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1. Introduction
This procedure defines what actions are to be taken in the event of any reportable incident that occurs during or as a result of any activity organised by CKC at any location (including, but not limited to the Brentford Arch site).
Safety should be a culture which runs through all our activities and is a normal part of everyday thinking and practice.  This culture should include:
· Taking responsibility for your own safety both on and off the water
· Ensuring that your actions both on and off the water do not put others at risk
· Using your specific skill, knowledge and experience to protect others from any foreseeable risks
In law we have a “Duty of Care” to others. This means that we owe a duty to our ‘neighbours’ not to cause them injury by our negligent acts and omissions. 
A dynamic approach to decision making is recommended which considers the environment, individual abilities and the activity being undertaken. The recording of decisions is encouraged and seen as good practice. 
To report within the club email the Safety Officer using info@chelseakayakclub.co.uk please name the subject of the email with ‘INCIDENT REPORT’ or ‘Notifiable Concern Event’.
The CKC club safety officer will consider if this incident needs reporting to Paddle UK or not.
2. Reportable Incidents/ Notable situations/ Near Misses
i) Serious Untoward Incidents
Should any of the following occur, this is a must report incident: 
· ​Injury or illness requiring medical treatment 
· Fatality or the need to call emergency services (Ambulance, Police, Fire & Rescue, Coastguard, Lifeboat, etc.)  ​
· Threatened or actual abuse, either verbal or physical 
· Abnormal behaviour eg psychosis. hearing voices, self harm. Deliberate harm to others. 
· Significant evidence of intoxication by either alcohol or recreational drugs

ii) Notable situations or Near Misses
These are not significant untoward incidents and do not have to be reported however ideally they are reported as notable situation of ‘concern’ or possibly a near miss so that they can be considered by the Safety Officer to be reviewed in regards to any learning that could occur for the club risk management processes.  
For example concerns relating to or not inclusive of: 
i) Minor injuries that require basic first aid only (e.g. nosebleeds, small cuts and grazes, minor burns, plant/animal stings) 
ii) Lack of guidance or information by organiser or leader 
iii) Deep water immersion which could have been preventable or handled differently
iv) Impact of cold water or cold weather causing participant to suffer irregular level of cold
v) Boat handling or musculoskeletal strains. Over exertion concerns
vi) Spread of pathological infections or organisms in an untoward way. Lack of care or information in regards to prevention 
vii) Group size or experience/ ability (lack of) mismatch of participants
viii) Obstacles and slippery surfaces avoidance
ix) Club equipment concerns – suitability and preparedness for environment to be used in
x) Mental health, anxieties, panic, depression or low mood
xi) Intoxication by either alcohol or recreational drugs
xii) Participants poor choices of use of equipment, clothing kit impacting on the group and leadership decisions
xiii) Transportation of boats and equipment on motor vehicles. Travel, traffic and driving safety issues. Eg tiredness risk 
xiv) Use of tools, dealing with electrical equipment
iii) Incident Management
In the event of an incident, the first priority of the leader is sorting out the issue and making sure everyone is okay. For most minor incidents and near-misses  the leader may consider taking everyone to the nearest pub / coffee shop to warm up, calm down and have a de-brief so everyone understands what happened, learns from it and doesn’t worry unduly.


3. Reporting Process 
Should an event, as defined above occur, the Club Safety coordinator (or Chair person if the Safety Officer is unobtainable) must be notified as soon as possible. 
See Appendix A for CKC reporting information/ form or a per laminated document on the door of Arch 2 Cage. 
Please email the Safety Officer info@chelseakayakclub.co.uk  please name the subject of the email with ‘INCIDENT REPORT’ 	or ‘Notifiable Concern Event’
Any member of the club may make this notification, whether involved in the incident or not. 
The Safety coordinator (or Chair) shall be responsible for providing support to those involved and ensuring that an Incident Report form (see Appendix A) is completed by the person leading / organising the activity and/or the person(s) involved, and providing support to those involved as required. 
A full CKC Committee and/or sub-committee to help do this may be called. 
A copy of the incident report form may also be sent to Paddle UK. The Safety Officer shall agree with those involved who shall take responsibility for this action. 
The completed incident report form shall be reviewed as an agenda item at the next meeting of the Committee. 
The Committee shall, at that meeting, decide if further investigation is required to establish: 
a) more detailed information as to how the incident occurred 
b) whether existing guidelines and policies were being followed 
c) what lessons can be learnt 
The Committee’s decision shall be clearly minute-ed, and if the need for further investigation is agreed it shall be carried out according to the Incident Investigation Procedure.
The Safety Coordinator shall also personally communicate this decision to the person(s) who completed the incident form and those involved in the incident.
4. Post Incident Management Considerations 
The Committee shall consider if any of the following may be relevant and seek guidance from Paddle UK Safety Officer if necessary and possibly in regards to: 
· the need to issue a statement for the media (should any member of the club be approached)
· a point of contact for family members of anyone involved in the incident 
· advice to those involved regarding communication about the incident before the incident is closed
5. Incident Closure and development / implementation of Action Plan
Once the Committee and Chair of Club are satisfied that it has a complete set of information (from the initial report or from a subsequent investigation) including any recommendations, it shall minute the closure of the incident report in the next possible meeting. This can be done, alongside steps 3 and 4 above if the information is available. If a meeting is not planned in the near-term and the incident / near miss is / could have been serious, a meeting should be called rapidly. Additionally, it shall agree and minute what any further actions (if any) are needed and how they will be implemented. These may include: 
· Review / revision of the Club Risk Assessment 
· Communication, training & development – for leaders, coaches, site users, etc 
· On-going support regarding the welfare of those involved, and/or their close friends & family 
· Revision or addition of policies and procedures, and their communication to those they affect 
· Any other action the Committee deem necessary. The Safety Officer shall personally communicate this closure and further actions to the person(s) who completed the incident form and those involved in the incident, in advance of any other general communications that may occur.
6. Annual Review of this Procedure 
This procedure, and the Club risk assessment, shall be reviewed annually at the first meeting of the Committee that follows the AGM and updated if necessary. The review shall ensure that: 
· all Committee members are familiar with the content of this procedure
· the procedure continues to be in line with the latest Paddle UK best practice
· the incident reporting form is the latest version closely aligned to the reporting form on the Paddle Uk website

Appendix A
Incident/ Near Miss Reporting CKC – (Chelsea Kayak Club
Please email the Safety Officer using info@chelseakayakclub.co.uk please name the subject of the email with: ‘INCIDENT REPORT’ or ‘Notifiable Concern Event’.
Please include the following information:
	
	Information needed
	Person reporting information view and details

	1.
	Your name
	


	2.

	Your role or connection with the Incident?
	



	3.
	The names of individuals involved?
	


	4.
	Date and time of the incident
	

	5.
	Where did the incident happen? 
	


	6.
	Describe the incident as fully as possible
	







	7.
	Types of conditions or water at time
	


	8.
	Did the incident require medical treatment? 
Yes/ No?
If no who what how administered. 
If yes – A&E/ 999?
If admitted to hospital / not admitted. 
	

	9.
	Attach files of photos relevant to incident
	

	10.
	Outcome of incident so far?
	



	11.
	What might be learnt from this incident?
	







Reviewed: October 2025 		page 2
