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T. S. Northumbria - Derwenthaugh Boat Station
Standard Operating Procedures. (SOP’s)

Booking boats.

The procedures for booking boats or the boat station facilities are:
Please book by email to the Principal or his deputy and a copy of the booking is to be sent to the website administrator so the running diary can be updated.

You cannot book more than one month in advance unless it is for a training weekend. 
In the event of more than one unit booking boats, the 1st Unit to book will have priority. However, no one can book every boat, therefore negotiations and common sense must be used so that all parties wishing to use the facility can, if possible, be accommodated.
In the event of any unit cancelling they must inform the Principal or their deputy as soon as possible.

Boatwork Season

1st March – 31st October. During daylight hours only. Any training carried out during the closed season must be authorising by Area Office. All craft should be secured one hour before sunset unless running an RYA Advanced Power Course. 
Safety Supervisors

The Units must forward to the Principal a list of all Unit Supervising Officers. It is up to the Unit Commanding Officer to ensure that their staff qualifications are in date and valid. A copy of these qualifications should be forwarded to the Boat Station Principal for filing.
In the event of a multi-user event (more than one unit) the senior member of staff will delegate themselves or another person to be the overall safety supervisor.
It is the Safety Supervisors responsibility to obtain the weather forecast and tidal information before going afloat.

It is the Safety Supervisor’s role to be conversant with the Risk Assessments that are in place at the Boating Station. These are kept in the Operations Binder and copies are available on request.
Safety Boats

Those boats that are being used as safety cover must be equipped to carry out that operation. If covering sailing then it is the Safety Boat Coxswain’s responsibility to carry a serrated knife as part of their personal kit. It will not be Boat Station practice to fit the boat with a knife to prevent any misuse or injury by cadets. It is common practice that the Safety Boat will be first afloat and last off the water.

Opening up

After opening up the premises, the person in charge must see to it that the security gates in both changing rooms are opened, as these impede exit to the fire escape. The keys to these gates – as with all other keys - are on the keyboard in the classroom. 

N.B. It should be noted that all of the internal padlocks in the building use the same key.

Smoking

The building and compound are NO SMOKING areas. There will be no smoking in boats.

Behaviour

The general public use all of the walkways within in vicinity. There are also other water users as well as businesses at the Marina. Cadets and staff are expected to behave in a manner befitting our organisation. Remember, when afloat, voices carry great distances over water.

Changing Rooms

The changing rooms are to be monitored continually for cleanliness and hygiene. Only the respective gender must be in their allotted area.

Staff are to change in the upper changing rooms and not with the cadets.

The staff changing rooms should be locked when in use for security reasons.

The adults are not to use the cadet’s toilets but must use the staff toilet on the upper level. Cadets are not to use the staff toilet.

Safety Brief

The safety brief should be given to all persons attending the Boat Station. This must be recorded on the boating log sheet. Any persons not officially attached to the Corps must sign an indemnity sheet before going afloat. A stock of these forms is in the rear of the boating log file. 

N.B. The safety brief aide-memoire is on the notice board in the classroom. 

During any organised event by either the Districts or the Boat Station, it is to be emphasised that no cadet is to leave the site without notifying a member of staff. Cadets are not to cross the railway line to go to KFC etc unless accompanied by a responsible member of staff. Consideration should also be given to the Child Protection Policy.
Fire Drill

Units that visit the Boat Station on a regular basis are to carry out at least one fire drill during one of their training periods. This is to be recorded in the Unit Safety Log. Misuse of the fire bell will not be tolerated. If the bell is operated then the building must be cleared immediately.
Fuelling of Boats

Diesel is to be put into the BLACK jerry cans

Neat petrol into the GREEN jerry cans.

Mixed petrol. 50:1 into the RED jerry cans.

N.B. The decanting of fuel is to be done outside of the building.

Safety points.

· No smoking, 

· The decanting of fuel must take place in the plastic trays provided.

· Use the funnels provided, 

· Make sure there are fire extinguishers available. 

· Soak up all spillage with sand. (Provided in sand bucket).

· All fuel tanks are to be left in the boats as they provide a bunding for any leakage.

· The 2-stroke oil to be used must meet or exceed specification TW3. (Lawn mower mixture is not to be used!).

· When filling the displacement boats, extra care should be taken to prevent any fuel being spilled overboard.

Going afloat

Anyone leaving the premises to go afloat must wear the relevant flotation aid as recommended.  (The pontoons are classed as being afloat). 

· Currently no private flotation aides may be worn by anyone in the Corps unless it is approved by the Area Office and logged in the SSE register. 

· The flotation device is to be worn outside of all clothing so it is visible to the supervising officer.

There are a stock of wetsuits in the drying room for use by sailors and canoeists. A stock of windproof wear is available on the upper deck.

Consideration is to be given to the weather and cadets fitted out accordingly. N.B. Wetsuits are to be disinfected after use. 

Footwear should be of the soft sole type. Boating, not agricultural wellington boots are allowed.

VHF Radios
The Boat Station has now been fitted with a VHF Base Station and the call sign will be “Centre”. Anyone operating the base station must be SRC qualified or supervised by a qualified operator. The working channel for the Boat Station is Channel 8. Calls must be brief and correct procedures must be adhered to.

Pontoons

The key for the pontoon gate is on the wall in the classroom as is the key for the boats. All the boats are locked onto the pontoon cleats with a chain. This is to prevent the vandals from setting the boats adrift so please ensure that they are secured after use. The security fence around the gate is coated in anti climb paint so please be careful where you put your hands!   Razor wire has been installed around the entrance gate as an anti vandal precaution. Please warn everyone not to touch it to prevent injury. No cadet is to be allowed on the pontoons unsupervised.
Boarding and alighting
All boarding and alighting of boats after launching should be done from the pontoon. The steps at the wooden staithes should not be used except in emergency as the steps are rather precarious.

Launching Boats

Launching boats by the tractor can only be done by named drivers, which are displayed on the notice board. Each named driver must have done a tractor familiarisation course. If necessary a rope should be securely attached to tractor and trailer to aid the removal of boats at low water.
Area of Operations

The full area of operation for the Boat Station is: The tidal reaches of the River Tyne from Newburn slipway in the west to the Tyne Piers in the East. 

When running RYA Advanced Power Boat courses this area is extended to 1.5 miles to seaward with the North boundary being Blyth Harbour and the South boundary Sunderland Harbour. This Safety Supervisor must be an RYA Advanced Power Boat Instructor or above.
The speed limit on the River Tyne is 6 knots apart from the designated High Speed Zones.

N.B. If Units wish to operate in the area between the Fish Quay at North Shields and the Tyne Piers then they must carry a set of Distress Flares. The Boat Station is not responsible to supply flares and the cost must be borne by the Unit.

Tidal Information

The area of operations is tidal and not accessible from our slipway at all states of tide. As a rule of thumb access is available 4 hrs either side of mean high water springs (mhws). Adequate time should be given, to have all boats and crews safely ashore before the slipway dries out.

Safety Craft

Before any boating takes place a safety boat must be on the water. This boat must be crewed with a minimum of 2 and must be the first afloat and the last to secure. The safety boat should be equipped with all the equipment necessary for its role.

Fire evacuation procedure 

In the event of a fire the building must be evacuated immediately. A responsible person is to be detailed to ring the emergency services. The muster area is the top of the slipway. A register/head count is to be taken. 

N.B. Ensure that all personnel have read the Fire Notice

First Aid and accidents.
Any first aid that is to be carried out must be by a qualified staff member and if necessary a report made into the accident book. Report form BI1510 must also be completed. The report must then be forwarded to the ALO for any future reference.  It is advised that any first aid to a cadet should be done in company of another member of staff if treating the opposite gender.
In the event of an injury please refer to the guidance definitions on the notice board and take the necessary action.

Anything that needs reporting to Area or above is also, as a matter of courtesy, to be reported to the Principal or his deputy.

The emergency numbers HQ 07789 398133 or the ALO 07775797821
N.B. The first aid kit is in the lobby alongside the telephone.
Boating Incidents (Near Misses)

If an incident occurs which could have created an injury then this must be reported as a near miss which will then be placed into the Boat Station records. An example is someone falling out of a planing boat while travelling at speed. These records will allow us to monitor any trends which may require us to look at safe practices and adapt our delivery of training.  A reporting form is at Annex A.
Health and Safety
A health and safety document is on display on the notice board. This should be read and complied with by all users.

Child Protection Policy (CPP)

It is most important that for the protection of both cadets and staff the Sea Cadet Corps CPP be adhered to stringently.

End of day

The daily log sheet must be filled in with all relevant detail required. This lists the Unit visiting, date, number of cadets, number of staff etc. 
The names of all staff and cadets going afloat must be recorded. They are to be checked in at the end of each session to ensure that all cadets and staff are safely ashore. This is an important record as all statistics are gathered and reported to area. Any damage to boats or equipment is to be recorded. If for any reason a boat is no longer in service then that must be reported directly to the Principal or their deputy. N.B. If any user puts a rope around a propeller then it is their responsibility to take it off. 

The Boat Station is to be treated like a Sea Cadet Unit. At the end of your visit please ensure that someone does Rounds and that everything is left in a ship shape fashion. Places are to be swept and mopped as necessary. The classrooms, changing rooms and toilets are to be checked All gear stowed and boats left clean with all gear removed.
Emergency actions

If an incident arises that the Safety Supervisor cannot handle and there is no immediate danger to any person, then consideration should be given to contact a member of the Boat Station staff - see list on bulkhead outside the Office - before making any decisions about calling out the emergency services. This is to prevent poor publicity and wasting the emergency services’ time.

In the event of having to call the emergency services then the Principal or his deputy should be contacted as soon as possible.

Environment

It is important that we endeavour to protect our local environment in every way possible. All rubbish is to be put into the relevant waste bins. Oily bilge water must not be pumped into the River. The River Derwent has numerous wild foul that nest on the shoreline. When using this river take care and keep wash to a minimum.

Units visiting are required to remove their own rubbish when leaving and dispose of responsibly.

Other Water Users

We are not the only users of the local facilities at Derwenthaugh Marina. 

Care and consideration is to be given to other water users. 

· Scullers. Slow down. Keep wash to a minimum. Give them plenty of room to manoeuvre.

· Anglers. Keep clear of their fishing lines.

· Personnel watercraft (Jet Skis). Avoid confrontation.

Keep a watchful eye out for all other craft.

Reporting

At the end of the Units’ training session a report must be made to the Principal or his deputy declaring that everything is secure - or not  - as the case may be. 

N.B. This can be done by phone or text.

Principal: Lt Cdr (SCC) A Simpson RNR

Deputy Principal: Lt (SCC) K Appleby RNR
Amended 10th October 2011
Annex A

Incident report form.
Unit………………………….                                   Date    /      /

Supervising Officer……………………………………..

Type of craft……………………………………………….

Person in charge of craft……………………………………..

How many persons on board…………………………………

Details and time of incident:

Reported to:

Outcome and recommendations

