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1 Definitions and Abbreviations

	Articles
	Articles of incorporation of OSC

	Bylaws
	The OSC bylaws

	Caterer
	The contractor that provides meals on behalf of the club

	Clubhouse
	The building owned by OSC on the bank of Farmoor 2 reservoir.

	Directors
	The Directors of Oxford Sailing Club

	General Committee
	The Directors of OSC and Sail Training Principal

	OSC
	Oxford Sailing Club

	OOD
	Officer of the Day

	Powerboat
	A boat with an engine.

	PRO
	Principal Rescue Officer

	SHE
	Safety, Health and Environment

	The Club
	Oxford Sailing Club

	Youth
	Person under the age of 18 years


2 Introduction

It is a condition of OSC’s Petroleum Licence that any person accessing the Fuel Store or otherwise handling fuel is trained how to use it safely.  Therefore, this document must be read in its entirety, understood completely and written acknowledgement provided to the Office BEFORE fuel is handled.  The template for the written acknowledgement can be found in section 8.

This information will be refreshed annually and a new written acknowledgement submitted to the Office.

2.1 General
The points given in the Health & Safety Executive’s guidance document “Dispensing Petrol as a fuel, Health and safety guidance for employees” are applicable to OSC’s fuel storage.  The guidance is written with petrol filling stations in mind, but is also applicable to premises such as sailing clubs.  The clauses applicable to the Club are as follows:
2.1.1 Petrol – the dangers

· Petrol is a highly flammable liquid which can give off flammable vapour, even at very low temperatures. This means there is always a risk of fire or explosion if a source of ignition is present;

· It floats on the surface of water and may travel long distances, eventually causing danger away from the place where it escaped;

· Petrol vapour does not disperse easily and may also travel long distances. It tends to sink to the lowest possible level and may collect in tanks, cavities, drains, pits, or other enclosed areas, where there is little air movement;

· Flammable atmospheres may be present in empty tanks and petrol cans. There is also a danger if petrol is spilled on clothing, rags etc;

· Petrol vapour can be harmful if inhaled. Petrol should not be swallowed and contact with the skin should be avoided.

2.1.2 Training

You should have received training on the correct safety procedures for any of the following tasks for which you are responsible:

· Operating dispensing equipment, and recognising and reporting faults;

· Dealing with potential danger, including the use of firefighting equipment, dealing with leakages and spillages, notifying the emergency services and recording accident damage;

A record of this training should be maintained by your employer.

2.1.3 You also need to know...

· the danger zones on site and the special precautions needed there;

· the importance to safety of a clean and tidy forecourt with no flammable materials in danger zones;

· site security practices and how to follow them;

2.1.4 Personal protection and hygiene

· the value of protective clothing, such as footwear, gloves and goggles, and when to wear them;

· the need to wash properly with plenty of soap and water after finishing work, or at any time when you get petrol or oil on your hands;

· the correct methods of handling and lifting.

Always make sure you have the information and training needed to carry out your duties safely. If in doubt, ask.

Don't carry out any task for which you have not been properly trained. Don't assume you know the dangers or the correct safety procedures.

2.1.5 Dispensing petrol safely

If you are under the age of 18 you should not be left in sole charge of a filling-station.

Before a petrol dispenser is used (whether by you or by customers) you should make sure there is no danger. Control has to be constant to prevent dangerous situations occurring.

2.1.6 Make sure that...

· proper procedures are followed throughout the filling operation, eg dispenser nozzles are correctly inserted, delivery hoses are not stretched or kinked and tripper latches are not wedged open;

· people under the age of 16 do not buy petrol or operate dispensers;

· no one smokes in the vicinity of the dispenser (ie in danger zones);

· no one uses portable electric/electronic equipment such as a CB radio or portable telephone;

2.1.7 Fire precautions

There should be:

· adequate means for contacting the fire brigade when necessary;

· suitable equipment for dealing with minor incidents;

· a supply of dry sand and fire extinguishers readily available;

· conspicuous notices - 'Petrol' or 'Petroleum Spirit', 'Highly Flammable', 'No Smoking', and 'Switch Off Engine' - positioned close to pumps and dispensers to alert customers to the hazards.

Make sure you know what you are expected to do and who you should inform if there is a dangerous incident.
3 Use of the Fuel Store
The following are conditions of OSC’s Petroleum Licence and, as such, must be rigidly adhered to:

· The Fuel Store shall be kept securely locked at all times, except when accessing the fuel storage cans and demountable fuels tanks, and must be locked immediately afterwards
· A minimum of 2 x 6kg dry powder fire extinguishers shall be kept within the vicinity of the Fuel Store at all times
· An adequate and suitable spill kit must be maintained within the vicinity of the Fuel Store
· Only people over the age of 16 shall be involved in any way with the filling, storing and use of petrol
4 Demountable fuel tanks

All of OSC’s powerboats have demountable fuel tanks which are stored inside the Fuel Store when not in use.
4.1 Use of demountable fuel tanks

· Only people who are over the age of 16 and have submitted their written acknowledgement of these procedures are permitted to use demountable fuel tanks

· Filling caps should be securely fastened before the fuel tank is lifted out of the Fuel Store or powerboat

· Fuel tanks should be carried in such a way as to prevent the accidental spillage of fuel

· To fit a fuel tank on a powerboat, lay it in position (under the steering block on a RIB and under the driving seat on a Jaffa) and offer the fixed fuel line up to the connection on the filling cap.  Retract the metal end of the fuel line and push the connecting pieces together.  Release the metal end of the fuel line to secure it into position.  Check it is securely fixed
· To remove a fuel tank from a powerboat, retract the metal end of the fuel line and gently pull it away from the connection on the filling cap.  Carefully lift the fuel tank out of position

4.2 Filling demountable fuel tanks

· Take the black plastic drip tray from its storage place underneath the fuel store and place on the paved area in front of the store
· Ensure the red fire bucket and the fire extinguishers are within easy reach

· Lay the fuel tank on the drip tray with the filling cap uppermost and undo the filling cap
· Place the funnel with the gauze filter into the fuel tank and carefully decant fuel from the storage can into the funnel, ensuring this procedure takes place over the drip tray.  Make sure the funnel is empty before removing it from the fuel tank
· Securely fasten the fuel tank and storage can once the fuel tank has been filled
· Return the storage can to the Fuel Store and lock it after use

· If fuel has spilled onto the drip tray, cover the spillage with sand and wait until the fuel has been fully absorbed.  Using the sand scoop, place the sand in the metal fire bucket for disposal.  Inform the Committee Member on Duty (COD) in person or email office@oxfordsailingclub.com. 
4.3 Storing demountable fuel tanks
· All demountable fuel tanks are kept in the Fuel Store when not in use on the powerboats

· The filling caps should be securely fastened and the tanks stored within the Fuel Store in such a way that there is no risk of fuel or vapours escaping

· Any damage to fuel tanks should immediately be recorded in the powerboat folder in the foyer cupboard and  by informing the Committee Member on Duty (COD) in person or email office@oxfordsailingclub.com.
5 Fuel storage cans

5.1
Use of fuel storage cans
· Only people who are over the age of 16 and have submitted their written acknowledgement of these procedures are permitted to use fuel storage cans
· When not in use, fuel storage cans should be stored in an upright position and securely locked inside the Fuel Store

· Fuel storage cans must be carried in such a way as to prevent the spillage of fuel
· Fuel storage cans must be securely fastened after use, even when empty
· Fuel storage cans must be maintained and kept in a safe and secure condition so that at no times can there be any escape of petrol or petrol vapours

· Any fuel storage can showing signs of corrosion or other wear and tear likely to cause a leak must be removed from the Fuel Store, any fuel in it emptied into another storage can, clearly marked as not to be used and then stored to the side of the fuel store.  Record this action in the fault log sheet in the folder in the foyer cupboard and inform the Committee Member on Duty (COD) in person or email office@oxfordsailingclub.com so that the storage can is safely disposed of.
6 Emergency procedures
In the event of an emergency involving fuel, OSC’s guidelines for action in the event of a major incident should be followed, which are:

Officer of the Day/Senior Instructor/Committee Member should conduct an initial assessment of the situation and:

· Ring 999 and request appropriate emergency assistance (Police/ Ambulance/Fire Brigade)

· Take a decision on whether to evacuate the Club’s grounds

· If evacuation is considered the greater risk, take decision on relative merits of congregating in/around the Clubhouse or at an appropriate safe area near an exit

· Take necessary action to inform all members on site

· Clear and ensure no entry/return to suspect locations

· Instructors are to take action to protect any unaccompanied children attending their courses
Action taken will be dependent on the nature of the threat, or other potential hazard to the Club, and the time scale within which to operate. The relative merits of evacuation/ remaining at the Club will be assessed on available information and guidance from the emergency services.

Once the incident has been dealt with the Officer of the Day/Senior Instructor/Committee Member should complete an incident report. This will include issues encountered and lessons learnt. This will also provide input to the Club’s Risk Assessment.
If the emergency involves a fire, it should only be tackled using the fire extinguishers to the side of the Fuel Store if safe to do so, without risk to personal injury.
7 Powerboat fuel collection

Not everyone who handles fuel from the Club’s Fuel Store is involved in the replenishment of fuel storage cans.  These instructions therefore only apply to you if you undertake a fuel run to the local petrol filling station using the Club’s fuel trailer.  

Ensure before conducting a fuel run that you are covered by your motor insurance for towing the Club’s fuel trailer.  Please contact your motor insurance provider for clarification and email office@oxfordsailingclub.com, to confirm to the Club that you are covered for the fuel run.
· You will receive notification, normally from the Bosun or another Committee Member, that fuel stocks are running low and a fuel run is required
· Collect the fuel account card, from the Treasurer by prior arrangement, and the keys to the Fuel Store and trailer padlock from the foyer in the cupboard
· Undo the padlock securing the fuel trailer to the Fuel Store and remove the wooden covers, placing them to the side of the Fuel Store in a position where they will not be a tripping hazard for others
· Visually check the trailer tyres are fully inflated and there is no ostensible damage to the trailer fittings and lights.  If you do notice any signs of wear and tear or damage, make a note of this on the fault log sheet in the folder in the foyer cupboard and inform the Committee Member on Duty (COD) in person or email office@oxfordsailingclub.com.
· Position the trailer on a level surface outside the Fuel Store
· Remove the fire extinguisher from the trailer and check it to make sure the black needle on the gauge is in the green zone, meaning it is operational.  Also check that the orange security pin is securely attached to the squeeze handle
· Put the extinguisher into your vehicle in a place where you can readily access it in the event of a fire (although you are advised to retreat from a burning vehicle and trailer rather than fight a fire, unless you feel there is no risk to your own safety to do so)
· Unlock the Fuel Store and secure the doors to prevent them swinging
· Pour as much fuel from the fuel storage cans into the powerboat fuel tanks as possible, using the procedure outlined in section 3.2 above.  The (black) funnel with a gauzed spout must be used.  Have the red fire bucket to hand in case of any spillages.  In the event of a spillage, sand should be spread over the spilt fuel immediately.  The tank must be placed over the drip tray whilst being filled.  The black plastic drip tray is stored to the side of the fuel store and should be returned there after use
· Load all empty fuel storage cans (or as many as you can fit) into the fuel trailer, checking the neck seals are tightly secured
· Secure the fuel storage cans inside the trailer with the ratchet straps.  If you notice any signs of wear and tear or damage to the fuel storage cans, make a note of this on the fault log sheet in the folder in the foyer cupboard and inform the Committee Member on Duty (COD) in person or email office@oxfordsailingclub.com.
· Once the trailer is loaded and ready to go, perform one last check and attach the number plate matching your own vehicle registration to the back of the trailer
· When hitching the trailer to your vehicle, ensure the snatch cable is in place and the ball hitch is locked on.  The jockey wheel must be lifted and secured.  Check the lights are working, asking another person for assistance where possible

· Note that the trailer does not have a reversing light
· The Club’s fuel account is with the BP filling station on the A40 at Eynsham
· When at the petrol station, fill the fuel storage cans whilst they are in the trailer.  Fill with unleaded fuel.  The petrol pump will cut out once a value of approximately £100 is reached.  To continue refuelling, replace the fuel nozzle into the pump and then remove it to start re-fuelling again.  Once fuelling is complete, check the fuel storage can neck seals are tightly secured and the ratchet straps are still in place.

· Take the fuel account card to the payment office.  Ensure you retain the receipt given to you.

· Once back at the Club, park in a position where the trailer is close to the Fuel Store and unload directly from the trailer whilst it is still attached to your vehicle.  This will ensure the trailer does not roll away and also prevents you needing to move the trailer manually whilst it is fully loaded with fuel storage cans.

· Unload one fuel storage can at a time into the fuel store.

· Return the fire extinguisher to the trailer, replace the wooden covers and secure them using the ratchet straps.

· Unhitch the trailer and secure it to the Fuel Store, locking the padlock.

· Lock the Fuel Store and return the fuel account card and receipt from the garage to Treasurer as pre-arranged  Return the Fuel Store and trailer padlock keys to the foyer cupboard.  Record and report any damage or wear and tear noticed.
8 Questions and acknowledgement
To comply with OSC’s conditions of licence, permission is not given to handle fuel until written acknowledgement that this document has been read and understood in its entirety has been received by the Office
If further clarification of this document is required, queries should be emailed to the Office at oxfordsailingclub@btconnect.com or by telephone on 01865 863201.  The acknowledgement should not be submitted until any queries have been answered.

Once satisfied that the procedures contained herein are understood, a written acknowledgement should be submitted to the Office as follows:

	Name: ……………………………………………………………………………………….

Date: …………………………………………………………………………………………

· I have read and understood the document OSC-DOC-0002 “Dealing with Fuel” document

· I agree to follow the set procedures contained therein
· I understand that this training will be refreshed annually and that I will need to submit written acknowledgement to the Office following each refresher
Signed: ………………………………………………………………………………………




Oxford Sailing Club, Farmoor Reservoir, Oxford. OX2 9NS


