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RISK REGISTER

A risk register is a log or a list of all the identified risks, their severity and the actions or steps
to be taken. The LTA online risk assessment tool helps clubs to carry out a comprehensive risk
assessment of the facility, and also provides a report which can form the basis of the club’s
overarching risk register — see example below.

This report forms a framework that can present a great deal of information in just a few pages
and capture problems that threaten the success of the club and safety of people. Reviewing
the risk register should be a standard item on the management committee’s meeting agenda,
even if there are limited issues to address.

top tip

Reviewing the risk register
should be a standing
item on the management
committee’s agenda

What are the Who might be What are you already doing? Do you need to do | Action by whom? | Action by when? | Done
hazards? harmed and how? anything else to
manage the risk?
i.e. Changing Members, staff - Regular, documented cleaning programme is | Put signage in Club Manager 30.04.2019 Complete
Rooms and visitors might in place to ensure that floors are kept clean | place advising
be injured in and dry members and
changing rooms visitors to

- Documented maintenance programme is

as a result of a take care and

: . in place to ensure that benches, cubicles,
slip or from using
contaminated
shower facilities - Staff are trained on COSHH regulations to | repair is needed
ensure that all cleaning substances are used,

handled and stored correctly and safely

instructing them

lockers and floors are in good condition .
who to advise if a

- Shower heads are regularly cleaned to
prevent the risk of Legionnaires Disease

- Signage clearly highlights wet areas where
slippage risk is higher

In addition to the LTAs risk assessment tool and
comprehensive insurance package, which covers public
liability, employer’s liability, directors and officer’s liability
and abuse liability, it is also important to get additional

cover for areas such as property and contents, courts,
equipment and cyber. The LTA have negotiated excellent
rates through Howdens for these additional services, with
further discounts available for those scoring well on their risk
assessment.

HEALTH AND SAFETY TIPS

Whilst risk assessments will cover health and safety hazards,
below are a few practical tips to create a safe environment at
your club:

- Ensure fully trained first aiders are on site during opening
hours

Regularly check fire alarms and extinguishers and record
alarm practice procedures. This can be critical in the case
of insurance claims

Ensure all accidents are recorded and, where necessary,

reported to the HSE under RIDDOR (Reporting

of Injuries, Diseases and Dangerous Occurrences
Regulations 2013). The committee should be made aware

of such accidents

Finally, it is imperative to keep on top of managing risk at
your club. Make sure you continue to monitor and take
action on known risks and your members know who to report
potential risks to.




ADDITIONAL AREAS OF COMPLIANCE

There are a number of additional policies and procedures that ensure the healthy and effective

running of a tennis club. Some are mandatory (legal) requirements, but all are recommended.

SAFEGUARDING
As the governing body of tennis, it is the LTA’s duty

to promote the safety of all those who play, volunteer
and support tennis in this country. The LTA is therefore
committed to supporting, enabling and protecting
registered venues by ensuring that these standards are

upheld.

To be eligible for LTA venue registration, venues are
required to meet the following standards:

1. Have a Safeguarding Policy and Procedures
document that has been clearly communicated and
implemented at the venue.

. Have a Diversity & Inclusion Policy and Procedures
document that has been clearly communicated and
implemented at the venue.

. Have a Welfare Officer who has undergone the

necessary training and is engaged in their role.

4. Ensure that people in certain roles within the venue
have completed a satisfactory Criminal Records

Check.

5. Have completed an annual Risk Assessment of the
venue and its facilities.

6. Ensure that any coaches qualified to Level 3 or
above standard are LTA Accredited or Accredited+.

By registering with the LTA, you
have committed to adhering to these
Safeguarding Standards. Specific
guidance around each of these
standards is available on the LTA
website.

Failure to adhere to these standards
could lead to the removal of your Venue
Registration and associated benefits of
membership, including insurance and
management software.

The LTA Safeguarding Team are here to
help. If you have concerns, or wish to
report anything, you can use our online
form or call the LTA on 020 8487
7000 (Monday-Friday, 9am-5pm).
For further enquiries please email the
Safeguarding Team at safeguarding(@
Ita.org.uk.

The General Data Protection
Regulation (GDPR) protects all citizens
from privacy and data breaches. It
impacts all organisations including
tennis clubs and their volunteers,

staff and coaches. It affects how
organisations collect, use and store

an individual’s data. Tennis clubs and
coaches are encouraged to review and
amend their data processes in order to
ensure that they are compliant with the
new regulations and to avoid potentially
significant financial penalties. Staff
with access to members’ data will need
training as to their data protection
responsibilities and your club will need
to carry out a data audit and create
basic privacy policies. The LTA provides
guidance and handy templates for clubs

relating to GDPR.
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DIVERSITY AND INCLUSION

Equal opportunities into volunteering, as well as
membership, should be applied. It’s important to have
a management committee that is reflective of your
membership and of the local community. It is not
always easy to encourage people to volunteer from
every group, but by actively encouraging input you
will become a more inclusive, forward-looking and
sustainable venue.

Ask volunteers and staff if they have any individual
needs that the club can help with. For example, can
the club make reasonable adjustments to ensure

a volunteer with disabilities has the best possible
experience? Do any volunteers have religious
requirements or caring responsibilities? If you feel
your club lacks confidence or knowledge of equality,
diversity and inclusion issues, you can access
information and online training through the LTA
safeguarding page.

COMPLAINTS POLICY

Problems can arise within clubs and between members
but where good procedures are in place, problems may
get solved without prolonging the difficulty. However,
members, volunteers, staff and coaches need to feel
complaints are handled with sensitivity, and that they

receive a fair hearing and that procedures are followed.

WHISTLEBLOWING

The LTA has an external provider to report and
whistleblowing concerns, and this information

should be included in handbooks and communicated
appropriately. Contact the LTA for further information.

CONFLICT OF INTEREST

It is natural for a conflict of interest to occur amongst
committee members at times. A conflict of interest
policy sets out the process for managing this to
ensure that decision making is not unduly influenced.
Typically, early on in the committee meeting, the
chairman will ask if any members have a conflict of
interest regarding items on the agenda.

EXPENSES

Consider the club’s position (often defined in the

club rules or articles) on whether or not to pay out-
of-pocket expenses to volunteers, and under what
circumstances. The decision to pay expenses is entirely
at the discretion of the club but should be clear and
consistent. If you do pay expenses, it’s important
that expenses are not paid at a flat rate (i.e. giving
a set amount of money each time someone
volunteers) to avoid any doubt over whether
they are being paid as an employee.

FURTHER SUPPORT

Our dedicated delivery network is on hand to provide expert advice regarding the
running and operation of your tennis facility including good club governance and
management and workforce development. If you don’t already know your local
County Association representative or regional delivery team contact, please find out
more at |ta.org.uk/about-us/contact-us/

In addition to our local delivery network, we have a dedicated LTA legal & tax helpline
operated by a leading commercial law firm. They can provide valuable guidance and
advice on the following topics:

- Governance and Incorporation

- Contracts

- Tax Treatment and Advice

- Employment Law

- Property Law

- Disciplinary and Safeguarding Regulations

(including equality, diversity and inclusion)
- Data Protection & GDPR
- Whistleblowing

Your simply need to call 03330 433 232
and quote your LTA Registration number.

RELATED GUIDANCE

The LTA’s Self-service guide to bringing clubs and coaches together explains the

key benefits of building professional relationships that work for club, coach and
community. Successful collaboration creates a positive club culture along with
financial gains, and this all starts with understanding the role of a qualified coach,
adopting the right operating model, being clear on how to pay coaches and appointing
the right coach. Read through this self-service guide to understand why clubs and
coaches are crucial components of the tennis sector and how they must work in
harmony to open tennis up across the nation.
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