the class, or before joining a current class.
The Visitor Register is a new document and it is recommended that instructors maintain a register of visitors to the dojo during classes.
Forms

 Attendance Register

 Register of Visitors

2. Preparing students for grading
While the planning, preparation and delivery of class instruction is not prescribed, and is left to the judgement of the individual instructor, all instructors must ensure that they cover the elements necessary for students to successfully grade to the next belt level. Instructors have an obligation to prepare students for their grading, and to advise students, and where necessary parents, if the student is not yet performing at the level required for them to be successful in their attempt to achieve the next belt level.
It is recommended that a pregrading session is held within a few weeks prior to the grading date to enable the instructor to advise students on their readiness for grading. An example of a pregrading form is available from the Black Belt page of the Goshin Ryu website.
3. Standards

These are general Club standards by which all instructors and students are required to abide.

These standards cover the conduct and practices in classes and competition and are used to ensure a safe and happy environment for the study and enjoyment of Karate by all.

The four general Standards of the Club are detailed on pages 14 - 17:

1. Dojo Rules

2. Dojo Etiquette

3. Code of Conduct and Ethics

4. Coach/Instructor Code of Ethics
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Dojo Rules

· Prior to commencement of training all persons must have their membership/insurance fees paid.  This policy is strictly enforced and is designed to protect you and Goshin Ryu.  This extends to black belts as well.  

· When delivering children to class parents are asked to accompany them into class to ensure they arrive safely and also to make sure class has not been cancelled.  Please adhere to class times in fairness to other students (karateka).

· In the event of a child suffering an injury during class and the parent is not present, the class instructor shall seek medical advice where necessary.  Additionally if an ambulance is required, any cost incurred shall be the parent’s responsibility.  

· If additional family members are present during class they are also expected to adhere to dojo etiquette and respect the rules of Goshin Ryu.

· Your training hall (dojo) must be looked after as though it were your home.  At all times it is to be kept clean and any training equipment used must be returned neatly back into storage. It should be noted that any damage to the dojo or equipment in the dojo is the responsibility of the person causing the damage in the first instance.

· Only with adherence to the Rules, Etiquette and Code of Conduct, can Goshin Ryu continue to offer a safe and enjoyable martial arts environment.  Remember all rules are designed to protect you the student and we hope to see you enjoy your training for many years to come!
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Dojo Etiquette

· All students are required to be in full Gi & badge during class unless specified by instructor.  

· While jigsaw matts are on the floor, shoes are NOT allowed to be worn. Damage to matts will be the responsibility of the offender.

· Jewellery must not be worn during class as a safety precaution to others during contact work.  Ear studs are an exception.  Any concerns are to be raised with the class instructor.  

· A bow is a sign of respect.

· Always bow when entering or leaving the training area. Classes always begin and end with a bow to the teacher. You may not join or leave a class without first bowing to the teacher. Whenever you work with a partner, always start and finish by bowing to each other.

· In the dojo, the teacher and senior black belts are referred to as Sensei (teacher in Japanese). Other senior grades referred to as Sempai.

· Never try to hurt anyone in training. The emphasis is always on control. Bullying will not be tolerated.

· No unruly or rowdy behaviour. Spare time should be spent practising kata or karate techniques. Higher grades will always be on hand to help.

· Always respond to the teacher with an affirmative when given an instruction that you understand – eg. “osu” or “hai” (yes). If you don’t understand, please ask the instructor.

· Always line up in order of grade, starting at the front right-hand corner, in ordered, even lines.

· Always be punctual, polite and respectful.

· Please do not eat food of any description whilst in class, including chewing gum. Food and/or drink is not to be taken onto the mats or training area.

· Always - train hard, train regularly, train fairly, train effectively.
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Code of Conduct and Ethics
As a member of the Goshin Ryu Karate Association, and therefore a representative of the Australian Karate Federation Inc. (AKF), all students are to train in accordance with the following standards.
· At all times adhere to all dojo rules and etiquette as set and expected by your class instructor.
· Act within the expectations of your current rank.
· Be courteous and respectful towards your fellow class members.
· Help your fellow classmates with their training and knowledge wherever possible.
· Train with dedication and commitment at all times with your goal always being to improve your karate.
· Work towards the positive promotion of Karate in the community.
· Behave in a dignified manner whilst representing the Association and/or Federation in any capacity, and that personal conduct will always be such as to uphold and not injure the standing and reputation of Goshin Ryu and/or the A.K.F. within the community.
· Refrain from the misuse of any official position for personal gain byway of exaggerated or unsubstantiated claims, fraudulent practice or sexual harassment.
· Adhere to any official dress codes whilst representing Goshin Ryu and/or the AKF.

· Neither possess, nor use, prohibited drugs or any banned substances, nor participate in any activity that is illegal or contrary to the policies or interests of Goshin Ryu and/or the AKF.

· Make every effort to respect the rights of all people involved in Karate regardless of gender, race, religion or social status.
· Endeavour to regularly improve and upgrade knowledge and professionalism as a representative of Goshin Ryu and/or the AKF.

· Keep confidential all matters, which may be learned, in any official capacity.
· If required, co-operate with Goshin Ryu and/or the AKF in establishing and conducting a quality program of sport karate.
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Coach/Instructor Code of Ethics
A coach or instructor must observe and comply with the karate coach’s code of ethics at all times when coaching for the safe and positive development of the athletes and students and will adhere to the following specifics as set down below.

· Maintain my coaching accreditation, keeping up to date with the latest coaching practices, the principles of growth and development of young people, and current First Aid or Resuscitation certification.

· Provide a safe environment for the practice of karate-do and competition training.

· Ensure that all equipment and facilities used meet safety standards and are appropriate to the age and ability of all athletes/students and the situation.

· Adequately plan all activities and maintain close supervision.

· Develop clear written rules for training and general conduct, operating within the rules and spirit of Karate, and teach athletes/students to do the same.

· Keep adequate records on administration, coaching and athletes/students.

· Ensure that all athletes/students are warned of the inherent risks of the sport.

· Ensure that my assistants have First Aid and or Resuscitation training.

· Show concern and caution towards a sick or injured athlete/student. Athletes/students will be evaluated for injury and incapacity and I will follow the advice of a physician when determining whether or not an injured athlete/student is ready to recommence training or competition.

· Use duty of care in matching young athletes/students during partner and group activities that follow the rules of competition.

· Take into consideration that young people participate for pleasure and winning is only part of the fun.

· Never ridicule or yell at a young athlete/student for making a mistake or not coming first nor allow other athletes/students to do so.

· Be reasonable in my demands on athletes/students time, energy and enthusiasm.

· Ensure that athletes/students experience in karate is a positive one. Ensure everyone receives equal attention and opportunities, avoid over playing the talented athletes; everyone needs and deserves equal time.

· Display control, respect and professionalism to all involved with Karate. This includes other styles, competition opponents, coaches, referees/officials, administrators, the media, parents and spectators. Educate all athletes/students to do the same.

· Any physical contact with any athlete/student should be appropriate to the situation and necessary for the athlete’s/student’s skill development.

· Respect the rights, dignity and worth of every athlete/student regardless of their gender, age, ability, cultural background or religion.

· Support the code of ethics put forward by the Australian Sports Commission. 
 Member Management
1. New Members

Persons wishing to become students of the association must complete the enrolment as a new member before attending their first class. To become a member of the association a person must:
 Complete a student application form

 Where required complete a medical declaration form

 Pay all required fees – yearly registration fee, yearly insurance fee

For new members, the first class attended is free, with payment for all other classes due prior to the start of the class.

It is recommended that the medical declaration form is required to be completed by all intending students where there is an indication that a pre-existing medical condition is present, and by all male applicants over the age of 45 yrs, and all female applicants over the age of 40 yrs. It may also be prudent to request a doctors certificate before allowing some students to train (eg. According to state of fitness, weight and age).

The forms attached detail a number of variations of application forms which may be used for registration of new members.

Forms
 Waiver/Application Form

 Martial Arts Contract

 Current Application Form

 Medical Declaration

2. Fee Structure and Payment
Fees are payable to the association for membership, insurance, class attendance, gradings, and other events.

Membership fees are of two types – yearly membership or life membership. Yearly membership fees are payable on the anniversary date of joining the association.
Insurance cover expires on 31 January each year. Insurance fees must be paid before that date each year or the student is not eligible to attend class until the required insurance fee is paid. The insurance fee for general class attendance and sparring class attendance is different, and there is a different form for each type of insurance.
Grading fees are payable before the start of each grading session.
Class attendance fees are payable before the start of each class.
Black Belt fees are payable by 31 January each year.

The latest fee structure is available on the Black Belt pages of the Goshin Ryu website.

3. Members Information Database 

It is advisable that regional instructors keep a member register. This register could contain the member details, status, dates of all gradings (successful and unsuccessful), dates of completion of all other certifications, date of cessation. The register is then able to be used to warn of impending yearly association fee renewals, insurance renewals, other bulletins etc.
 Dojo Safety
1. Safety Responsibilities for Instructors
Responsibilities for risk management, first aid etc. will vary according to the use of venues such as leased premises, school/church/community halls, public gymnasiums/fitness centres etc, however, it is also up to each instructor and member to ensure a safe training environment for everyone. Any issues or risks should be reported to the appropriate people.

All instructors must therefore able to carry out the following :

 Demonstrate commitment to safety and well-being 
 Consult with other members, guardians etc. on safety and well being issues 
 Identify work place hazards, assess risks and develop effective controls 
Safety and well being issues may include correct training and warm-up procedures, appropriate partnering of students, adequate rest and drink breaks (according to climate and age/fitness levels of students), protective equipment, class supervision, manual handling (eg. lifting/moving equipment) and ergonomics, hygiene/infection, excessive noise etc.

Knowledge and Equipment for Emergency Situations

 Ensure that you are aware of the building exit points and have an established meeting point for evacuation.

 Mobile phone (charged and available for use), or knowledge of the nearest accessible phone for emergencies.

 Current Senior First Aid certificate.

 Dojo First Aid Kit

Many types of First Aid Kits are available for purchasing from Chemists, First Aid training groups, St John’s Ambulance, the Red Cross. The minimum recommended contents for a first aid kit for the dojo is listed below:
 Elastic crepe bandage
 Ampoules of Saline

 Roll of adhesive tape

 Non-adhesive dressing

 Triangular bandage 110cm
 Safety pins
 Instant cold pack
 Scissors blunt-ended

 Gloves (disposable latex)
 Fabric bandaids
 CPR masks

 Tweezers
 Eyebath

 Strong plastic container
2. Dojo Safety Inspection and Review
All students and instructors have the right to train and work in a safe environment. 
All students and instructors have the responsibility of ensuring that they do everything they can to make the dojo a safe environment in which to train and work.

To assist with these aims, the attached Dojo Safety Inspection Checklist should be used by all Region and Class instructors to identify hazards and bring them to the attention of those responsible for the building/environment. Safety checks should be carried out according to the schedule below:

 New dojo

Before a new dojo is established it is essential that a Safety Inspection be carried out using the attached Dojo Safety Inspection Checklist or similar. Not every item in the checklist will be necessary in all dojos, but it covers the essentials. There may be hazards that are not listed that can be identified and noted. 
A list of hazards identified should be detailed at the back of the checklist.
The checklist should be sent to the Regional Instructor for any action required, and for filing so that it can be checked against yearly reviews.

 Yearly review

Each year a review of the hazards identified in the inspection, and a complete Safety Inspection should be carried out to identify improvements to previous hazardous situations, and identify any new hazards that have arisen.
This updated checklist should be sent to the Regional Instructor for any action required, and for filing.

 Inspection on entry

The instructor of every class is responsible for the safety of the students in that class. On entry to the dojo the instructor must carry out a visual inspection of the premises for hazards that may affect the class. This is not a formal inspection, but rather a glance around the room with the intention of checking for hazards that may become a problem later.
Forms

 Dojo Safety Inspection Checklist

3. Fire and Emergency Evacuation

Responsibilities

It is the responsibility of the Regional Instructor to ensure that specific emergency evacuation procedures are established for each Dojo in the region, and to ensure that all instructors are aware of these procedures before they take their first class.

The head instructor in the dojo at any time should consider him/her self the chief fire warden in the case of an emergency, unless otherwise delegated.

The chief and assistant fire wardens should delegate tasks as required. eg. a traffic monitors where evacuation includes crossing of roads etc.

Ensure that you are aware of the building exit points and the established a meeting point for evacuation. 

Emergency meeting point

Nominate an emergency meeting point which is a minimum of 150 metres from the site. The area should be safe, easily accessible and positioned so that traffic is not a problem.

Evacuation procedures

 Call all people in the building together.

 Ensure everyone remains calm.

 Ensure that no person places themselves in danger on evacuation.

 Evacuate everyone quickly through the nominated exits ensuring there is no panic.

 Collect the class and visitor registers on exit if this is possible without danger.

 A “sweep” of the premises should be conducted on evacuation to ensure nobody is left on-site. Be sure to include toilets, change rooms etc.

All children should be supervised and given specific instructions on where to go and what to do.

Additional assistance should be given to those who need it eg those with disabilities (including injury). For example, for those with limited unassisted movement, move the person to a safe location, evacuate all other persons, return to assist the injured/disabled person.

The fire brigade will take over responsibility upon arrival.

Roll call

Use the normal class and visitor register as a roll call for people present in the Dojo.

Advise appropriate authority (eg. Fire brigade) of any issues, including missing personnel.

4. Injury and First Aid
General guidelines

A qualified Senior First Aider should be present in all dojos at all classes in case of an emergency.

All instructors should be senior first Aid qualified.

A First Aid Kit with at least the minimum contents as listed in point 2 of this section should be held at the dojo and available for use.

An Incident and First Aid register must be kept at each dojo and all incidents/injuries entered. If a doctor or ambulance is called the Major Injury Register must be completed.
IMPORTANT  -  NO FIRST AID ITEMS SHOULD BE REUSED
Possible exposure to infection

When any person has suffered a possible exposure to an infection through contact with body fluid, it is important to ensure that immediate steps are taken to reduce the risk of contracting a serious illness . Possible exposures include Human Immunodeficiency virus (HIV), Hepatitis B virus (HBV), Hepatitis C virus (HCV).

The First Aid team while maintaining medical privacy must advise the affected person to :

1. Encourage bleeding if the exposure involves a cut or puncture wound advise the affected person to ?? at the site, then wash with soap and water.

2. Wash the exposed area with soap and water where the exposure does not involve a cut puncture.

3. If eyes are contaminated thoroughly rinse with water or normal saline.

4. If the mouth is contaminated, spit out and rinse several times with water.
Once First Aid Treatment has been given, immediately contact a Physician or hospital.
Ensure that informed consent has been gained from both parties and that Counselling is given.

Any blood samples must be collected as soon as possible after the incident and processed urgently for : 


- HIV antibody 


- Hepatitis B surface antigen (HBsAg) 


- Hepatitis C (Anti- HCV)

The incident must be reported to the instructor present and/or first aid officer or representative of the training venue.

Arrange for the student/instructor to see their own doctor for follow up treatment and investigations  as soon as possible.

Reassure the student/instructor of the nature of the risk and that only a small proportion of accidental exposures to blood result in infection.

Remember to always consult a doctor for advice on infection and follow up.

It is strongly recommended that first aiders obtain immunisation against Hepatitis B. Vaccinations can be sought from your own doctor or from the HEALTH SERVICES AUSTRALIA office in your area. 

Forms

 Incident/Injury/First Aid Register

 Major Injury Register

5. Infection Control

Objective

To ensure that the health and wellbeing of everyone involved in Goshin Ryu activities and premises is not compromised during the delivery of first aid or in general training.

Standard Precautions

Standard Precautions are work practices required for the basic level of infection control. They apply to all First Aid situations and a number of general training situations. 

They include good hygiene practices, particularly

· washing and drying of hands, in urgent situations washing hands is only required post removal of gloves

· the use of gloves in all situations


· the use of resuscitation shields / masks when doing CPR / EAR

· the use of eye protection when there is risk of Body fluid splashing

· the use of protective apron when cleaning spills


· appropriate handling and disposal of sharps and other contaminated or infectious waste. 

Standard Precautions are recommended for the treatment and care of all patients regardless of their perceived infectious status, and in the handling of:

· Blood

· all other  body fluids, secretions and excretions (except sweat), regardless of whether they contain visible evidence of blood 

· non-intact skin

· mucous membranes 

NOTE: Standard Precautions apply to dried blood and other body substances, including saliva.
Spills management

The management of spills should be sufficiently flexible to cope with the circumstances in which the spill occurs, and may depend on a number of factors, including:

· the nature of the spill (e.g. blood, sputum, vomit, faeces, urine)

· the likely pathogens that may be involved in these different types of spills (e.g. Mycobacterium tuberculosis in sputum);

· the size of the spill (e.g. spot, small or large spill);

· the type of surface (e.g. carpet or impervious flooring).,

· the area involved 

· whether or not there is a likelihood of  bare skin contact with the soiled surface

The following information recommends a management protocol for blood or body substance spills in a health care setting. Blood and body substance spills should be dealt with as soon as possible.
Small Spills
Small spills can be easily managed by wiping the area immediately with paper towelling and then cleaning the area with water and detergent.  Where there is a possibility of bare skin contact with the surface, for example on a couch, the area should be disinfected with a suitable disinfectant such as sodium hypochlorite.  Small spots or drops of blood or body fluids can be removed immediately by wiping the area with a damp cloth, tissue or paper towelling. A disposable alcohol wipe can also be used.

Large Spills
Where large spills have occurred in a 'wet' area, such as a bathroom or toilet area, the spill should carefully hosed into the sewerage system and the area flushed with water and detergent.  After the area is cleaned and if there is a possibility of bare skin contact with the surface, the area should be disinfected with a suitable (acting) disinfectant.
Large blood spills which have occurred in 'dry' areas (eg. Training area) should be decontaminated and the area of the spill contained. Granular formulations which produce high available chlorine concentrations are preferred in these circumstances.  A scraper and pan should be used to remove the absorbed material. The area of the spill should then be cleaned with a mop and bucket of water and detergent. The bucket and mop should be thoroughly cleaned after use and stored dry.  If contact with bare skin is likely, the area should be again disinfected thoroughly.

Standard cleaning equipment, including a mop and cleaning bucket plus cleaning agents should be readily available for spills management and should be stored in an area known to all staff.  With all spills management protocols, it is essential that the area is left clean and dry.

Disposal of Infectious Wastes
Standard Precautions should apply when handling infectious wastes.  

All waste should be handled with care to avoid injuries from concealed sharps (which may not have been placed in sharps containers). 

Gloves and protective clothing should be worn when handling infectious waste bags and containers. 

Personnel involved in the handling of such waste should be properly trained.  Where possible, manual handling of waste should be avoided. 

Infectious waste must be placed in appropriate leak proof bags or containers.  These should not be overfilled, and must not be compacted by hand.

Handling and Disposal of Sharps
Sharps represent the major cause of accidents involving potential exposure to blood borne diseases.  Sharps must be handled with care at all times.   

Sharp instruments, such as needles,  MUST NOT be passed by hand between FIRST AIDERS.
To prevent injury, needles should not be re-sheathed unless an approved recapping device is used.  Needles should not be bent or broken by hand, removed from disposable syringes or otherwise manipulated by hand.
All persons generating a sharp must be responsible for its safe disposal, IMMEDIATELY following its use and AT THE POINT OF USE.  

Disposable needle-syringe combinations, needles, scalpel blades, single-use razors and other sharp items should be discarded in a clearly labelled, puncture-resistant container which must conform with Australian Standard AS 4031.

Emergency contacts
Emergency

Dial  000
Doctor













Ambulance












Hospitals

eg Blacktown , Westmead (for the Blacktown Dojo)




Medical Centres


_______








Police













Fire brigade












Council












Head of style for region










Other




_______








References and Further Information

Web sites
Australian Karate Federation (National)

www.akf.com.au
Australian Karate Federation (NSW)


www.akf-nsw.com
World Karate Federation



www.wkf.net
Martial Arts Industry Association (MAIA)

www.maia.com.au/home.htm
Goshin Ryu International Karate Association
www.goshinryu.com
AUSTLII 





http://www.austlii.edu.au/databases.html#nsw

Please refer to:

 AKF website for the  “AKF Rules of Association”.
 MAIA website for  “Risk Management Policy”.

 AUSTLII website for “Occupation Health and Safety Act 2000 (NSW)” and the “Civil Liabilities ACT 1974”

 Australian Sports Commission website for information on Child Protection, and other up to date information  http://www.ausport.gov.au/ethics/policy.asp

Forms
1. Prohibited Employment Declaration

2. Attendance Register

3. Register of Visitors

4. Goshin Ryu Karate Waiver

5. Goshin Ryu Karate Martial Arts Contract

6. Application And Agreement For Registration As Trainee
7. Medical Declaration

8. Dojo Safety Checklist (Initial)

9. Dojo Safety Check Form (Yearly Review)

10. Incident/Injury and First Aid Register

First Aid Register for Major Injury
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	PROHIBITED EMPLOYMENT DECLARATION


CHILD PROTECTION (PROHIBITED EMPLOYMENT) ACT 1998

The Child Protection (Prohibited Employment) Act 1998 makes it an offence for a person convicted of a serious sex offence (a Prohibited Person) or a Registrable Person under the Child Protection (Offenders Registration) Act 2000, to apply for, or undertake or remain in, child related employment. It does not apply if an order, from the Industrial Relations Commission or the Administrative Decisions Tribunal or the Commission of Children and Young People, declares that the Act does not apply to a person in respect of a specific offence.

Section 5 of the Child Protection (Prohibited Employment) Act 1998 defines a serious sex offence as:

 An offence involving sexual activity or acts of indecency that was committed in NSW and that was punishable by penal servitude or imprisonment for 12 months or more, even if the sentence was not served; or

 An offence involving sexual activity or acts of indecency that was committed elsewhere and that would have been punishable by penal servitude or imprisonment for 12 months or more in NSW; or

 An offence under Sections 91D-91G (other than if committed by a child prostitute) and 578B or 578C(2A) of the Crimes Act 1900 or a similar offence under a law other than a law of NSW; or

 An offence of attempting, or of conspiracy or incitement, to commit an offence referred to in the preceding paragraphs; or

 Any other offence prescribed by the regulations.

Note: A conviction for carnal knowledge is classified as a serious sex offence under this legislation.

Child-related employment means any employment, where at least one of the essential duties of the position, involves direct contact with children where that contact is not directly supervised. Section 3 of the Child Protection (Prohibited Employment) Act 1998 specifies that child-related employment is employment:

 Involving the provision of child protection services;

 In pre-schools, kindergartens and child care centres (including residential child care centres);

 In schools or other educational institutions (not including universities);

 In detention centres (within the meaning of the Children (Detention Centres) Act 1987);

 In refuges used by children;

 In wards of public or private hospitals in which children are patients;

 In clubs, associations or movements (including of a cultural, recreational or sporting nature) having a significant child membership;

 In any religious organisation;

 In any entertainment venues where the clientele is primarily children;

 As a babysitter or childminder that is arranged by a commercial agency;

 Involving fostering or other child care;

 Involving regular provision of taxi services for the transport of children with a disability;

 Involving the private tutoring of children;

 Involving the direct provision of health services;

 Involving the provision of counselling or other support services for children;

 On school buses;

 At overnight camps for children;

 Any other prescribed by regulation.

Under this Act:

 It is an offence for a Prohibited Person to apply for, undertake or remain in child-related employment;

 Employers must ask existing employees, both paid and unpaid, and preferred applicants for employment to declare if they are a Prohibited Person or not;

 All child-related employees must inform their employers if they are a Prohibited Person or remove themselves from child-related employment. A Prohibited Person is someone who has been convicted of a serious sexual offence or, who has had a finding for a charge of a serious sexual offence proven in court, even if a conviction was not recorded;

 Penalties are imposed for non-compliance.

I am aware that I am ineligible to apply for, undertake or remain in child-related employment if I have been convicted of a serious sex offence as defined in the Child Protection (Prohibited Employment) Act 1998 or if I am a Registrable Person under the Child Protection (Offenders Registration) Act 2000.

I have read and understand the above information in relation to the Child Protection (Prohibited Employment) Act 1998. I an aware that it is an offence to make a false statement on this form.

I declare that I am not a person prohibited by the Act from seeking, undertaking or remaining in child-related employment.

I understand that this information may be referred to the Commission for Children and Young People and/or to NSW Police for law enforcement purposes and for monitoring and auditing compliance with the procedures and standards for employment screening in accordance with Section 36 (1) (f) of the Commission for Children and Young People Act 1998.

Name: 




 
Signature: 





Date: 




Contact telephone number: 




Note: Seek legal advice if you are unsure of your status as a Prohibited Person.

THIS FORM IS TO BE RETURNED TO YOUR EMPLOYER
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Attendance Register

BRANCH …………………………….  DAY ………………………….  DATE …………………
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Register of Visitors

	Date / time
	Name of visitor
	Address



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Goshin Ryu Karate Waiver

APPLICATION FORM
1. APPLICANT'S DETAILS:

Surname: _________________________________
Given names: __________________________
Address in full: ___________________________________________________________________


  ______________________________________________ Postcode: ____________
Phone (home) (___)______________ (work) (___)______________ (mobile) _________________
Occupation: _____________________________________
Date of Birth: ______/______/_______
2. HEALTH DECLARATION:

Are you prescribed drugs which may impair reaction time or judgement?


YES/NO
If yes, what drugs: ______________________________________________
Have you suffered any incapacity requiring medical attention in the past 12 months?


YES/NO
If yes, give details: ______________________________________________
3. EXCLUSION OF APPLICANT

Have you ever been excluded from Martial Arts in the past by a medical practitioner or any other person or entity or a Martial Arts Club?


YES/NO
If yes, give details: ______________________________________________
4. DECLARATION OF UNDERSTANDING

Martial Arts Is Dangerous

I have read and understood the terms of the Martial Arts Contract or if I did not understand the terms of the Contract I requested an independent person to explain them to me.

Dated this  ___________________
day  of ______________________
20______
Applicant Signature: ________________________Witness signature: _______________________
4 GUARDIAN'S CONSENT: (for all persons under 18 years)

I hereby certify and decree that all the information contained in the declarations above is true and accurate.

Signature: __________________________  Relationship to Applicant: ______________________
Address in full : __________________________________________________________________


   ______________________________________________ Postcode: ____________
Goshin Ryu Karate Martial Arts Contract

MARTIAL ARTS IS DANGEROUS

The following conditions must be read carefully:

1. Interpretation

"the Applicant" means the individual who signs this Contract and agrees to be bound by its terms and includes a guardian of that individual if the individual is under 18 years of age.

2. Acceptance

I,
_________________________________full name________________________________________

of
_____________________________residential address_____________________________________

I,
____________________________full name of guardian___________________________________

of
______________________full residential address of guardian_______________________________
the Applicant, hereby agree to be bound by the terms of this Contract with Goshin Ryu Karate and the persons named and described in Schedule 1, hereinafter jointly and severally referred to as "the providers". The providers agree to permit me to use their premises and facilities for Martial Arts, to instruct me in Martial Arts and related activities ("the service") upon and subject to the following terms and conditions:

(a) Club Fees

The Applicant will pay on demand the prescribed or stated fees for the service. Such fees may be notified to the Applicant by letter or memorandum or by notice displayed in the provider's premises or premises occupied by the provider or verbally.

(b) Medical Conditions

The Applicant warrants that he or she has not at any time suffered any blackout, seizure, convulsion, fainting or dizzy spells and is not presently receiving treatment for any illness, disorder or injury which would render it unsafe for the Applicant to take part in Martial Arts.

(c) Exclusion of Applicant

The Applicant warrants that he or she has not at any time been excluded from Martial Arts by a medical practitioner or any person or entity including a Martial Arts Club.

(d) Rights of a Consumer

If the Trade Practices Act 1974 or similar state laws apply to this agreement then certain terms and rights may be implied into this contract which operate for the benefit of the supplier flowing from them, cannot be excluded, restricted or modified by any provision of the contract.

PLEASE NOTE THE FOLLOWING:

If the Trade Practices Act 1974 or similar state laws operate so as to prevent the exclusion, restriction or modification of warranties otherwise implied by those laws then the liability of the offerer for breach of those warranties is limited to:

(i) the re-supply of the Martial Arts instruction and related activities; or

(ii) the payment of the cost of having the Martial Arts and related activities supplied again.

(e) Waiver and Indemnity

In all other cases and except where inconsistent with the above, the Applicant for him/herself, his/her executors, administrators, dependents and other personal representatives, hereby absolves and indemnifies the providers and all their servants, agents, employees and other students or persons under the providers control (the "indemnified") from all liability howsoever arising for injury or damage (including but not limited to the Applicants' person, whether fatal or otherwise, property and personal belongings) however caused including by the negligence of the indemnified, arising out of or participating in Martial Arts or in connection with Martial Arts or in anyway caused by, or arising out of, any activity carried on by the indemnified.
(f) Martial Arts done at Applicant's own Risk

Any person training Martial Arts, or in activities connected with Martial Arts or participating in any activity carried on by this Club/Academy/Company are only allowed to do so on the distinct understanding that they do so entirely at their own risk.

(g) Acceptance

Performance of the provider's obligations under the contract may be affected by any one or more of the providers either jointly or severally.

(h) Governing Law

Any agreement entered into pursuant to this acceptance is to be governed by the laws of the State in which this agreement is signed and the Courts of shall have exclusive jurisdiction to entertain any action in respect of any such agreement.

(i) Statement of Understanding

I, the Applicant have read, or have had read to me the above conditions and having understood the same, I consent to the activities proposed.

Signed
_______________________________Applicant _________________________________________ 
This ___________day__________  of _____________month___________ 20___year_____
in the presence of
_____________________signature of witness______________________________

[This contract must be signed by a guardian if the Applicant is under the age of 18.]

SCHEDULE 1

In addition to Goshin Ryu Karate, the providers in respect of this agreement include :

(a) The President, Councilors and Ratepayers of Blacktown Shire Council. If a Council Hall is being hired or if not the principle representatives of the venue being hired

(b) The staff, instructors, venue providers, including but not limited to :

(i) (insert name of venue provider)

(ii) (insert name of Council);

(iii) (insert name of Club);

(iv) (insert as many names of staff etc as desired)
Application
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	Goshin Ryu International Karate Association

*NEW/*RENEWAL (*delete one)                Membership No. …….…………
	Dr Richard Bradford

Xxxx St

Manly, NSW xxxx

Phone: 02 9977 0814

Mobile: 0418 410 396


APPLICATION AND AGREEMENT FOR REGISTRATION AS TRAINEE

Students Name: ………………………………………………….  Date of Birth:      /      /

I  ………………………………………………..  aged over 18



(Parent)

Address:  …………………………………………………………..… State: ……….. Postcode:  ………

Phone:  …………………………………..

Wish to enrol myself / son / daughter with the International Karate Associates (hereinafter called “IKA”) for a course in karate training and I apply for registration for myself / son / daughter as a trainee with IKA and enclose an application fee of $  ……………  herewith in consideration of the IKA to the best of the ability of its authorised instructors. Training and instructing myself / son / daughter in the art of Karate I hereby agree to as follows:

1. To guarantee myself / son / daughter to abide with the conditions of training set down from time to time by IKA and in particular but without limiting the foregoing I hereby acknowledge:

a. Karate students should develop good manners and show respect for their elders and instructors.

b. Persons who use Karate to bully or in brawls or do not conduct themselves properly in public will will be expelled without prior notice from IKA.

c. All persons who join the training sessions must be members of IKA before commencement of training.

d. Persons found to have a criminal record or to be of bad character will not be permitted to continue training with IKA.

e. IKA shall set a training session fee which IKA may vary from time to time and that such training fee shall be payable by trainees before commencement of each training session which such trainees attend.

2. That I enrol myself / son / daughter to join and train with IKA at my own risk and that IKA, its servants, agents, instructors and other trainees will not acctpe any responsibility whatsoever for accidental death, personal injury or loss or damage to property which may arise directly or indirectly from Karate before, during or after training or competition with or for IKA and I hereby indemnify and save harmless the said IKA (including IKA in its capacity as owner, occupant or lessee of any training premises), its servants, agents, instructors and other trainees against and from all or any actions, suits or claims and demands whatsoever which I / my son / daughter may for these presents otherwise have had.

Signed, sealed and delivered the  …………………  day of  …………………..  20 …..




Signed by the Applicant in the presence of witness

X ……………………………………………….

X ………………………………………….



Signature of Applicant





Signature of Witness


Signed by parent (If applicant under 18)  X ………………………………

I the said ………………………… hereby acknowledge communication of IKA’s acceptance of my within application.

Dated the  …………………………  day of  ………………..……………..  20 …….
X ……………………………………………….

X ………………………………………….



Signature of Witness





Signature of Applicant or Parent
Source of Enquiry:  ………………………………………….   
Occupation: …………………………….....

Previous Clubs: ……………………………………………...

Club: ………………………………..…….    Paid $ .........................  
Instructor’s Initials: …………….
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	MEDICAL-IN-CONFIDENCE

MEDICAL DECLARATION


Name: _____________________________________________________________________

Address:____________________________________________________________________

State: _____________________________________ Postcode:__________________

Phone: Home:(____) _________________________ Work: (____) ____________________

In Case of Emergency Please Contact:

Name: _____________________________________________________________________

Address:____________________________________________________________________

State: _____________________________________ Postcode:___________________

Phone: Home:(____) _______________________ Work:(____) _______________________

Do you have any of the following conditions?

	a. Diabetes mellitus (either using tablet or insulin control) 
	Yes / No

	b. Epilepsy (especially on tablet control) 
	Yes / No

	c. Peptic ulceration (Stomach or Duodenal Ulcer) 
	Yes / No

	d. Motion Sickness 
	Yes / No

	e. Asthma 
	Yes / No

	f. Any other condition requiring medications/tablets 
	Yes / No

	g. If female are you pregnant 
	Yes / No

	h Any food allergies 
	Yes / No


Please give brief details for any conditions identified above, including any medications used:

___________________________________________________________________________

___________________________________________________________________________

Do you have any other symptoms or medical condition that may affect you during exercise or give you cause for concern, or for which you are currently under the care of a medical practitioner? If so, please specify:

___________________________________________________________________________

___________________________________________________________________________

Signature: ___________________________________ Date:________ / ________ / _______
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	DOJO SAFETY CHECKLIST


LOCATION:
​​








CHECKING OUT YOUR DOJO 
An important part of running your dojo is to ensure the health and safety of your students and other people, such as family, visitors or trades people who visit your dojo. 

To ensure you fulfill your obligation for a safe dojo, you need to become aware of what can cause harm and then take action to ensure no one is at risk while they are in your dojo. This checklist should be completed when first setting up a new dojo for classes, and periodically reviewed as required by the area head instructor.
The checklists in this kit are designed to help you identify the safety risks in your dojo and suggest how to make your dojo safer. Not all the checklists or questions may be relevant to your dojo, therefore, just answer the questions that relate to safety issues in your own dojo. 
Once completed, please give the checklist to your area head instructor for any necessary action.
Adapted from WorkCover Small Business Workplace Safety Checklist, July 2003 
SLIPS, TRIPS, BUMPS AND FALLS

	Date checklist completed: _____/_____/_____ 
	
	

	Name(s) of person(s) who completed checklist: 
	
	

	
	YES
	NO

	Floors 

Are floor surfaces free of water, ice, oil or other fluids? ■ 

Are floor surfaces even? (e.g. no loose tiles or torn carpet that is torn or has ridges or holes) 
Are ramps designed to prevent slips and falls? ■ 
	
	

	Room

Are walls free of protruding objects, sharp or rough surfaces?

Are the rooms free of additional hard columns or other obstacles?

Is the room free of glass panels etc ?

Is all glass panelling intact?
	
	

	Housekeeping 

Are walkways and doorways clear of boxes, extension cords and litter? 

Are spills cleaned up immediately? 
Is equipment available to clean spills etc?
	
	

	Stairs

Are stairways kept clear of boxes, equipment and other obstructions? 

Is the tread on stairs adequate to minimise slipping? 

Is the foot-space on each stair adequate? 

Are handrails adequate?  
	
	

	Lighting 

Are dojo areas, walkways and stairs well lit? 

Are restroom areas well lit? ■ 
	
	


ELECTRICAL


	Date checklist completed: _____/_____/_____ 
	
	

	Name(s) of person(s) who completed checklist: Initial: 
	
	

	
	YES
	NO

	Electrical switchboards and equipment

Are switchboards, electrical equipment in a safe condition? ■ 

Is portable electrical equipment protected by safety switches? (This safety measure is mandatory for construction work.) ■ 
	
	

	Power points, light fittings and switches 

Are all power points, light fittings and switches in a safe place and free of obvious defects? (Check if they are mounted securely, there are no loose covers or wires, broken or damaged fittings, or signs of overheating)
Are main and isolating switches clearly labeled and accessible? 
	
	

	Power tools, flexible leads and power boards 

Are power tools, extension leads and power boards maintained in a safe operating condition? (Check for damaged insulation, water leaks, burn marks, bent or loose pins and fittings) 
Are extension leads and power boards located in a safe position to prevent mechanical or other damage? ■ 
	
	

	Inspection and maintenance of all electrical equipment 

Are the electrical fittings and electrical equipment, including portable power tools, regularly inspected and maintained?  ■ 
	
	


CHEMICALS

	Date checklist completed: _____/_____/_____ 

	
	

	Name(s) of person(s) who completed checklist: Initial: 
	
	

	
	YES
	NO

	Are chemicals used in the dojo? (If No, don’t complete this section)
	
	

	List below all the chemicals (by product name) that are used in your dojo: 
	
	

	Product name: Product name: 
	
	

	Product name: Product name: 
	
	

	Product name: Product name: 
	
	

	Fill out the following for each chemical listed above. What is the chemical used for? Who uses it? 
	
	

	Is the chemical clearly labeled? ■ 
	
	

	Is an Material Safety Data Sheet for hazardous substances needed for this product? (Check with your supplier if uncertain) ■ 
	
	

	Does the dojo have the Material Safety Data Sheet for these chemicals?  
	
	

	Are the Material Safety Data Sheets recorded in a Hazardous Substances Register? 
	
	

	Does everyone know about the Material Safety Data Sheets and have access to them? 
	
	

	Is anyone: 

(a) Consulted about using the product? ■ 

(b) Aware of any harmful effects? ■ 

(c) Provided with the correct safety equipment? ■ 

(d) Trained in storage, use, disposal and emergency procedures? ■ 
	
	

	Does the dojo have appropriate first aid to deal with splashes or other incidents? ■ 
	
	


MANUAL HANDLING 


	Date checklist completed: _____/_____/_____ 
	
	

	Name(s) of person(s) who completed checklist: 
	
	

	
	YES
	NO

	Tasks 
	
	

	Can all materials and equipment be lifted and carried easily? ■ 
	■ 
	

	Are mechanical aids such as trolleys, trolley jacks or hoists used? ■ 
	■ 
	

	Is everyone trained in manual handling techniques and the use of mechanical aids? ■ 
	■ 
	

	Equipment 
	
	

	Are work benches at a comfortable height? ■ 
	■ 
	

	Are storage shelves organised to minimise bending and stretching? ■ 
	■ 
	

	Organisation 
	
	

	Is rotation of tasks used to avoid repetitive work? 
	■ 
	

	Are tasks planned to reduce periods of high and low demand? ■ 
	■ 
	

	Are there sufficient rest breaks? ■ 
	■ 
	

	Area 
	
	

	Is space used adequate to enable ease of movement? 
	■ 
	

	Are items that are regularly used within easy reach? ■ 
	■ 
	

	Is there sufficient area around machines or equipment to enable access for maintenance and repair?
	
	


List Details of Hazards Identified


Incident, Injury and First aid register

** Use First aid register for major injury below if a doctor or ambulance is required
	Date / time of incident/ injury
	Name of person involved
	Name of Instructor(s) present
	Description of incident/injury

(include body fluids or broken bones)
	Major Injury

 **
	Details of any outcomes or assistance given 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


First aid register for major injury

	Name of Person Receiving Treatment:  ______________________________________________________
Age:  __________________
Male/Female:  __________________
Name of instructor(s) in attendance ________________________________________________________

Club/region:  ________________________________________________________________________

Relative / guardian contacted?  Yes / No     Time:  _________________
Exact Location of Incident  (eg. Mat area, foyer):  ______________________________________________

___________________________________________________________________________________




	Particular of First Aid:

Date:  _________________________________
Time:
________________
Activity Undertaken at Time of Injury /Cause of Injury:  _____________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Description of Injury:  _________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Treatment:  _________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Referral for Further Treatment:  Yes / No:  ________________________________________________




Name  of 1st Aider:
_______________________
Signed:
______________________________



Date:
______________________________



Site:
______________________________
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