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Note: In some parts of the UK, Scout Counties are known as Areas or Islands — and in one case it is known as a
Bailiwick. But for ease of reading, this publication simply refers to Counties.

In Scotland, there is no direct equivalent to a County or Area. Instead, Scouting is organised into Districts and
Regions, each with distinct responsibilities. Some County functions are the responsibility of Scottish Regions, while
others lie with Scottish Districts. The focus of responsibility is outlined in Scottish variations of Policy, Organisation &
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Rules.

Introduction

Who is this workbook for?

Safety training is required for roles, as defined in POR Table 2: Appointments and must be renewed every three years.

This workbook may be used to support individuals where, for accessibility reasons, they cannot complete this training
independently using the eLearning here https://www.scouts.org.uk/volunteers/learning-development-and-
awards/ongoing-training-for-all/safety/ or complete the eLearning with someone, such as a line manager, Training
Adviser, Local/County/Area/Region (Scotland) Training Manager.

Objectives

By doing the e-learning you will:
¢ Understand the Safety Policy and your responsibilities for keeping young people and adults in our
movement safe
e Be able to demonstrate how to assess and manage risk
e Understand the role of the leader in charge
e Know what to do in an emergency, and how to report incidents and near misses
e Know where to access safety resources, activity rules and guidance for the safe management of activities

Assessment
When you have completed the learning by reading all sections of this workbook you will need to complete an
assessment of your learning. The assessment is at the end of this document.

To pass and validate this module you’ll need to score 100% on the assessment. But don’t worry, you can re-take it as
many times as you need. When you have finished the assessment you will need to have your answers checked.
Discuss your completed assessment with the person supporting you with this training. They will be able to confirm
that you passed the assessment and record completion of this training on the Scouts Membership System (Compass)
for you.

This training is required to be renewed every three years.


https://www.scouts.org.uk/por/the-appointment-process/#Table%202
https://www.scouts.org.uk/volunteers/learning-development-and-awards/ongoing-training-for-all/safety/
https://www.scouts.org.uk/volunteers/learning-development-and-awards/ongoing-training-for-all/safety/

Lesson 1: Understand the Safety Policy and your responsibilities for
keeping young people and adults in Scouts safe

Scouts delivers everyday adventure skills for life for young people aged 6-25 and volunteers, in the UK and
internationally.

A sense of adventure lies at the heart of our movement and doing things safely is fundamental to everything we do.
Knowing about the Safety Policy is a crucial part of keeping Scouts safe, and there are lots of tools and resources to
support you with this. This training will help you to understand your responsibilities and where to get support. Over
half of all incidents reported to UK headquarters are from activities in or outside the meeting place, not from
adventurous activities. People being used to their surroundings can lead to them not identifying hazards and risks.

Here’s a summary of the responsibilities within the Policy. You can get the full details by reading POR chapter 2.
Everyone involved in the Scouts must, so far as is reasonably practicable (taken from the Health and Safety at Work
Act 1974) and to the extent of their role, ability and understanding:

Risk assess every activity in Scouts

Properly assess the risk of every activity undertaken in the Scouts. This assessment should be suitable for the activity
being undertaken, it must be communicated to all those involved, and it needs to be documented.

Every activity has a leader in charge

The leader in charge makes sure that the activity’s run safely. The leader in charge can change depending on the
activity.

Do things safely

People are provided with clear instructions and information in relation to supervising young people, running activities
and managing buildings

Maintain safe conditions

Make sure where you meet is safe and the equipment you use is stored, used and maintained properly.

Review risk assessments

Don’t leave them on the shelf. Review them to make sure they’'re still relevant and make changes when you need to.
Never be afraid to change or stop an activity if risk increases

As an adult in our movement, you're responsible for making sure we deliver Scouts in as safe a way as possible, so
never be afraid to change or stop an activity. Make sure you explain this to everyone and include the reasons why.
Understand emergency procedures and be able to put them into action

Know what to do in an emergency and make sure others are also aware, including young people.

Report incidents

You have a duty to record and report incidents. Don’t worry, though — there’s a step by step guide in the Purple Card
to help you do this. The Purple Card provides guidance on what to do in an emergency.

There are some handy safety checklists available to help everyone fulfil their roles and responsibilities in keeping
everyone safe. There are three different checklists, each to support a specific role: leaders, managers, and Executive
Committees. You'll have learned more about these roles in Essential Information (module 1).

You can download the Purple Card and safety checklists from the website, order a copy from Scouts Shop or ask your
line manager.


https://www.scouts.org.uk/por/2-key-policies/
https://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/safe-scouting-cards/staying-safe-safety-checklist/staying-safe-leaders/
https://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/safe-scouting-cards/staying-safe-safety-checklist/staying-safe-managers/
https://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/safe-scouting-cards/staying-safe-safety-checklist/staying-safe-executive-committees/
https://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/safe-scouting-cards/staying-safe-safety-checklist/staying-safe-executive-committees/
https://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/safe-scouting-cards/safe-scouting-and-emergency-procedures/

Lesson 2: Be able to demonstrate how to assess and manage risk

Everything we do involves an element of risk, so we have to have plans in place to manage this.

This is called a risk assessment. Don’t worry; we all do risk assessments or safety checks every day, for example, when
we cross the road. We choose an appropriate place to cross, look both ways and make a decision about whether it's
safe to cross.

We know that children learn by doing. Activities encourage the development of young people and they can feel a huge
sense of achievement in completing them. We want to provide EXCITEMENT but not DANGER; ADVENTURE but not
HAZARD.

So how can we help you do a risk assessment?
There are five simple steps. If you've done risk assessments elsewhere, these should look familiar. Let’s look at each of
the steps now:

Step 1
Look for the hazards

A hazard’s anything that could cause harm. It could be cables across the floor, a slippery or uneven surface, or the
weather — these are all unsafe conditions. Unsafe acts could be a hazard as well.

Step 2
Who might be harmed and how?

Young people might not recognise a hazard, especially younger members or those with additional needs. Teenagers
are also more likely to take risks, so we need to be aware of how they perceive risk in order to help keep them safe.
Similarly, younger sections, like Beavers, will require more supervision.

Some people might've simply got used to a hazard being present and how they behave around it, but visitors might
not know that the hazard’s present. Think about that heavy entry door — those who come through it every week know
how it closes but new visitors won't be aware. Think about how this could be kept open; use signs to make people
aware or supervise the entrance.

Adults are often very good at identifying hazards which might hurt young people but can sometimes forget to look
after themselves. We also find that adults sometimes do things which they’re not used to, which can result in injury
(perhaps we're not as flexible or strong as we think we arel).

You also need to think about how someone may be harmed. Someone falling from a wall will be injured differently
depending on how high the wall is or what surface they land on — this is the how.

Knowing who may be harmed and how they may be harmed means you can now think about what the risk is. Risk is
the chance of someone being harmed by the hazard. For example, walking along a wall a foot from the ground has
little risk, but walking along a six foot wall with no railings has a high risk of harm.



Step 3
How are the risks controlled?

The next step is working out how to control the risk: this is how we reduce it. When deciding how risks are going to be
controlled, it's useful to work through the following questions, in this order:

Can the hazard be removed entirely?

Is there a less risky option?

What can be done to reduce the risk of people being in contact with the hazard?
What instructions and supervision are needed?

Is protective or safety equipment available to reduce risk?
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When considering these questions, you should also consider what's reasonably practicable. Don’t just simply go for
the quickest or cheapest option but think about what would be deemed reasonable for you to put in place as a control.

Step 4
Record and communicate

Just thinking about a risk assessment isn’t enough. It needs to be written down and shared with the other adults and
young people involved. Documenting it helps you think it through and is easier to review when you next do a similar
activity. It also makes sure that what you’ve decided to do is clear and well communicated.

There are lots of options for this:

Executive Committees must make sure that risk assessments are documented for all premises which they own or
operate. Leaders need to make sure that they have access to these premises’ risk assessments, whether that's your
weekly meeting place or the activity centre you're staying at for the weekend, because they’ll include things which will
help with the development of your activity risk assessments.

You'll have plenty of activities in your programme that you do all the time: it could be the arrival, start, end and
departure of your meeting or the standard way you run cooking or crafts activities with your section. These activities
can be risk assessed and then documented. This document should be reviewed each time you do the activity so that
you can check if it applies that day or whether anything needs to be changed.

There will also be bigger activities or those you do less often. You'll need to make sure a risk assessment is done
before the activity takes place and that it's documented.

Don't just keep this information to yourself; it’s important to tell others about what you’ve done and what
measures are in place to keep activities safe.

We've talked about sharing risk assessments with young people.

Involving young people in keeping activities safe is really important. We know young people learn by doing activities
that teach them #SkillsForLife. Regardless of who's involved, everyone should feel that they can stop an activity if
they feel it's unsafe. For example, an adult could raise their concerns with another adult, or the young people in an
archery session could be taught to shout ‘Stop!’ if they see anyone breaking the rules.

Briefing young people about the risks will help them to stay safe and to learn. With younger members, it can be as
simple as explaining not to run with scissors and why, and how to hold them correctly and safely.

There are lots of ways of recording your risk assessments: we have an online template at
www.scouts.org.uk/riskassessment but you could also try annotating your activity instructions sheet, making notes on
a phone, using an online risk assessment tool or an audio recording would be acceptable if you're not able to record
your risk assessment in writing. It's all about finding something that works for you. Just be sure that you can show
you’ve been through the five steps and have communicated it with others.



http://www.scouts.org.uk/riskassessment

Step 5
Review and revise plans where needed

Documenting your risk assessments isn’t the end of the process; you need to make sure they’re regularly reviewed.
During an activity, things may change — you need to be able to respond and change the activity if needed. This is called
a dynamic risk assessment. For example, you've risk assessed for a walk and it starts to rain. You need to decide if you
continue the walk or you take shelter. This is what we mean by dynamic risk assessment, responding to the changing
situation. This is a vital step in the process, as failure to notice or respond to changes will create or increase risk.

NEVER BE AFRAID TO STOP AN ACTIVITY

Don‘t forget that, as part of your programme planning, you should have alternative activities in reserve just in case you
can’t do what was planned or you need to stop half way through. Make sure this is shared with those involved, so
everyone knows how to respond.

All risk assessments must be reviewed if there’s been a change of circumstances or equipment, or if there’s been an
accident or near miss. A near miss is something which could’ve resulted in injury or damage but didn’t. This is
something we should learn from to make sure that, in the future, we avoid these near misses.

Risk assessments should also be reviewed every 12 months as a minimum to see if anything’s changed and updated
as needed, again making sure any changes are clearly explained to those involved.

So that’s risk assessment — those five simple steps are all there is to it. If you'd like more help with it, support’s
available from your line manager.

1. Look for the hazards

2. Who might be harmed and how?

3. How are the risks controlled?

4. Record and communicate

5. Review and revise plans where needed

1. Look for the
hazards

5. Review and
revise plans
where needed

2. Who might
be harmed and
how?

4. Record and

communicate

3. How are the

risks controlled?




Lesson 3: Understand the role of the leader in charge

All meetings, events or activities must have a leader in charge who oversees the activity, adults and young people.
Their responsibilities include keeping registers and making headcounts, allocating roles to specific adults and checking
they're aware of their specific responsibilities.

This isn’t always the same person, so make sure everyone’s clear on who it is for each activity or event. It shouldn’t be
a chore but simply an important part of keeping everyone safe and having fun.

The leader in charge must make sure that a risk assessment’s in place for the activity they’re responsible for, but they
don’t always have to do the risk assessment themselves. A risk assessment could be done by anyone with a
reasonable ability to recognise some of the risks of the activity. It may be a volunteer or parent with relevant
experience in the activity or just a friend of the Group with some time to give. In older sections, it could be the young
people themselves (for example, Explorers planning an expedition should do their own risk assessment, although the
leader in charge would need to check it — don’t forget, as the leader in charge, you're still responsible for the activity).
Involving more than one person in assessing risk is a good practice. It spreads the workload and helps to spot things
that one person might miss.

Lesson 4: Know what to do in an emergency, how to report incidents
and near misses

We've talked a lot about risk assessing to reduce risk but from time to time, incidents will occur. Knowing what to do
when that happens is really important.

The Purple Card tells you what to do in an emergency and should be kept with you. You should familiarise yourself
with what it says.

In the event of an incident, there are procedures which must be followed. In all situations, deal with the immediate
emergency and then consider the following:

e Who's involved?

e Who do | need to tell?

¢ What information do | need to record?
e What about the rest of the group?

e  What support do we need?

The Purple Card walks you through this, so make sure you have it handy just in case.

- Deal with the immediate situation and alert the appropriate emergency services

- Alert your Commissioner (line manager)

- Alert the emergency contact/s of the individual/s involved

- If you're abroad, alert any agencies required by the insurers

- Forincidents involving air activities or water activities in coastal or deep sea waters, alert the appropriate
government agency

When must an incident be reported to UK headquarters?

Let UK headquarters know via the Information Centre or the online Incident Report form if:
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https://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/safe-scouting-cards/safe-scouting-and-emergency-procedures/
https://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/safe-scouting-cards/safe-scouting-and-emergency-procedures/
https://www.scouts.org.uk/contact-us
https://app.smartsheet.com/b/form/f16aec805bee49cdbc4d12c82b5e7d2b

e Someone suffers a personal injury or illness requiring a doctor, nurse, paramedic, dentist or hospital
e Someone requires an emergency service rescue
e Third party property’s damaged

You'll need to provide basic information about the incident, including information about the injured party, what
happened, where it happened and who's reporting the incident.

If it's a really serious incident then you'll be linked up with the Critical Incident Manager, who'll support you through
the next steps.

Although this may seem daunting, remember that you're not on your own. Work with your leadership team and line
manager, and if in doubt, call UK headquarters for support.

And don’t forget to keep a copy of the purple card handy with you when on Scouting activities!

There’s also a simple online form for basic information on near misses to be passed to UK headquarters:
www.scouts.org.uk/nearmiss

Leaming from incidents

It's also important to learn from incidents when they do happen. Using the ‘Five whys' is a really useful strategy.
Asking ‘Why?’ five times about the incident helps us to get to the root of what's happened.
Let's look at an example of using the ‘Five whys’:

1. Why did Alek get injured during the game in the Scouts meeting place?
- Because he was pushed over by the older Scouts

2. Why did he get pushed over?
Because the Scouts were very boisterous and rough in the game

3. Why were the Scouts so boisterous?
Because no volunteers were supervising them

4. Why was there no supervision?
Because we only ever have two volunteers; one was making coffee and the other was getting the next activity

ready

5. Why was one making coffee?
Because he hadn’t had any training and no one told him he had to supervise activities

The root causes here are lack of training and understanding of leadership roles, and insufficient adult support.

Using the ‘Five whys' is a really useful tool to help us learn from accidents and stop them happening in the future.


http://www.scouts.org.uk/nearmiss

Lesson 5: Know where to access safety resources, activity rules and
guidance for the safe management of activities

We don’t expect everyone to be an expert on everything, so we have lots of reference information for you to use — as
and when you need it. For example:

For guidance on bringing safety into your programme, running safe activities and events, and links to the risk
assessment template and online Incident Report form, visit www.scouts.org.uk/safety.

We have a responsibility to keep Scouts safe for all members.
Potential or perceived risk should never be used as a reason to treat anyone differently. There's lots of information and
support available to help you understand the needs of our members and support their involvement in Scouts.

Activities are an integral part of Scouts and are what makes it so exciting for the young people involved. All activities
must be carried out in line with the Safety Policy and follow the relevant general and specific activity rules set out in
Chapter 9 of POR. The A-Z of activities is designed to link you to all the information you need to run any particular
activity.

If you’re using programme activities from the online programme planning tool, we've included some handy safety
alerts to help inform your planning and risk assessments.

Now take the assessment

Now it’'s time to put your knowledge to the test. You’ll need 100% to pass, but don’t worry, you can always re-take the
assessment if you don’t get it all the first time around.
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http://www.scouts.org.uk/safety
https://www.scouts.org.uk/por/9-activities/
https://members.scouts.org.uk/supportresources/search/?cat=26,407,351

Assessment

Safety Learning Assessment

Question 1: Considering what you have read about safety in Scouts, which of these statements is true? Tick the
correct answer.

A: Scouts delivers adventurous activities, and we have to make sure that all activities that we do are risk free.
B: A sense of adventure lies at the heart of our movement and doing things safely is fundamental to everything we do.
C: Scouts seeks to provide excitement, danger, adventure and hazard.

Question 2: You've read about your responsibilities for keeping Scouts safe. Using the words in the box, fill in the
gaps in the sentences:

instructions assess review duty everyone safe stop
A: Properly the risk of every activity undertaken in Scouts
B: Make sure everyone’s provided with clear and information on supervising young

people and activities, and managing buildings

C: Maintain and healthy conditions.

D: risk assessments to make sure they're still relevant and make changes when
you need to.

E: Never be afraid to change or an activity if risk increases.

F: Know what to do in an emergency and make sure is also aware, including

young people.

G: You have a to report incidents.

Question 3: What's the main aim of a risk assessment? Tick the correct answer.

A: To comply with regulations
B: To prevent harm and reduce risk
C: To getrid of risk altogether

11



Question 4: There are five steps to a risk assessment. Put the steps in the correct order from 1 to 5 by writing the
correct number next to each step.

5 steps Number

How are the risks controlled?

Look for the hazards

Review and revise plans

Record and communicate

Who might be harmed and how?

Question 5: Let’s imagine you are taking a group cycling. What are the hazards?
Tick the b correct answers.

A: Traffic

B: Bike faults

C: Food

D: Riding as a group
E: Weather conditions
F: Chemicals

G: Uneven path

Question 6: Match the hazards from question 5 with the risks (remember, you are taking a group cycling).

Drag the hazard on the left to the matching risk on the right.

Hazard Number
A: Traffic risk of falling from bikes and getting injured
B: Bike faults risk of collision

C: Riding as a group
D: Weather conditions
E: Uneven path

risk of slippery or dangerous conditions
risk of mechanical failure at a dangerous moment

O AW iNE=

risk of losing members due to riding at different
speeds

Question 7: On the left are some of the risks of taking a group cycling. Match them correctly with the most suitable
way of controlling each risk. Write the correct number next to the risk

Risk Number | Way of controlling risk

A: Risk of mechanical failure 6. Do regular head counts: ride in single file/small
groups; use volunteers at front and back

B: Risk of collision 7. Monitor weather; don’t go if surfaces are wet or
slippery

C: Risk of losing members 8. Do bike checks before the trip

D: Risk of slippery or dangerous 9. Give instruction, training and supervision and

conditions control speed of the group

E: Risk of falling from bikes and 10. use dedicated cycle paths where possible, be

getting injured visible and avoid cycling at dusk or at night
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Question 8: Which of the following statements is true? Tick the correct answer.

A: Once a risk assessment’s been done for an activity, it'll always stay the same

B: A Health & Safety expert has to do all risk assessments

C: Risk assessments should be reviewed as often as necessary when conditions and circumstances change
D: Risk assessments are very complex and time-consuming

Question 9: Complete the following sentence correctly. Tick the correct answer.
A dynamic risk assessment...

A: Is only needed for certain activities

B: Is the term used for assessing ongoing risks/changes in risks during an activity
C: Is something you can do before an activity

D: Never has to be written down

Question 10: Complete the following sentence correctly. Tick the correct answer.
The role of the leader in charge is to...

A: Lead all activities

B: Make sure something’s safe for everyone involved
C: Always be in charge

D: Be the most senior volunteer present

Question 11: The Purple Card details when and how UK headquarters should be informed of an incident. In which of
these Scouts scenarios is it NOT necessary to inform UK headquarters? Tick the correct answer.

A: A young person was injured and an ambulance was called
B: An adult was ill and treated by a paramedic
C: A young person was taken ill and taken home by their parents

Question 12: These are some of the key safety responsibilities of adults in Scouts.

Match the 2 parts of the sentence correctly by writing the correct number in the gap.

Number
A: Risk assess every 1. safely
B: Do things 2. risk assessments
C: Maintain safe 3. Scouts activity
D: Review 4. change or stop an activity if risk increases
E: Never be afraid to 5. conditions

When you have completed the assessment, share your answers with the person supporting you with your
training.
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