Risk Assessment & Standard Operating Procedures

& &S Girlguiding
COWLLEY Gloucestershire county

ADVENTURE

Event/activity: Fencing

Date: 26" February 2026

Maximum Ratio: 1:12 (1 instructor to maximum of 12 participants plus a minimum of 1 supporting adult who is to be provided from the visiting group.

Risk assessment completed by: Alethea Bumpstead, Centre Manager

Risk assessment review date: 28" February 2027

Risk assessment approved by: Emma Steel, county commissioner

Hazards
What could cause harm or damage?

Who or what is at risk
(and how?)?

Controls
How have you reduced the risk?

This risk assessment should be read in conjunction with our general visits risk assessment, which can be found on our website. Safety — COWLEY

ADVENTURE

Staff — Including Employees & Volunteers

Instructor Competency and Ongoing
Competency
¢ Instructor not understanding what
they are doing, allowing poor
practice to develop, leading to
injury to the participants.
e Instructor not being up-to-date
and current with their delivery

Participants

Instructors must hold, at a minimum, the British Fencing Core Coach
Award.

Instructors to deliver a minimum of 2 Fencing sessions a year. If the
instructors have not delivered a session within 6 months, they are to
dual instruct within another instructor.

Periodic observations by Centre Manager will be carried out when
instructors are delivering sessions to ensure adherence to
operational procedures.



https://www.cowleyadventure.co.uk/safety.html
https://www.cowleyadventure.co.uk/safety.html

Poor/Inadequate supervision of
participants by instructor/supervising
Adults
e Participants walking into areas of
the course that they should not be
in
e Participants messing around due
to boredom, resulting in injury

Everyone

For participants who do not to do the activity, instructors need to
consider where is a safe space for those participants to stand/sit or
what other task they could do during the session so they are still
included and not distracted or distracting others.

Instructor to ensure they have clearly explained the rules and safe
zones, plus No Helmet = No Sword

Groups need to provide a suitable adult to supervise their group
during the session. If the adult is not carrying out this role suitably, the
activity will be stopped.

Lifting and moving of heavy equipment

Instructors &
Participants

Ensure safe lifting and moving practices are used.

Ask for additional help if required.

Participants

Clothing, footwear, hair and jewellery

Participants

Information sheet sent to group leaders prior to arrival. Group leaders
to ensure group are appropriately dressed prior to attending activity.

Instructors to check clothing (long sleeved tops and
trousers/leggings) and footwear of group on arrival. Shoes need to be
trainers and done up correctly. Instructors to advise to remove all
loose jewellery, badges, neckers, etc.

Instructors to advise to tying hair up. Spare Hairbands in instructor
packs if needed.

Chewing gum or other food whilst on the
activity

Participants — choking

Instructors to tell participants not to chew gum or eat whilst on
activity.

Group leaders to ensure group are not eating when carrying out the
activity.

Information sheet sent to group leaders




Inappropriate behaviour

e Poor management or disruptive
behaviour could distract instructor
from their main responsibility of
managing Participants.

All = injury,
safeguarding,
distraction.

Groups are to adhere to the adult/child ratios of their organisation.
Instructors are not included in these ratios.

Group leader to inform instructor of any other issues including special
educational needs and disability.

Instructor to explain the rules of fencing and the activity at the start of
the session and to cease the session for the whole group or an
individual if behaviours is deemed to be posing a hazard to the
activity.

Groups must provide at least one adult to supervise their group
throughout the session.

Additional adult supervision should be provided by the group if there
are known concerns.

Group leaders are expected to support the instructor if they feel any
individual poses a risk to the group.

Medical or
educational needs

Participants -
accident, injury,
further worsening of
current condition

Known relevant medical conditions to be communicated to the
instructors, by a request when booking details are sent out prior to
activity and by instructor asking at the beginning of the session.

Instructor to assess participants before allowing access to activity
and consider additional measures to ensure activity is inclusive.

All instructors are qualified first aiders and have a first aid kit with
them.

Specific advice to be sourced if & when required.




Participant not paying attention to what
they are doing

Everyone — injury

Instructor to explain the rules of fencing and the safe zones, as well as
giving a demonstration of each part of the activity along with
clarifying the for rules that activity.

Instructors to remind the participant/s of the behaviour or action if
what they are doing is deemed to be posing a hazard during the
activity.

Instructor to explain that No Helmet = No Sword

Instructor to explain that the HALT command means everyone is to
stop what they are doing.

Groups must provide at least one adult to supervise their group
throughout the session.

Additional adult supervision should be provided by the group if there
are known concerns.

Group leaders are expected to support the instructor if they feel any
individual poses a risk to the group.

Heat exhaustion
dehydration, sickness,
dizziness

Participants and
instructors

Instructor to ensure breaks are in place and if necessary water is
available during the activity.

Consider needs to be taken into account for the location of the activity
in warm\ hot weather and use if indoor venues.

Instructors and leaders must be vigilant especially in hot and warm
weather.

Lack of warm up

Participants &
Instructors - injury
(e.g., muscle strain)

Each session includes a warm up activity, which the instructor will
incorporate at the beginning of the session.




Participant collides with other
participants or spectators

Everyone - injury

All Fencing takes place within a defined space, with the safety area for
non-participants. If outdoors the space needs to be marked out with
cones or ropes.

Participants to be spaced out to minimise contact during rounds.

Activity Equipment

Equipment being used without
supervision

Those not meant to
be there or
participants —
accident, injury

All equipment is stored and locked away in the county office when
not in use.

If equipment is out between sessions. Instructors are to lock the
building between sessions or to supervise and keep an eye in the kit if
outdoors.

Incorrect techniques used

Participants- injury
(bruising, grazes)

Rules, safety and techniques explained at start of the session. Correct
safety equipment worn by participants. Bibs are to be issued and worn
by all participants and instructors.

All equipment is stored and locked away in the county office when
not in use.

Misuse of
Equipment

Participants &
Instructors - Bruises,
abrasions and

cuts

Participants to be briefed on safe practise for carrying and using the
foils. Safety equipment is to be worn and safety brief is given by the
instructor at the beginning of the session.

Equipment to be left in a secure place

Foils - Plastic striking chest

Participants and
Instructor - chest
injuries

At Cowley Adventure all participants and instructors are to wear chest
protection bibs, which will be issued by the instructor.




Foils- plastic, injury due to being struck
with the foil all participants

Participants &
Instructors - Bruises,
abrasions, cuts and
welts

Information sheet sent to group leaders prior to arrival. Group leaders
to ensure group are appropriately dressed prior to attending activity.

Instructors to check clothing (long sleeved tops and
trousers/leggings) and footwear of group on arrival. Shoes need to be
trainers and done up correctly. Instructors to advise to remove all
loose jewellery, badges, neckers, etc.

Instructors to advise to tying hair up. Spare Hairbands in instructor
packs if needed.

Instructors to issue relevant PPE, helmets & bibs.

Instructors are first aid trained and have first aid kits to hand.

Equipment PPE

Equipment Failure

All
instructor/participant
s — injury

Equipment supplied will be purchased from a reputable supplier.
Instructors to carry out pre-use checks of equipment.

Site Manager (or in event of a site manager not being appointed, the
trustees are to delegate a named responsible person) is responsible
for ensuring thorough 6 monthly equipment checks are performed by
a competent person and recorded.

When checking the equipment if an instructors feel that anything is
faulty (i.e., rubber tips missing on from the end of the swords), they are
to recorded it on the session checklist and put in the quarantine bin
along with a note. The item can then be checked by a competent
person. Retired or damaged equipment will be disposed of in a suitable
manner

Maintenance of equipment will be in line with manufacturers
information.




Inappropriate equipment

e Equipment is not suitable for the
activity

Instructor and
Participants

Instructors are only to use the equipment provided by Cowley
Adventure for the activity.

Confined spaces due to enclosed
helmets

Participants —
claustrophobia

Instructor to factor in breaks during the session allowing helmets to be
removed.

Session can be adapted to not use swords and helmets, i.e., using foam
swords or doing bean bag or other relevant activities.

PPE Equipment incorrectly
fitted

Participants
Instructors -
abrasions and
cuts
participants

&
bruises,

All participants and instructors to wear full protective clothing
including long trousers and long-sleeved tops.

Instructor to check helmets and bibs are worn correctly during the
session.

Environmental Conditions including Weather

Extreme weather — Electrical Storms

(When running a session outdoors)

All — accident, i

njury

Instructors to check weather forecast prior to activity and observe
conditions throughout. If necessary, stop session.

Activity not to go ahead during electrical storms by use the 30/30 rule
if an electrical storm happens. Meaning, if the flash to bang is 30
seconds in length or less the activity is to be cancelled and activities
are not to take place until 30 minutes have passed since the last clap
of thunder.

Cracks & holes in ground

(When running a session outdoors)

All — Trip hazard -

causing injury

Instructors to remind everyone to pay attention to the ground due to
cracks and holes. Especially rabbit holes or if the ground conditions
are very dry and have caused cracks.




Slips, trips and falls

All - Slip i.e,, trip
hazard causing injury

Instructor to ensure the area designated for the activity is free from
obstacles. Rules and safety explained at start of the session.

Instructor to Ensure the group is wearing appropriate footwear, laces
are tied up at the start of each session and part of the safety brief.

Objectsin
the activity
area

All = Injury - Injuries
from collisions

with objects causing
bruises, cuts,
abrasions,

sprains from falling
over.

Instructor to ensure the area designated for the activity is free from
obstacles.

Any equipment not in use is to be removed from the activity area.




Fencing — Standard operating procedure

Location

Cowley Adventure
Cowley,
Gloucestershire,
GL53 9NJ

SO967139

What3words /// [[/wisely.donates.dissolves

Review Date

February 2026

Must be used in conjunction with the Fencing Risk Assessment

Who runs | Cowley Adventure instructor, plus a minimum of 1 group leader.
the activity . .
—  Trained o Tr.al'ned Cowley Adventure I.nstructor' t'o' run the session . .
instructor or ¢ Minimum of one odglt provided by visiting group to supervise their group
throughout the session.
group
leader lead
Staff Instructors must have a minimum of a British Fencing Core Coach qualification and
Training & | completed a site-specific training.
Assessment ”
In addition, all Instructors have:
Process
¢ Acurrent and in date first aid qualification. To a minimum of Girlguiding’s 1
response course.
e Acurrent and in date safe space training (safeguarding).
e A current DBS within the last 3 years
Maximum 112 (1 instructor to 12 participants plus a minimum of 1 supporting adult who is to be
Ratio provided from the visiting group).
Equipment e Fencing Kit Bags
o Swords
o Chest Protection Bibs
o Masks
o Antibacterial disinfectant spray
e Instructor pack, which contains First aid kit, checklists, etc
¢ Communication equipment — fully charged mobile phone with centre managers
contact number (07386 890 765)
Participant ¢ Clothing: long trousers and long sleeves.
clothing e Shoes - Trainers and they need to be done up correctly at the beginning of the

session for safety and comfort.
e Large earrings to be removed.
e No neckers, lanyards or badges.
¢ Hair: long hair tied back.




Weather This section only applies if running the session outdoors

¢ Instructors to check weather forecast prior to activity and observe conditions
throughout. If necessary, change plans or stop session.

e Use the 30/30 rule if an electrical storm happens - If the flash to bang is 30
seconds in length or less the activity is to be cancelled and activities are not
to take place until 30 minutes have passed since the last clap of thunder.

e Ensure participants have suitable and adequate clothing on for both the
weather and partaking in fencing.

Activity safe e Allyear activity

times

e Indoors — Anytime
e Outdoors — during daylight hours

Session Length ¢ 60 minutes

Risk

e Awritten risk assessment (RA) is available and reviewed by Cowley Adventure

Assessment management team on an annual basis, or sooner if there has been an

operational/ structural (physical)/ personnel change and/or incident.

e Cowley Adventure Instructors are expected to proactive with their real-time
risk management and stop the activity if additional risks not identified in the
risk assessment present themselves.

Limitations and restrictions

Minimum age of 7 years.
Participants must be wearing long sleeve tops that cover the waist and long trouser.

No Mask = No Sword and not in arena (salle)

On arrival (instructors)

Instructors to sign in at Cowley Adventure centre office and collect the instructor pack.

Collect & check equipment from the county office — as listed above and take to the location
where the fencing session is taking place.

When checking the equipment if an instructors feel that any equipment is faulty, they are to
recorded it on the session checklist and put in the quarantine bin in the main site office along
with a note. The item can then be checked by competent person.

Set up (including equipment)

Carry out a visual check of all aspects of the area where the fencing sessions is taking place.
Ensuring it is in good condition and no slip, trip or fall hazards.

If necessary, set up an outline using cones ropes so others do not walk into the activity area
The instructor is then to set out the equipment for participants that they will be using during the
session.

Session management:

When the group arrive




e Ask the group leader if any additional support is needed for the group or any individuals. This
may include medical needs that haven't been disclosed.
¢ Introduce yourself to the whole group

Briefing and running of activity
e Explain how the session will be organised, then brief the participants on the activity and what to
expect.
e Ensure all participants are wearing trainers, suitable clothing, all long hair is tied back, loose
earrings, jewellery and any neckers removed, etc
e Give a brief description of the activity along with the range rules.
e Participant are only allowed swords when wearing a mask
e A suggested session plan from the British Fencing Core Coach Programme is
Safety brief
A gentle warm up and stretch
Stances, steps, thrusts & lunge (could include a game which uses footwork)
Instructor to brief the group with how to put on their bibs and masks
Free play (sparring/fencing)
Salute at the end
Remember to incorporate breaks

O O O O O O O

e Participant Understanding Check
o Ask participants to repeat key steps and demonstrate technique.
o Correct any unsafe or incorrect actions immediately.
e Reference Material
o Further guidance and support can be found for British Fencing Core Coaches from
https://learningzone.britishfencing.com/ or https://www.britishfencing.oom/explore—
fencing-app/

End of activity feedback, reflection and closure

e Areview of the activity should be built into the session.

e Spray all used equipment with antibacterial disinfectant spray.

e Return all the equipment to the county office

e Any quarantined items to be recorded in the log and put in the quarantined bin in the main office
¢ Checklists to be handed in at the office prior to signing out for departure.

Emergency procedure

e Stop the activity immediately and thoroughly assess the situation before initiating any
emergency procedure.

e Remain calm and ensure that all participants are supervised and safe. If necessary,
remove individuals from the area to prevent further risk.

e If emergency or medical assistance is required, dial 999 first. Then contact the Cowley
Adventure mobile to inform the Centre Manager (or the designated person on duty).
This ensures additional support can be provided, and allows the instructor and group
leader to concentrate on managing the group and the situation.

e If a casualty is present, identify a safe location to move them to - only if it is safe and
appropriate to do so.

e Ensure all staff and participants understand the procedure being followed and their
individual roles within it.



https://learningzone.britishfencing.com/

Implement the relevant emergency or rescue procedure for the situation in a steady,
controlled, and calm manner.

Maintain clear, consistent, and concise communication between everyone involved.
Monitor the casualty’s condition continuously, taking appropriate action as their
condition changes.

Keep a detailed record of the incident, including times, actions taken, communications
made, and names of those involved.

Following any serious event, ensure that follow-up support is offered to all staff,
participants, and witnesses as needed. This may include debrief sessions, welfare
checks, or access to professional support services.

All incidents and near misses must be reported promptly to the Centre Manager for
review and follow-up action.

In addition, for instructor led activities, the Girlguiding reporting processes also need to be
followed.




Appendix A — Check sheet

Session Log = Instructor Checklist

Fencing
Instructor Name/s
Group
Date of Session Time of Session
Unit/Group Section [ Age of
Group
Number of State if indoor or
Participants outdoor session
Weather Conditions (if outdoors)
Visual Check of stores/equipment/course
Activity Area Bibs
Masks Swords

Any Incidents/Notes/Comments

Instructor Signature

Please return completed form & return along with the instructor pack to the main office



