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Purpose of the document

The purpose of this document is to provide guidance to MS Society volunteers and members of staff on the implementation of this bespoke event risk management system.
MS Society policy

The aim of this policy is to ensure that MS Society branches can provide a range of fitness activities for their members while ensuring that the safety of their members is assured. 

Scope of the document

This health and safety policy/ procedure covers all volunteers and members of staff in Cymru, England, Northern Ireland, and Scotland. 

Definitions
Complimentary therapy (VFRA: 701A)

This covers activities such as aromatherapy; candle therapy; counselling; crystal therapy; hot stone therapy; herbalism; hypnotherapy; meditation; reiki. Any queries regarding complimentary therapy should be directed to the BHSO.
Disclosure checks are needed for roles that carry out certain activities, which involve volunteering or working closely with vulnerable adults or children.
Exercise 
1. Anything where physical activity takes place (VFRA: 701A)
This covers groups or individuals and applies whether the activity requires the attendee to sit, stand, or move around. Although not an exhaustive list, this category includes general exercise, classes where small pieces of equipment such as bean bags or elastic bands are used; dancing; martial arts; personal training; Pilates; yoga.
2. Water based activities (VRFA: 702A)
This includes any type of pool or hydrotherapy activity, whether organised or not.
3. Any activity that includes the use of equipment (VRFA: 703A)
Equipment may be available for use in Branch day centres or any other MS Society venue. It also applies where a Branch lends equipment to members for use in their own home. Although not an exhaustive list, types of equipment include bicycles; motomeds; power plates; Nintendo Wii; rowing machines; running machines. 

Manipulation (VFRA: 701A)

This covers groups or individuals and applies where the activity requires any kind of manipulation to take place. Although not an exhaustive list, this category includes acupuncture; chiropractic; massage; osteopathy; physiology; reflexology; sports therapy
Physiotherapy (VFRA: 701A)

This covers any activity carried out by a physiotherapist or a technical instructor or therapy assistant under the supervision of a physiotherapist

Responsibilities

Area Managers: are responsible for ensuring that each member of their team implements the fitness risk management system in line with this policy/ procedure and within the agreed time frames.

Branch Health and Safety Officer: is responsible for providing advice and support to the SDO in line with the bespoke fitness risk management system. Once the system is in place, they will be involved in the Branch audit schedule.

Head of Health and Safety: will provide ongoing to support to all those responsible for implementing the fitness risk management system. Once the system is in place, they will be involved in the Branch audit schedule.

Local Support Development Officers (LSDO): must use their experience of Branches to provide support to the SDO during the categorisation of Branches. The SDO and LSDO will work together so as to implement the system in the most efficient and effective way.

National Programme Lead - Physiotherapy: will provide assistance during the initial implementation process in line with the bespoke fitness risk management system. They will be the point of contact for all specialist enquiries regarding fitness.  

Service Development Officers (SDO)/ Area Development Officers (ADO): are responsible for implementing the bespoke fitness risk management system, ensuring that each Branch signs up to the system and completing audits to ensure that the use of the system is ongoing.  

Volunteering Development Officers (VDO): must work with volunteers to encourage the use of the system and where appropriate to recruit and retain Branch Risk Management/ Health and Safety Volunteers.
Volunteers: are responsible for completing the relevant risk assessments, determining the actions needed, agreeing reasonable timescales for completion and deciding who is responsible for implementing the actions. 
Once the system is in place the Branch must continue to use the mandatory paperwork and review risk assessments in line with requirements laid out.

Throughout this process, they will receive support from the SDO/ ADO and the BHSO.

Procedure/ instruction 

Preparation

Cymru, England, Northern Ireland, Scotland

Area team staff to agree with the health and safety department which branches will implement the process in a given year. This will be recorded on the relevant risk management spreadsheet

Implementation
· SDO/ ADO visit each fitness activity and help volunteers to complete the relevant risk assessments, determine the actions needed, agree reasonable timescales for completion and decide who will be responsible for implementing the actions.
· SDO/ ADO complete the first audit during the initial visit to ensure that the Branch has signed up to the process.

· SDO/ ADO complete the second audit six months later to ensure all necessary actions are complete and that the Branch is following the agreed systems.
· SDO/ADO complete a Branch audit every three or four years (depending on the number of Branches in the region) to ensure that the Branch continues to implement the system and abide by the guidelines.

· SDO/ADO implement this process up from the outset with all Branches establishing new fitness activities

· Support is available from the BHSO and the National Programme Lead - Physiotherapy as required.

Where branches are refusing to implement the system members of staff should follow the guidance as laid out in HSP: 2031E - Branches not implementing the Volunteer RM system – Staff

The process is explained from a volunteer point of view in HSP: 2031V - Branches not implementing the Volunteer RM system - Volunteers
Communication and Training

Employee training

Training on the fitness risk management system will be available for all new SDO/ ADO employed by the society. The training will include:

· Overview of the fitness risk management project. 

· Review of all the systems documentation.

· Practise of carrying out the risk assessments and using the supporting documents.

· The timescales involved for implementation.

· Distribution of completed risk assessments and audit sheets.

Each SDO/ ADO should request a fitness pack from the Operations administrator. Any requests for training should be made to the BHSO.

Volunteer training

It should be remembered that anywhere up to 90 branches may need event training in any one year. Although training on the fitness risk management system will be available for all branches; in the first instance it should be assumed that the BHSO only has the resources to carry out one training session in each region. 

The BHSO will then evaluate any further training needs and assess whether they can be reasonably achieved. If not they will work with the SDO/ ADO on alternative action.

Each branch will receive an event pack containing all this information from their SDO/ ADO. 

Document storage

All Branches will be provided with a “Fitness Health and Safety file” at the beginning of the implementation process. Further copies of these documents are available in the fitness section of the Volunteer microsite.

On completion of the risk assessments and audit sheets, the Branch should retain a copy of each document for their own records. It is required that these copies are kept for three years.

The SDO/ ADO should where possible scan the risk assessments and audit sheets and store them in the relevant “Branch information” section (marked Cymru, England, NI or Scotland) on the operations drive. They should inform the BHSO once they have completed this process.
Related documents

HSV: 103 T/ P/ F/ E – Audit sheet for Branches that facilitate the provision of fitness 

Risk management overview spreadsheet

VFRA: 701 – Generic risk assessment

VFRA: 701A – Branches that facilitate the provision of therapy and exercise

VFRA: 702A – Branches that facilitate the provision of water based exercise

VFRA: 703A – Branches that facilitate the use of exercise equipment

HSV: 741 – Exercise disclaimer form
HSV: 742 – Physical activity readiness questionnaire

HSV: 743 – Document for physiotherapists

HSV: 744 – Document for fitness instructors

HSV: 745 – Document for complimentary therapists

HSV: 746 – Document for organisations

HSV: 111A – Personnel register
HSV: 122 – Accident report form

HSV: 123 – Incident report form

HSV: 126 – Fire evacuation drill record
Audit and Review

Audit schedule for rollout of the fitness risk management system

Cymru, England, Northern Ireland, Scotland: the audit schedule for members of each area team within each country are set out in the relevant risk management spreadsheets.

Once the system is in place, an audit schedule will be developed which will include the BHSO and the HoHS. This will check not only that the system is being implemented at Branch level but that the right training, communication and support is available to all Branches.
This policy/ procedure document and the fitness risk management system will be reviewed every three years or where legislation changes by the Head of Health and Safety. All changes will be communicated throughout the organisation.
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