Devon Orienteering Club
Club Record Keeping 
In order to demonstrate good practice,  and as expected by BOF, the club will maintain a record of key documents related to club activities which may subsequently be required for reference or insurance purposes. 

This record will be kept in hard copy format. The Club Secretary will maintain the associated hard copy folder.

The folder will contain:

· Event Risk Assessments 

· Each club event should be assessed for risks by the event Organiser, overseen by the event Controller /Risk Assessor

· A copy of the risk assessment should be available to view at the event.

· Following the event the risk assessment should be provided by the Event Organiser to the Club Secretary for record keeping.

· Accident reports

· All injuries, accidents or incidents which could give rise to an insurance claim are to be reported to the British Orienteering office within one week.  
· The Event Organiser is responsible for completing the form, sending it to BOF and providing a copy for the Club Secretary.
· A copy of the BOF form is available at: https://www.britishorienteering.org.uk/page/rules
Accident and Incident Book
· An accident and incident book will be kept with the Club First Aid Kit. 

· All accidents and incidents which require a response from the First Aider on duty for that event should be recorded by the First Aider (or Event Organiser in their absence) in the accident and incident book.

· Headings for the accident and incident book:
· Name and Address of person involved
· Time and Date of accident

· Location of accident

· How the accident happened

· Nature of the injury
· Name of First Aider (or Event Organiser as appropriate.)
For background information see:

https://www.britishorienteering.org.uk/handbook_safety
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