
 
 

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. 

• Instructor teaching what they have 
always done.  

 
 
 

Participants   

  
 
 

Instructors must hold, at a minimum, the GB Archery Instructor Award.  

 
Instructors to deliver a minimum of 4 archery sessions a year. If the 
instructors have not delivered a session within 3 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.  

Inexperienced Instructor  
 

Everyone Newly qualified instructor to be monitored by a suitably experienced 
instructor for a minimum of 2 session to check that their methods and 
performance comply with the operating procedures.   

Risk Assessment & Standard Operating Procedures 

 

Event/activity: Archery Date: 4th April 2026 

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

Risk assessment completed by: Alethea Bumpstead, Centre Manager Risk assessment review date: 28th February 2027 

Risk assessment approved by: Emma Steel  

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


Poor/Inadequate supervision of participants 
by instructor/supervising Adults  

• Participants walking into areas of the 
range that they should not be in 

• Participants messing around due to 
boredom, while awaiting their turn, 
resulting in injury 

 
 

Everyone Consideration may need to be taken into account that less experienced 
instructors may only be able to manage smaller numbers of participants 
than an experienced instructor.  
 
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. A trolley is available in the 
equipment store for the moving of equipment.  

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 and footwear of group on arrival. Shoes need to 
be secured and checked they are on correctly. Instructors to advise to 
remove all loose jewellery, badges, neckers, etc. Plus, any other risks such as 
turning peaked caps backwards, doing coats up and any other loose 
clothing to be removed or tucked in (e.g. hoody tassels). 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 

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

• Unauthorised crossing of the waiting line 
  

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 the range at the start of the session and to 
cease the session for the whole group or individual if behaviour 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 or running on the range 

• turning round and/or facing others 
with bow/arrow drawn 

• running into an arrow 

All – injury Instructor to explain the rules of the range and give a demonstration at the 
start of the session, clarifying range rules and how to stand and to limit the 
number of people on the line (maximum of 6 on the shooting line at once) 
and to remind the participant/s of the behaviour or action if what they are 
doing is deemed to be posing a hazard to the activity. 

Instructor to explain that while on a range everyone is only to walk.  
 
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. 

Activity Equipment 

Unauthorised access to the range 

 
 

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

When range is in use restrict access by having warning sign in place as you 
enter the activity field on Bubbs Hill. 

Ensure equipment is locked away when not in use. When instructors take 
breaks they are to take the arrows with them. 

Incorrect set up of range and its location. All – injury due to being 
hit by an arrow 

Instructor to be aware of other activities taking place. 

Before all sessions instructors to visually check the range and to ensure the 
shooting line (10meters from bosses) and waiting line (4.5 meters from 
shooting line) are visible. 
  
Operational inspections undertaken at least every 3 months by an 
appointed competent person.  
 
Interim inspections conducted following evidence of vandalism, damage, 
incident etc.  
 



Misfire (arrow falling/landing close to firing 
line) 

Participants – injury 
when crossing shooting 
line to retrieve arrow. 

Group briefed to leave arrow where it is until all participants have been told to 
collect arrows. 

Correct arrow length to be used. 

Incorrect removal of arrows from boss Participants and 
instructor - injury 

Instructor to briefed participant on how to retrieve arrows safely. 

Limit collections to those shooting. Some participants may need support from 
the instructor/ group leader to help retrieve their arrows. 

Holding arrows unsafely when walking back All - Injury Instructor to briefed participant on how to retrieve and carry arrows safely. 
Ensuring the tips are faced down and not enclosed within the hand. 

Limit collections to those shooting. Some participants may need support 
from the instructor/ group leader to help retrieve their arrows. 

Equipment PPE 

Equipment Failure 

 

All 
instructor/participants – 
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, 
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. 
(Supplier confirmation pending) 
 
Equipment will be stored in a suitable manner, in line with manufacturers 
information and recommendations. (Supplier confirmation pending) 



Inappropriate equipment 

• Equipment is not suitable for the 
activity 

  

Instructor and 
Participants 

Instructors are only to use the equipment provided by Cowley Adventure for 
use on their range.  

Bow string making contact with forearm Participants - injury Instructors are to brief participants on how to hold bow correctly. 

If a participant is not wearing a long-sleeved top they need to be wearing a 
bracer/arm guard. It is optional for people wearing a long-sleeved top.  

 

Environmental Conditions including Weather 

Extreme weather – Wind 

 

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

Activity not to go ahead if wind conditions are more than Force 5 (20mph) 
on the Beaufort scale. 

A wind meter (anemometer) to be used while standing on the shooting line 
looking up the hill to check the wind speed in both directions. 
  

Extreme weather – Electrical Storms 

 

All – accident, injury 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.    

Wet Grass All – Slip hazard causing 
injury 

Instructor to remind participants to walk 

Cracks & holes in ground All – Trip hazard – 
causing injury 

Instructors to remind everyone to walk and 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. 

                                               



Cowley Adventure 
Standard Operating Procedure 

 
 

Archery – Standard operating procedure 
Location  Bubbs Hill, 

Cowley Adventure HQ & activity centre 
Cowley, 
Gloucestershire, 
GL53 9NJ 
 
SO967139 
 
What3words /// titles.jumbled.cope 

Review Date February 2027 

Must be used in conjunction with the Archery Risk Assessment 

 

Who runs 
the activity 
– Trained 
instructor or 
group 
leader lead 

Cowley Adventure instructor, plus a minimum of 1 group leader who is responsible for 
the supervise their group throughout the session. 

Training & 
Assessment 
Process 

Instructors must have a minimum of a GB Archery Instructor qualification, completed a 
site-specific training. 

In addition, all Instructors have: 

• A current and in date first aid qualification. To a minimum of Girlguiding’s 1st 
response course. 

• A current and in date safe space training (safeguarding) levels 1-3. 
• A current DBS within the last 3 years 

Maximum 
Ratio 

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

Equipment • Bows & arrows 
• Box with bracers, finger guards & stringer 
• Stringer 
• Ground Quivers 
• Wooden ‘no entry’ sign 
• Target sheets (pins are in the bosses) 
• Instructor pack, which contains First aid kit, checklists, anemometer, etc 
• Communication equipment – fully charged mobile phone with centre managers 

contact number (07386 890 765) 
  



Cowley Adventure 
Standard Operating Procedure 

 

Participant 
clothing  

• Clothing: weather & environment appropriate; ideally long trousers and long 
sleeves. 

• Shoes – no open toed sandals, wellies, or similar. Shoes need to be secured and 
checked they are on correctly at the beginning of the session for safety and 
comfort. 

• Large earrings to be removed. 
• No neckers, lanyards or badges.  
• Hair: long hair tied back. 
• Peaked caps to be removed or turned backwards 
• Coats, jackets or similar to be done up and any tied or tassles around the neckline 

or face to be tucked away. 

 

Weather • Cowley Adventure will check weather forecast prior to activity and 
observe conditions throughout the day. If necessary, will stop session 
as per booking T&C’s. 

• 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.    

• Ensure participants have suitable and adequate clothing on for the 
weather as well as sun protection and access to fluids. 

Activity safe 
times 

• All year activity  
• During daylight hours 

Session Length • 90 minutes 

 
Risk 
Assessment 
 
 

• A written risk assessment (RA) is available and reviewed by Cowley Adventure 
management team on an annual basis, or sooner if there has been an 
operational/ structural (physical)/ personnel change and/or incident.  

• Cowley Adventure Instructors are expected to be 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 

 
Maximum wind speed is Force 5 on the Beaufort scale (20mph).  

Checked using the anemometer by standing at the shooting line and looking up Bubbs Hill. 
 

Minimum age of 7 years. 
 

 

On arrival (instructors) 

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



Cowley Adventure 
Standard Operating Procedure 

 

• Collect & check equipment from Bubbs Hill store – as listed above and take to the archery range 
which is on the right-hand side of Bubbs Hill as you look up the hill.  

• When checking the equipment in the store 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 Bubbs store along 
with a note. The item can then be checked by competent person. 
 

Set up (including equipment) 

• Put the ‘no entry – archery session in progress’ sign up, below the archery range as you walk 
towards it.  

• Carry out a visual check of all aspects of the range, ensuring it is in good condition and the range 
has not been vandalised or damaged. Prompts of what to check are on the session checklist 
which is in the instructor pack. See appendix A 

• If necessary, respray shooting line (10meters 
from the bosses) and waiting line (4.5 meters 
from the shooting line. 

• Pin target sheets to the bosses 
• Set out bows and arrows for participants.  

 

Session management: 

When the group arrive  
• Ask the group leader if there are 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 



Cowley Adventure 
Standard Operating Procedure 

 

 
Briefing of Activity  

• Explain how the session will be organised, then 
brief the participants on 

• Give a brief description of the activity along with 
the range rules. See photo taken from Archery GB 
Instructor Handbook  

• Participant are only allowed across the waiting 
line when invited by an instructor.  

• Participants must stay in the designated waiting 
area.  

• Ensure all participants are wearing closed toe 
shoes, suitable clothing, all long hair is tied back, 
loose earrings and any neckers removed, peaked 
caps removed or turned backwards, coats, 
jackets, etc are done up. 
 
 
 
 
 

• Instructor Demonstration & Explanation 
o Verbally explain and physically demonstrate the process of shooting an arrow. 
o Use clear, simple language and check participant understanding before moving on. 
o Ensure all participants can see and hear the demonstration. 

 
• Topics to Cover 

o Terminology: Explain the terms used for arrows and other relevant equipment. 
o Stance: Demonstrate and have participants practise the correct shooting stance. 
o Equipment Handling: Show correct methods for holding the bow and inserting the arrow. 
o Aiming & Shooting: Demonstrate how to aim and release the arrow safely. 
o Arrow Retrieval: Show how to remove arrows from the target safely and return them to 

the quiver. 

• Reference Material 
o Follow guidance and diagrams from the Archery GB Instructor Handbook Archery GB 

Instructor Handbook covers for session structure and safety protocols. 
• Participant Understanding Check 

o Ask participants to repeat key steps and demonstrate technique. 
o Correct any unsafe or incorrect actions immediately. 

 
• After demonstrating and confirming participants’ understanding, proceed with the session. 
• The instructor must ensure all participants follow the shooting procedures at all times. 
• Group leaders should supervise non-shooting participants, ensuring they do not distract the 

shooters. 

https://archerygb.org/files/archery-gb-instructor-handbook-141022145200.pdf
https://archerygb.org/files/archery-gb-instructor-handbook-141022145200.pdf


Cowley Adventure 
Standard Operating Procedure 

 

End of activity feedback, reflection and closure 

• A review of the activity should be built into the session.. 
• Any missing arrows need to be looked for thoroughly and if still unaccounted for report 

to the centre manager. 
• Return all the equipment to the Bubbs store.  
• Any quarantined items to be recorded in the log and put in the quarantined bin in the 

store 
• Check lists to be handed in at the office prior to signing out for departure. 

Emergency procedure 

• Stop the activity and assess the situation fully before commencing an emergency 
procedure.  

• Remain calm & ensure other participants are being supervised. If necessary, remove 
from the area. 

• If necessary, if medical assistance or emergency services are required call the Cowley 
Adventure mobile so the Centre Manager or person covering can come and support 
and if necessary take over, so the instructor can focus on the session and the group. 

• If a casualty, identify a point of safety to move them to if necessary and safe to do so. 
• Make sure all involved are aware of the procedure to be carried out and their role. 
• Carry out relevant procedure for the type of emergency or rescue. 
• Carry out the procedure in a steady, controlled and calm manner. 
• Make sure communication is maintained at all times by all parties in a clear and 

concise way. 
• If a casualty, monitor their condition at all times and act appropriately. 
• Any incidents/near misses must be reported to the centre manager by adding a note 

to the bottom of the session checklist. 
 

 

  



Cowley Adventure 
Standard Operating Procedure 

 
Appendix A – Check sheet 

Session Log – Instructor Checklist 
Archery 

 
Instructor Name/s 

  
 

Group 
Date of Session 
 

 Time of Session  

Unit/Group  Section / Age of 
Group 

 

Number of 
Participants 

   

 

Weather Conditions (including wind) 
 
 

 

 

Visual Check of stores/equipment/course 
Bows & Strings 
 

 Bosses in position 
and secure 

 

Arrows 
 

 Targets in position  

Leatherwork 
Checked (braces, 
etc) 

 Visual check of area, 
including the length 
of the grass 

 

Bench in a suitable 
position/location 

 No Entry Sign In 
place & Visible 

 

 

Any Incidents/Notes/Comments 
 
 
 
 

 

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

 
 


