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GENERAL POLICY STATEMENT 
 

The Chairman, Board Members and Members of the Management Committee of Matlock 
Town Football Club, shall assume, so far as is reasonably practicable, the Health Safety 
and Welfare of all employees, volunteers or staff, spectators and players. 

Consideration will be given at all times to the local environment amenities and town 

In particular Matlock Town Football Club will provide for all employees, volunteers, staff, 
spectators and players: 

a Safe Entry and Exits 

b Fire Precautions and Fire Action Plan 

c  First Aid and Medical Provision 

d  Emergency Procedures and Action Plan 

e  Stewarding 

f Regular Inspection and Safety Audits 

g  Communication: To the public and local emergency services 

h  Safety Officer 

 

The Chairman, Board members and members of the Management Committee further 
undertake to ensure that adequate resources are made available for the implementation 
of this policy so as to ensure compliance current legislation in particular The 
Management of Health & Safety at Work Regulations 1999 HSG 154 Managing Crowds 
Safely, Guide to Safety at Sports Grounds and Ground Regulations 

 

Signed: 

Jason Beaumont        Dated: 

Chairman 

 

 

CLUB COMMITTEE VOTING MEMBERS  
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Decision that affect the day to day administration and operation of Matlock Town Football 
Club (MTFC) are controlled by the Committee Voting Members. Hon appointments are 
Non- voting positions  

All committee members should ensure that they have understood the contents of this 
Health and Safety Policy plus any supporting document such as Fire Risk Assessments by 
signing the acknowledgement sheet below 

 
POSITION NAME SIGNATURE 

Chairman Jason Beaumont   (Exec)     
Chief Executive/General Secretary Keith Brown     (Exec)    
Commercial Manager Tom Wright      (Exec)  
Match & Social Secretary/Press Officer Ian Richardson  
Vice Chairman/Asst Secretary Tony Knowles    (Exec)  
Treasurer Scott Bradshaw  
Joint Treasurer Hayley Bradshaw  
Safety Officer Stewart Else  
Ground Secretary/Head Steward Steven Greenhough  
Social Club Coordinator Robin Blunt  
Mgt Committee/Community Officer Vikki Shipp  
Management Committee Alan Smith  
Mgt Comt/Hospitality Manager Keith Thurston  
Management Committee Andrew Statham  
Mgt Committee/H&S Advisor/First Aid Jim Higham  
Management Committee Chris Dodds  
   
Hon Vice President Dave Reynolds        (Exec)  
Hon Vice President Carl Fuller  

   
   

 

NON VOTING VOLUNTEERS 

Volunteers that assist the Club to carry out the day to day running and maintenance 
including match day requirement play just as an important role in the success of the 
Club as voting members. The Social Club has a separate committee and meetings. 

They should also acquaint themselves with the H&S Policy and sign the 
acknowledgement sheet 

POSITION NAME SIGNATURE 
   
Club Steward/Social Club Rosie Rhodes  
   
   
Ground Manager Jed Doxey  
   
   

 

POLICY REVIEW SHEET 
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DATE NAMES OF REVIEWER SIGNATURE COMMENTS 

01/08/13-01/08/15 Jim Higham/Stewart Else  General review minor amendments 
Update Lone workers/DSE and control 
of contractors 

01/10/16 Jim Higham/Stewart Else  Update committee acknowledgements 
and amended various sections to 
comply with separate FRA and added 
2015 amendments to appendices 

01/08/17-01/07/18   Added ground checks and full review 
Full review minor amendments to 
ground checks. Added 
Accessible/Disabled area 

29/06/19 Jim Higham/Stewart Else  See audit sheet dated290619 
20/06/20 Jim Higham/Stewart Else  Full review & Covid-19 Guidance 
04/05/21 Jim Higham/Stewart Else  Full review some minor section 

amendments for Ground Sec etc+ 
additional D+R for 
Steward/Hospitality/Commercial 
Manager. Review of all Fire RA 

13/06/22 Jim Higham/Stewart Else  Full review and new Supporters 
discipline section. Updated Committee 
members. Full H&S ground audit 
carried out 06/06/22 
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DUTIES AND RESPONSIBILITIES 
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DUTIES AND RESPONSIBILITIES 

 
CONTENTS 

 
 
 
2:1   Chairman 
 
2:2   Secretary 
 
2:3  Vice Chairman 
 
2:4  Club Safety Officer/Designate 
 
2:5  Ground Secretary 
 
2:6  Club/Bar Steward  
 
2:7  Hospitality Manager 
 
2:8          Ground Manager  
   
2:9   Commercial Manager          
 
2:10   Senior Committee Members 
 
2:11  Committee Member/Turnstile Stewards 
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RESPONSIBILITIES 
 

 
 
2:1    CHAIRMAN 
 
 

1 Ultimate responsibility for the application and implementation of the Club policy 
on Health, Safety and Welfare and the achievements of these objectives 
 

2 Assess the resources and training needs to fully comply with the legislation in 
conjunction with the Club Safety Officer 
 

3 Ensure that Health and Safety receives full consideration in: 
 
a  Stewarding 
 
b  Crowd Safety 
 
c  Emergency Procedures and Actions Plans 
 
d  Fire procedures 

 
4 Ensure the Committee and all volunteer workers are fully aware of their Duties 

and Responsibilities 
 
5 Set a person example 

 
6 Ensure the Club Health and Safety Policy is reviewed on a regular basis 

 
7 Ensure all Committee members are aware of and acknowledge MTFC Health and 

Safety Policy 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 

9 
 

 
RESPONSIBILITIES 

 
 

 
2:2     SECRETARY 
 
 

1 Directly responsible with the Vice Chairman for assisting the Chairman in his 
duties 

 
2 The general organisation of the Committee Members and Stewards in their 

responsibilities for Health Safety and Welfare within the Club 
 

3 Liaise with the Club Safety Officer or his Deputy to ensure Stewards/Committee 
members are aware of the responsibilities for complying with the Club policy on 
Health Safety and Welfare 
 

4 Set a personal example for Health Safety and Welfare 
 

5 Assist the chairman to ensure all committee members are aware of and 
acknowledge the Club Health and safety policy 
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RESPONSIBILITIES 
 
 

 
2:3     VICE CHAIRMAN 
 
 

1 Directly responsible to the Chairman and Club Secretary for ensuring that 
volunteer committee members comply with the requirements of the Club policy 
on Health safety and Welfare 

 
2 To accept the Chairman’s responsibilities for Health Safety and Welfare in his 

absence 
 

3 Ensure along with the Club Safety Officer the Club Policy on Health Safety and 
Welfare is reviewed on a regular basis 
 

4 Assist the Chairman and Secretary to carry out their duties in compliance with the 
Club Health and Safety Policy 
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RESPONSIBILITIES 
 
 

2:4   CLUB SAFETY OFFICER (OR IS DESIGNATE) 
 
 

1 Accountable to the Chairman and the Committee of the Club for ensuring 
compliance with the Club procedures on Health safety and Welfare 

 
2 Shall have direct access to the Chairman and Club Committee 

 
3 Shall be in attendance at a central control point during match days and shall be 

easily identifiable 
 

4 Shall be of sufficient competence and status and have authority to take 
responsibility to be able to authorise and supervise safety measures 
 

5 Shall give advice on training, remedial works, inspections, audits or other safety 
matters which may affect the Club’s competence with current legislation 
 

6 Ensure Stewards are briefed on their duties during ground use 
 

7 Ensure that sufficient staffing of stewards is available for Player, Spectator and 
Emergency Control 
 

8 Liaise with the local emergency services where deemed necessary for high profile 
ground usage 
 

9 Liaise with the Ground Secretary for implementation of Safety procedures prior 
and during ground use and where Emergency Procedures are to be implemented 
ensuring he is fully aware of his duties ( See 13 of Ground Secretary D&Rs) 
 

10 Shall be easily identified as the Ground Safety Officer. 
 

11 Along with the Chairman review and update the Health and Safety Policy and Fire 
Risk Assessments on an annual basis 
 

12 Ensure all volunteers are aware of their duties in particular with regard to Fire 
Prevention and Emergency procedures 
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RESPONSIBILITIES 
 
 

 
2:5   GROUND SECRETARY/HEAD STEWARD 
 
 

1 Ensure the ground is maintained in a condition which complies with statutory 
requirements ( See Page 20&25 of Procedures) 

 
2 Ensure all turnstiles are stewarded by competent persons 

 
3 Ensure that stewards are aware of their duties and responsibilities 

 
4 Shall be directly responsible to the Chairman/Senior Committee member 

 
5 Implement the Emergency Action Plan/Procedures when required 

 
6 Ensure all Fire Exits/Exits are clear and manned in the event of the Emergency 

Plan being activated and Emergency vehicles have clear access to the ground 
 

7 Ensure tunnel is in position at half and full time at the Players entrance to the 
dressing room 5 minutes prior to half and full time ( See 13 below) 
 

8 Ensure Pre/Post event checks are carried in compliance with Appendix 1 of the 
MTFC Fire Risk Assessments/Appendix 4 of this document 
 

9 Ensure all facilities such as toilets are open 
 

10 Ensure that all facilities  are secured where practicable at the end of the event 
 

11 Carry out additional tasks as requested by the Club Safety Officer 
 

12 Ensure that monthly Fire Extinguisher checks are carried out 
 

13 In the event of an incident ( emergency/crowd disturbance) he is to take the lead 
along with the Club Safety Officer in directing or controlling crowd safety 
 

14 Ensure that he or the Club Safety Officer contact the Emergency Services where 
required 
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RESPONSIBILITIES  

2:6   SOCIAL CLUB MANAGER/STEWARD 

1  The Social Club Manager/Steward performs functions that are vital to the smooth 
day-to-day operation of the Matlock Town Football Club Social Club.  He/She 
manages the planning, delivery, preparation and sale of alcoholic and non-alcoholic 
drink in an efficient, effective and friendly manner. 

2 The Club Manager/Steward reports directly to the MTFC Chairman and is expected to 
comply with any reasonable request from the Chairman or Committee 
 

3 Along with the Hospitality Manager he/she is committed to provide members visitors 
with an excellent standard of service cleanliness hygiene and hospitality 

4 Is well organised and able to manage his working time efficiently and effectively. 

5 Ensures there is sufficient and appropriate staffing available at all times.  Also 
ensures that volunteer staff are smart and presentable and able to engage well with 
their customers.  Is able to effectively supervise the work performed by volunteer 
staff. 

6 Ensures that all volunteers/staff fully understand their obligations under licensing 
legislation are aware of their duties and standards required for hygiene and 
cleanliness 

7 Ensures security measures such as successfully closing and locking doors and 
windows as well as setting the burglar alarm are consistently performed by all 
relevant staff. 

8 Adheres to the club’s fire procedures and ensures all appropriate staff have adequate 
fire related training.  Ensures all fire exits remain clear and easily opened.  Ensures 
fire doors remain closed. 

9 Assesses and continually monitors the health and safety aspects, maintenance 
requirements, hygiene and cleanliness of the club and detects and solves related 
current and potential problems. Carries out all relevant checks regarding Legionella 
Security and H&S  

10 Ensures that effective systems are in place to reconcile cash received with till roll 
totals on a daily basis.  Ensures cash is properly banked. 

11 Plans and manages the purchase of wet and dry stock.  Ensures sufficient stock is 
available at all times and that stock is in date and correctly rotated. 

12 Regularly reviews the product range to ensure it meets the needs of club members. 

13 Plans and implements an auditable stock control system and maintains appropriate 
records relating to: wastage, consumption, ordering and returns. 
 

14 Cleans lines from the cellar on a weekly basis before weekend trade begins. 

15 Responds promptly to matters raised by members or their guests.  Ensures that all 
issues are dealt with and that they are recorded for review by the committee. Keeps 
sensitive information confidential and informs the committee of matters requiring 
their attention. 
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RESPONSIBILITIES 

 
2:7    HOSPITALITY MANAGER 
 

 
1 The Hospitality Manager reports directly to the Club Chairman and works with the 

Club Steward to ensure smooth running of MTFC social club. 
 
2 Assist the Club Steward as required  
 
3 Meet Greet and Seat Corporate Guests  

4   Assist in the provision of food and drink before and after the game  

5 Assist in setting up of the tables in the bar prior to opening 
 

6 Ensure the Shorts bar shop and digital screens are set up   
 

7 Assisting with Table service and delivery of drinks 
 

8 Assist in the maintenance of a hygienic clean and tidy environment by collection of 
glasses cleaning of tables and general appearance 
 

9 Assist in managing volunteers by working with the Club Steward/Manager 
 

10  Ensure all literature is up to date and clearly visible when displayed 
 

11 Ensure all stock requirements have been addressed by regular reviews 
 

12 Working alongside the catering team assist in the provision of Player’s 
requirements  for food and drink during and after the game 
 

13 Ensure that any concerns are brought to the attention of the Chairman or a 
Committee member 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

15 
 

 
RESPONSIBILITIES  

 
 2:8    GROUND MANAGER 
 
1 The Ground Manager is responsible for the everyday upkeep and maintenance of    
   Matlock Town Football Club  
 
2 He reports to the Club Safety Officer and Club Safety Advisor 
 
3 He carries out weekly Ground inspections to determine any future works 
 
4 He maintains repairs and renews any areas of the ground that are deemed to be in               
need of renovation or repair 
 
5 He plans his work in accordance with all current Club and H&S requirements 
 
6 He orders any materials he requires to carry out minor the Ground Maintenance works 
 
7 He seeks funding approval for any major works from MTFC Committee 
 
8 In conjunction with the Club Safety Members he organises works parties to carry out 
any works requiring assistance 
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RESPONSIBILITIES 
 

2:9    COMMERCIAL MANAGER 
 

1 Report to the Chairman all sponsorship deals at the start of each season 
 

2 Report to the Chairman all sponsorship deals during the course of the season 
 

3 Report to the Chairman all Match Day sponsorship throughout the season 
 

4 Keep a record and account for all sponsorship deals for Matlock Town Football 
Club (MTFC)  
 

5 Create a relationship with all sponsors for all future sponsorship 
 

6 Liaising with the Chairman promote fund raising activities to enhance MTFC 
income streams 
 

7 Be a point of contact for all Sponsors and visiting Club directors on Match Days 
 

8 Working with the Hospitality Manager ensure Match Day hospitality runs smoothly 
 

9 Working with the Hospitality Manager ensure the safety and welfare of visitors is 
paramount 
 

10 Ensure all Sponsors and Visiting Directors are introduced to the Chairman 
 

11 Report to the Chairman any concerns that may arise with sponsors or visitors 
 

12 Be accountable to the Chairman for all sponsorship and fund raising activities 
 

13 Ensure all signs promoting sponsors are clear and maintained clean and 
prominent 
 

14 Ensure that all visitors are made welcome when entering the Ground and Social 
Club 
 

15 Ensure a nominated Committee Member is seated close to Visiting Directors  
 

16 Ensure a nominated alternate is available in your absence 
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RESPONSIBILITIES 
 
 

2:10    SENIOR COMMITTEE MEMBERS 
  
(As Designated by the Chairman and Club Committee with specific duties) 
 
 

1 Ensure the Ground Secretary/Stewards and Committee Members are fully aware 
of their Duties and responsibilities 
 

2 Shall be directly responsible to the Club Safety Officer (Match Days) and the Club 
Chairman 
 

3 Ensure in liaison with the Club Safety Officer that sufficient Stewards are 
available for Player Spectator Control and Emergency actions 
 

4 Ensure all duty holders are aware of their duties 
 

5 Ensure in liaison with the Ground Secretary and Safety Officer that First Aid posts 
are manned and adequately maintained and equipped 
 

6 In conjunction with the Safety Officer/Ground Secretary and Stewards implement 
the Emergency Action Plan/Procedures when required by taking control of the 
situation in implementing 
 

a Crowd Dispersal 
b Traffic Control 
c Emergency Vehicle access 
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RESPONSIBILITIES 
 

 
2:11   COMMITTEE MEMBERS/TURNSTILE/STEWARDS 
 
 

1 Shall be responsible to the senior committee Member/Ground Secretary 
 

2 Ensure that you are aware of your duties and responsibilities in particular the 
actions to be carried out in the event of the Emergency action Plan being 
instigated  

 
3 Ensure spectators are restricted to the parts of the Ground which are open for 

use and designated for specific supporters (Where away support is expected 
to be large segregated areas are normally designated as Causeway Lane side 
Including the Cyril Harrison Stand) 

 
4 Bring to the attention of the Safety Officer any problems prior during or after 

the ground use 
 

5 Be dressed so you are easily identifiable 
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      3 
 
 

PROCEDURES 
 
 

3:1 Prior to Match Day/Event 
 
3:2 Match Day Event Action by Designated Stewards/Committee 
 
3:3 Special Match Day Event Action by Designated Stewards/Committee 
 
3:4 Match Day Measures 
 
3:5 Action after Match Day Event 
 
3:6 Emergency Action Plan 
 
3:7 Access and Egress 
 
3:8 Fire Procedure/Plan 
 
3:9 Action on the Outbreak of Fire 
 
3:10 Fire Orders 
 
3:11 Training 
 
3:12 Record Keeping 
 
3:13 Social Club and Changing Room 
 
3:14 Accessible/Disabled Area 
 
3:15 Discipline: Dealing with Offensive and Unruly Spectators 
 
3:16 Employee/Volunteer Discipline Procedures. 
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PROCEDURES 
 

3:1    PRIOR TO MATCH DAY/EVENTS 
 
 

ACTION BY DESIGNATED COMMITTEE MEMBERS (GROUND SECRETARY) 
 
The following action is to be carried out before the match/event on match day/event 
days 
 

1 Ensure all exits and entrances are in good working order and have clear access 
and egress 

 
2 Ensure all warning systems are operational 

 
3 Ensure sufficient stewarding is available 

 
4 Ensue the Tea Bars have Fire and First aid Equipment 

 
5 Ensure turnstiles have sufficient staff to prevent crowd disturbances 

 
6 Ensure there is no build-up of combustible material accumulating in Fire Risk 

areas 
 

7 Ensure that checks are recorded showing date name and signature at Appendix 4 
prior to any Event 
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PROCEDURES 
 

MATCH/EVENT DAY 
 

3:2    ACTION BY DESIGNATED STEWARDS/COMMITTE MEMBERS 
 
The designated Stewards/Committee members are to ensure the following 
arrangements/actions are implemented on Match/Event days 
 
 

1 Car Park Area and Cricket Club entrance area are manned one hour prior to the 
kick off/start of the event 

 
2 Turnstiles are manned and spectators directed to designated areas (where 

necessary) 
 

3 Ensure any special arrangements deemed necessary are actioned 
 

4 Ensure you are dressed accordingly for ease of identification 
 

5 Ensure the barrier gates are in place at least 5 minutes prior to kick off and prior 
to half and full time to prevent spectators impeding players and officials leaving 
and entering the dressing rooms 
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PROCEDURES 
 

SPECIAL MATCH DAY ARRANGEMENTS 
 

 
3:3    ACTION BY DESIGNATED STEWARDS/COMMITTEE MEMBERS 
 
 
Where the Club foresees the possibility of large away support or the likelihood of crowd 
trouble the following extra remedial procedures are to be undertaken 
 

1 Inform local Police and Emergency Services prior to the event 
 

2 Specific designated turnstile for away supporters  
 

3 A minimum of two stewards to be outside the away supporters turnstile to 
control support and direct supporters 

 
4 Barrier in place once inside the ground to separate away supporters 

 
5 Minimum of two stewards positioned inside the ground to direct supporters to 

the ‘away supports area’ 
 

6 A notice to be placed in the local paper denoting the segregation for any 
particular match/event 

 
7 Where deemed necessary control the away supporters by allowing home 

support out of the ground prior to the away supporters 
 

8 Appendices 2 and 3 refer to Risk Assessments and Generic Safety Briefings 
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PROCEDURES 
 

3:4     MATCH DAY MEASURES 
 

Briefings: All Stewards will be briefed by the Safety Officer/Ground Secretary prior to 
any special Match Day (Appendices 2 and 3 refer) arrangements. Normal Match 
Day/Event Stewarding and duties are carried by Stewards with many years of experience 
thus omitting the need for Match Day briefings unless required by the Club Safety Officer 
 
STEWARD 1 
 
a Carry out action as per Match/Event arrangements 
 
b  Open and man Turnstiles up to 15 minutes past the start of the Match/event 
 
c Steward Area at Matlock Ford and Causeway Lane stand at close of Turnstiles 
 
d Open main gate at Causeway lane 15 minutes prior to conclusion of Match/Event 
 
STEWARD 2 
 
a  Carry out action as per Match/event arrangements 
 
b Open and Man Turnstiles 
 
c Steward Area from toilets to main stand and dressing room areas. Similar duties 

at half time/intervals 
 
STEWARD 3 
 
a  Carry out action as per Match Day/Event arrangements 
 
b Man Car Park area ensuring all cars are correctly parked and no cars are blocking 

access and egress 
c Steward the area from the main stand to the front of the Social Club to the 

cricket ground 
 
STEWARD 4 
 
a  Carry out action as per Match/Event arrangements 
 
b Open and Man Turnstiles 
 
c  Close turnstiles 15 minutes after start of Match/Event and Steward area on 

Causeway Lane Stand to the Cricket Ground area 
 
STEWARD 5 
 
a  As per Steward 2 
 
b Traffic control in event of Emergency at Cricket Ground gate 
 
STEWARD 6 
 
a  As per Steward 4 
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3:4 (cont) 
 
b Traffic control in event of Emergency at Causeway Lane Main Gate 

 
 
 

ADDITIONAL STEWARDS  
 

Where additional Stewards are required by and for certain Match’s and Events the 
Club Safety Officer/Deputy/Committee Member will hold specific briefings on the 
requirements of the day 

 
BRIEFINGS 
 

As stated all Stewards will be briefed by the Club Safety Officer/Ground Secretary 
prior to any special Match Day arrangements. Normal Match Day/Event 
Stewarding and duties are carried by Stewards with many years of experience 
thus omitting the need for Match Day briefings unless required by the Club Safety 
Officer 

 
STEWARDS GENERAL 
 
a  The Club Safety Officer is to ensure all Stewards are fully aware of their duties 
 
b Stewards are to be aware of any crowd problems within the Ground by constantly 

patrolling the areas identified in their duties. 
 
c Stewards are not to get involved in physical problems individually with the crowd 

but arrange for further assistance from other Stewards and the Club Safety 
Officer 

 
d All Stewards are to ensure they are fully conversant and understand the 

requirements of the Clubs Action Plans on Fire and Emergency 
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PROCEDURES 
 

3:5    ACTION AFTER THE MATCH/EVENT 
 
 
STEWARDS/COMMITTEE MEMBERS (GROUND SECREATARY) 

 
 
 

1 Ensure that a visual check and inspection of all stands and spectator areas toilets 
etc for Damage, Fire or unusual matters that may need further investigation 

 
2 Ensure that all Tea Bars have disconnected all electrical appliances and are 

switched off where required 
 

3 Where necessary attend a de-briefing meeting with the Club Safety Officer or his 
designated Deputy to improve or action any areas of responsibility 
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PROCEDURES 
 

3:6    EMERGENCY ACTION PLAN 
 

 
The Emergency services are to be made aware of any Match/Event where there is 
a likelihood of the Grounds reaching its capacity. 
 

a Fire 
         b Police 
         c Ambulance 
 
The following Emergency Action Plan is to be actioned and implemented in the 
event of an Emergency such as Fire, Serious Injury or illness to either Player or 
Spectator or a serious structural failure 
 
1 Contact the Emergency Services 
2 Main Gate at Causeway Lane Opened – Steward 1 
3 Matlock Green Gate Opened – Steward 2 
4 Cattle gate to Cricket Club Gate Opened – Steward 3 
5 Crowd dispersed to Assembly Area* – Steward 4 (Manned) 
6 Ensure access and egress to all at Serials 2-5 above is clear and accessible 
7 Club Safety Officer/ Head Steward/Senior Committee Member to assume 

control of incident and implement Crowd and Traffic controls – Stewards 
5&6 

8 Assembly Areas* and routes to be clearly defined 
9 Audio to detail assembly areas/exits prior to match/Event and also 

inserted on Match Day/Event programmes 
10 This Action Plan should be tested at the start of each Season and at as a 

minimum once per year for Event purposes 
 
 
*The Main Assembly Area in the event of any Emergency will be the Centre Circle of the 
Football Pitch where Stewards will direct Supporters/Players/Staff etc 
 
From the Assembly Area Stewards will direct Supporters/Players/Staff etc to a Place of 
Safety e.g.: Through the Gates at the Cricket Ground end to the Cricket Pavilion/Cricket 
exit 
 
Where only the Social Club is in use all staff and occupants should assemble at the 
Assembly Area at the Cricket Pavilion. 
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PROCEDURES 
 
 
3:7      ACCESS AND EGRESS 
 
 

1 The Frontage of the Main Stand is to be clear at all times as denoted by the 
spectator identification markings in Yellow 

 
2 Car Parking is to be restricted to the area at the rear of the Social Club and 

where required on the Cricket Ground area 
 

3 Emergency exits at Causeway Lane/Matlock Ford Gate/ Causeway Lane Gate 
and the Cricket Club Gate are to be identified and clearly sign posted 

 
4 The Main Stand gangways are to be kept clear at all times. 

 
5 The entrances to the Players and Officials tunnels are to be kept clear at all 

times and gates positioned at the Main Stand Crossover prior to Players and 
Officials entering the field of play at the beginning and at Half and Full times 
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PROCEDURES 
 

FIRE 
 
 
3:8     FIRE PROCEDURE/PLAN 
 
 

1 Fire Exits at the Main Ground complex will be identified  as Emergency exits 
 

2 The Main Stand is ensure all gangways are kept clear for Fire/Emergency Exits 
 

3 Tea bars are to be fully equipped with Fire Fighting equipment 
 

4 Fire equipment is to be maintained in good order and thoroughly tested and 
examined on annual basis. 

 
5 Monthly inspections of Fire Points and Exits are to be carried out and recorded 

 
6 A monthly check by the Ground Secretary is to carried out and recorded of the 

Fire Extinguishers serviceability 
 

7 Tea Bars and Main Office are to display ‘Fire Point’ signage 
 

8 All Fire Exits are to be kept clear and monthly checks are to ensure that these 
are exits are not blocked by any build-up of rubbish or materials 

 
9 Access to Fire Points and Exits is to be maintained clear at all times 

 
10 The Fire Action Plan ‘Action on the outbreak of Fire’ is to be clearly displayed 

at Fire Points, Entrance to the Social club and corridors to the Toilet areas 
 

11 Specific areas are designated as Smoking Areas 
 

12 Fire Risk assessment have been completed 
 

13 Assembly areas  are to be clearly identified and maintained clear 
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PROCEDURES 
 

3:9    ACTION ON OUTBREAK OF FIRE 
 

 
1  Discovery of a Fire 
 

The rapid control of a Fire depends on entirely on the speed with which the 
alarm is raised and emergency services are involved 

 
 2 Action to be taken 
 
  a by persons discovering the Fire 
 
   i  Shout- Fire-Fire-Fire 
   ii  Sound nearest alarm 
   iii Fight Fire with appliances - ONLY If Safe to Do So 
   iv Call emergency services 
 
  b by remainder of Stewards/Committee 
 
   i  Assemble crowd in orderly fashion at Assembly Area  

(Centre Circle) or if only Social Club in use at the 
Cricket Pavilion 

   ii Senior Committee Member account for staff 
   iii Ascertain where possible crowd numbers 
   iv  Senior Committee Member speak with Emergency services 
   v  
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PROCEDURES 
 

3:10     FIRE ORDERS 
 
 

1 Fire Procedures 
 
i The prevention of Fire is the responsibility of all staff. 
ii Fire can be prevented by common sense and good self-discipline 
iii Social Club Staff and Stewards are to be aware of these procedures 

 
 
     2      Smoking 
 
     i Only designated smoking areas are to be used 
     ii No Smoking signs are to be displayed in No Smoking areas 
 
 
    3     Electrical Appliances  
 

All electrical appliances are to be tested and examined in compliance with 
current legislation 

 
 

4     Fire Exits and Alarms 
 

    i Fire Exits are to be clearly marked and free and clear of all obstructions 
    ii Fire Alarms are to be clearly marked and tested on annual basis if 

electrically operated or monthly if manual 
   iii Checks on Fire Exits and Alarms are to be recorded 

 
 

5    Fire Drills 
 

i Fire Drills are to be carried out at the start of every season and at least 
once during the season 

ii Fire Drills are to be Recorded 
 
 

6 Fire Extinguishers 
 

   i to be tested annually 
   ii to be checked monthly and recorded 
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PROCEDURES 
 

3:11     TRAINING 
 

 
1 The Training of Stewards, committee members and Volunteers in Stewarding 

Crowd controls, First Aid, Fire Procedures shall so far as is reasonably 
practicable be a major priority for Matlock Town Football Club 

 
2 Training should be carried out prior to the start of the season and at least   

once during the season ensuring social club staff are also part of the training 
programme 

 
3 High Priority/Special Matches and Events may need specific training 
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PROCEDURES 
 

3:12     RECORD KEEPING 
 

 
The following records are to be kept 
 

1 Attendance records 
 

2 All Inspection/Testing and Examinations of 
 

a Fire Equipment 
b Fire Drills 
c Emergency Procedures and assembly areas 
d Amenities 
e Electrical equipment 
f Accident Reporting 

 
 

3 Any accident or reportable incident as per RIDDOR to be reported and 
recorded 

 
4 All major accidents are to be reported to the DDDC 

 
5 All training of staff is to be recorded 

 
6 All liaisons with Emergency services 

 
7 The annual review of this policy where reasonably practicable 

 
8 Records of all checks as required by this policy 
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PROCEDURES 
 

3:13    SOCIAL CLUB and CHANGING ROOMS 
(See Also Appendix 5) 

 
 

1 Prior to any EVENT* a Member of the Committee/Club Steward/Bar Staff are 
to carry out the following checks 

a Ensure Fire Escapes are clear and easily accessible 
b Ensure all Fire Escape routes are clear 
c Ensure all entrances and Exits are clear of clutter 
d Ensure Fire Fighting Equipment in place and accessible 
e Ensure there are no trailing leads causing trip hazards 
f Visually check all electrical appliances for serviceability 
g Record Date and Sign all checks on forms Appendix 4 and 5 

 
2 Post EVENT* a Member of the Committee/Club Steward/Bar Staff are to carry          

out the following checks 
a Ensure paras 1a-1e above are repeated 
b Ensure all electrical equipment is turned off where practicable 
c Ensure any gas appliances are turned off where practicable 
d Ensure the area is secured on leaving 

 
3 All Pre and Post EVENT* checks are to be recorded dated and signed on 

Appendix 4 and 5 Pre and Post Event check  
 
4 A member of the committee/Club Steward/Bar Staff are to carry out Pre 

EVENT* and Weekly fire checks are to be carried out recorded dated and 
signed on Appendix 5 prior to any event and are to include Fire Escape routes 
Emergency Exits Fire Alarm Checks. 

 
5 A member of the committee is to carry out Pre and Post checks within the 

Players/Officials Board Room and Laundry facility prior to a Match Day Event 
which should include checking of any electrical appliances for serviceability 
and any SHARPS concerns managed safely 

 
 
 
 
 
 
 
EVENT*: An EVENT is categorised as any Football Match or Social Gathering where 
Matlock Town Football Club (MTFC) have provided the use of the MTFC facilities 

 
 
 
 
 
 
 



 

34 
 

 
 
 
 
 

PROCEDURES 
 
 

3:14    ACCESSIBLE/DISABLED AREA 
 

1 The Accessible/Disabled area is located at the Tarmac Stand area 
adjacent to the accessible/disabled toilets 

 
2 The area is ramped for wheelchair access 

 
3 The area is protected  by galvanised steel barriers and gives good 

all round pitch views  
 

4 Smoking will be allowed in this area for disabled supporters 
 

5 MTFC Stewards maintain closely monitored checks of the area 
during matches 

 
6 MTFC Stewards check the area is suitable and in good order prior to 

the start of each match 
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PROCEDURES 
 
 3:15    Discipline 
 
   Dealing with Offensive and Unruly Spectators 
 
 
Matlock Town Football Club will not accept any Foul or Abusive Language Threatening 
Offensive Unruly or Discriminatory behaviour (See also Appendix 9 Dealing with Abuse 
Protocols) from spectators in any format be it to other Spectators Players or Matlock 
Town Football Club Stewards or Committee Members 
 
Where this behaviour has been identified and in accordance with Ground Regulations 
8/9/10 and 26 the following action are likely to take place: 
 
 
1 Racial, homophobic or discriminatory abuse, chanting or harassment is strictly 
forbidden and will result in arrest and/or ejection from the Ground. The Club may impose 
a ban (including, but not limited to, a ban for one or more Matches) and/or the removal 
of season ticket(s) for any such behaviour (Ground Regulation 9) 

2 The use of threatening behaviour and/or foul or abusive language is strictly forbidden and will 
result in arrest and/or ejection from the Ground. The Club may impose a ban (including, but not 
limited to, a ban for one or more Matches) and/or the removal of season ticket(s) for any such 
behaviour. (Ground Regulation 8) 

3 At all times whilst present in the Ground, persons must comply with any and all instructions and 
directions of any steward or officer of the Club, any police officer or any officer of any other safety 
service. Failure to comply with any such instruction or direction may lead to the refusal of entry to, 
or the immediate ejection from, the Ground. (Ground Regulation 26) 

4 The following acts are arrestable offences under the Football (Offences) Act 1991, as amended: 
The throwing of any object within the Ground without lawful authority or excuse; The chanting of 
anything of a racist, homophobic or discriminatory nature; and entry onto the playing area or any 
adjacent area to which spectators are not generally admitted without lawful authority or excuse 
(Ground Regulation 10) 

5 Where any of serials 1-4 above have occurred then immediate action is to be taken by the Club 
Safety Officer Chief Steward and Stewards 

6 Where Offenders have been identified it will then be a committee decision on the enforcing of the 
type of action to be taken in the short or long term 

7 Once the Committee have reached a decision (which must be swift) letters must be sent to 
offenders stating the action the Club has taken 

8 Where offences are Alcohol related then a pragmatic approach should be taken however where 
the offender(s) become threatening or abusive then all rules are to be immediately applied 

Note: Appendix 11 Covers Sanctions which may apply to any of the paragraphs stated above 
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PROCEDURES 

 
 

3:16    EMPLOYEE/VOLUNTEER DISCIPLINE PROCEDURES 
 
Matlock Town Football Club (MTFC) are aware of current legislation regarding 
confidentiality of information be it Social Media, Information Technology, Mobile Phone or 
any other means of passing on private and personal information 
As well as the Health and Safety at Work Act 1974 which includes MTFC providing a Duty 
of Care for all Employees and Volunteers The General Data Protection Regulation(GDPR) 
and The Data Protection Acts 1988-2018 clearly state the need for securing personal or 
private information 
The aim of this legislation is to provide a legal framework for keeping everyone’s 
personal data safe which includes all forms of contact information and to have robust 
procedures in place for the storage and handling of personal information as well as 
disciplinary procedures 
It is therefore of paramount importance that MTFC have procedures in place to ensure 
that all legal requirements are implemented and where there is breach of confidentiality 
be deliberate malicious or accidental that those individuals are disciplined as any breach 
can be classed as gross misconduct. 
The following disciplinary measures will be implemented where it is found a breach of 
confidentiality has occurred 
 

 
1 The Chairman will set up a panel of three Committee members to investigate the 
breach 
 
2 The Chairman will nominate a Chair for the panel 
 
3 The panel will convene within 7 days of the known breach. 
 
4 The panel will interview the individual to determine how/why the breach happened 
 
5 The Chair of the panel will report back to the Chairman with 7 days of the panel sitting 
 
6 Once the Chairman has reviewed the panel decision the following option of disciplinary 
measure may be implemented dependent on severity of breach 
 
 a Deliberate Act : Life ban from MTFC/Loss of employment/Loss of Status 
 
 b  Deliberate Act: 3 month suspension from MTFC/Loss of Status 
 
 c  Accidental Breach: Verbal Warning 
 
 d Accidental Breach: Written warning (repeat offender) 
 
 e Repeated Breach’s: As serial a/b above 
 
7. It is a requirement of MTFC that all Employees and Volunteers that may have access 
to confidential personal information carry out the online GDPR training. 
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APPENDIX 1 
 
 

EMERGENCY PROCEDURE/EVACUATION 
 

Matlock Town Football Club have a detailed Emergency Action Plan and Fire Procedure in 
place should the need arise. 
 
These Emergency Plans and Fire Procedures are tested at the start of each new season 
and on a regular basis throughout the year where consideration is given to the use of the 
Social Club and other Ground usages. 
 
The Emergency Alarm is the same for any emergency and is tested on a regular basis 
and Emergency Procedures are clearly defined prior to the start of a match 
 
Loudspeakers are located at the main stand and but at various locations around the 
ground so any Alarms can be clearly heard 
 
In the event of an emergency requiring an evacuation of the Ground or certain parts of 
the Ground an announcement will be made over the loudspeakers and dependent on the 
areas to be evacuated Stewards will direct spectators and staff to areas of safety away 
from danger. (Assembly Area Centre Circle if safe to do so) 
 
All spectators and staff should be asked to respond calmly but as quickly as possible to 
the areas directed by the Stewards. 
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APPENDIX 2 

 
 

MATLOCK TOWN FOOTBALL CLUB (MTFC) 
 

RISK ASSESSMENT 
 

SPECIFIED POTENTIAL HIGH RISK MATCHES 
 
 

SERIAL  HAZARDS PERSONS AT RISK CONTROL MEASURES REMARKS 
 
1 

 
Suitability of The Reynolds Stadium 

 
Supporters 

The Stadium is adequately equipped with 
seating for over 350 supporters and standing 

for the remainder 

Capacity 2316 
As at Aug 2014 

 
2 
 

 
Entrances and Exits 

 
Supporters 

Entrances and Exits are manned at all times 
prior, during and after the game by stewards 

and volunteers of MTFC 

 

3 
 

 
Means of Escape 

Fire and Emergency 

 
Supporters and Staff 
Surrounding areas 

Exits are clearly identified along with a large 
assembly area at the cricket pitch end of the 
stadium. Stewards are briefed prior to the 

start of each match re MTFC H&S Procedures 
(Currently under review) 

 

 
4 

 
Special Needs 

 
Special Needs 

 Any supporter be it home or away requiring 
assistance or viewing area will be 

accommodated by MTFC 

 

 
5 

 
Toilets/Information Points 

 
Supporters 

Toilets facilities are clearly marked and 
identified along with the information point 

adjacent to the refreshment bar next to the 
main stand 

 

6 First Aid Arrangements Supporters and Staff First Aid Stations are clearly identified within 
the Stadium along with trained First Aid 

Stewards 
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7 

Emergency Services Access Supporters/Staff and 
Players 

Surrounding Areas 

Emergency arrangements are in place where 
access to Stadium is accessible via the Cricket 

Ground Entrance and the Main entrance 
 

 

8 
 

 
Excessive Crowds 

 
Supporters 

Large Crowds up to 1300 have been the norm 
on several occasions during the past several 

years although plans were in hand for 1300 so 
the stewards are experienced with large 

crowds 

 

9 Stewarding Supporters/Staff and 
Players 

MTFC employs numerous Stewards and has its 
own Safety Officer. Extra Stewards are hired 

from professional eventing companies and the 
Local Police Authority is advised on the 

potential crowd concerns. The MTFC safety 
officer briefs all stewards  up to 30 mins prior 

to the game commencing 

Task are delegated 
by the MTFC SO to 
the Chief Steward 

and Stewards 

10 Segregation Away Supporters Because of the Stadium layout it is difficult to 
segregate home and away supporters however 

Stewards are briefed prior to games where 
excessive crowds (1300) are expected 

 

11 Crowd Management Supporters/Staff and 
Players 

Roles and Responsibilities are clearly defined 
on each Match Day with these Roles and 

Responsibilities extended where excessive 
crowds are expected and planned for 

 

12 Existing Procedures Supporters/Staff Current procedures and the implementation of 
extra policing and extra stewarding are 

deemed sufficient for the management of 
crowds within the Reynolds Stadium 

 

13 Alcohol Supporters Alcohol is on sale inside the ground from the 
MTFC Social Club. Supporters are only allowed 
to take alcohol outside in plastic containers.  

This is controlled by stewards at the entrance 
to the social club area 
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APPENDIX 3 

 
 
 

Matlock Town Football Club 
 

Generic Safety Briefing Document 
 

Matlock Town v TBC 
 

Day-Date-Time 
 
 
 

Attendance  At this time there are no numbers known and TBC could not 
estimate any on Date/Time. 
 No Intelligence details have been made available to MTFC regarding any “troublesome 
elements” - from local Police.    
 
Risk Elements  
 
Consideration has been given to ALL persons attending the match which includes all 
Players, Officials, Staff and Supporters from both Clubs as well as the Stewards on Duty 
both inside and outside the Ground itself. Details of any actions deemed necessary are 
outlined in the Risk Assessment document specific to this event. 
 
Access 
 
All turnstiles will be manned and open to both sets of spectators. Stewards will be 
available in this area to deal with any “undesirables” should this be necessary. 
 
REMINDER – NO ALCOHOL WHATSOEVER TO BE BROUGHT INTO THE GROUND 
 
Segregation  TBC 
 
STEWARDS.  
  
It is intended to use fully trained and experienced Stewards wearing approved fluorescent 
jackets to deal mainly with the travelling supporters.  
The main exit gates by the turnstiles will be manned/opened by 
  
MTFC Steward -------- at the usual times. 
 
1 Steward are to be deployed to the MTFC Car Park to assist with parking of TBC Officials 
vehicles AND to monitor anyone attempting to gain access to ground via Cricket Club area. 
All other Stewards to be deployed around the ground with four specifically detailed to 
Players entrance/Pitch access area. 
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Security of Match Officials. 
 
MTFC Steward (     ) is allocated to the Players entrance area but with a specific brief to 
Escort the Match Officials off the pitch both at half time and full time. If appropriate, he 
will be assisted by other Stewards should it be deemed necessary. MTFC Club Secretary -
--------- will ultimately make any decisions in this regard. 
Should there be ANY kind of incident that requires the attendance of ANY of the Emergency 
Services, this will be done solely by MTFC Official -------. This will save any confusion as 
to who is doing what. He will also contact ------- (MTFC Club Ch. Exec) and keep him fully 
appraised of the incident at all times. 
 
 
 
Alcohol Policy As stated above, NO ALCOHOL will be allowed to be brought into the 
Ground and will be only and exclusively served inside the Social Club. Allocated Stewards 
deployed here will be extremely vigilant and will robustly yet politely enforce the Rules. 
 
Post-game As is normal at our Home matches, the visiting Directors will be invited 
into the Boardroom for refreshments both at Half Time and Full Time. Visiting Players 
and Coaching Staff will be invited into a segregated area of the main Social Club – again 
for refreshments after Full time. 
The match Officials will also be invited into the Boardroom after the game but this will 
usually be some 30/40 minutes after full time. 

 
Emergencies. 

 
In the event of a major incident where Evacuation is required, Stewards will generally 
assemble the crowd and staff etc in the Centre Circle prior to dispersal below :- 
On the Causeway Lane side, evacuate via the Turnstile end Exits (Blue Gates), the 
ramped Exit at the opposite end of the Stand and the wooden gate in the fence at the 
Cricket Club end of the ground.  
On the Main Stand (Twigg Stand) side, again use the Main Exit (Blue Gates) at the 
Turnstile end and the Exit at the Social Club end – down the steps and through the 
wooden gate in the fence onto the Cricket ground 
All FIRE EXITS to be manned by a minimum of TWO Stewards should an Evacuation be 
necessary in order to assist anyone to safely leave the ground in a safe and orderly 
manner. 
EMERGENCY Services will be met by MTFC Steward -------- (local knowledge) and 
directed accordingly. 

 
ALL STEWARDS ARE TO MEET ASAP AFTER THE GROUND IS SUCCESSFULLY AND 

SAFELY EVACUTED ON THE CRICKET CLUB CAR PARK to be De-briefed. 
  

 
Time/Date of Briefing............................................ 
 
 
SIGNATURE.......................................S. Else   MTFC Briefing/Safety Officer 
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Appendix 4 

 
 

MATLOCK TOWN FOOTBALL CLUB 
 

FIRE AND EMERGENCY PROCEDURES 
 

PRE EVENT/MATCHDAY EXTERNAL CHECKS 
 
 

The Pre Event checks are to be carried out by the Ground Secretary or a nominated 
member of Matlock Town Football Club. He/she is to check all the areas including 
surrounding areas specified below to ensure that these area are free of any suspicious 
items all fire exits are clear and access around these areas is clear and report any 
damage 
 
Name:…………………………………………      Date of: Check:…………………………………………………… 

 
LOCATION Comments/OK 

 
Cyril Harrison Stand 

 

 
Club Shop 

 

 
Metal Container Area 

 

 
Tarmac Stand/Disabled Area 

 

 
Gents toilets 

 

 
Tea Shop 

 

 
Ladies & Disabled Toilets 

 

 
First Aid Room 

 

 
Twigg Stand 

 

 
Changing Room 

 

 
Fire Exits 

 

 
Players Tunnel 

 

 
Turnstiles Area 

 

 
All Waste Bin’s 

 

 
Dug Out 
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Appendix 5 

 
 

MATLOCK TOWN FOOTBALL CLUB 
 
 

Additional Duties and Responsibilities of the Steward/Barman 
 

 Under the guidance of the Vice Chairman the Steward/Barman is to ensure the following 
duties and actions are carried out 
 
1 Ensure the bar is well stocked for all events 
2 Ensure all bar staff are aware of their duties both serving and in an emergency 
3 Ensure all white goods are cleaned on a regular basis ensuring that where required 
which may include areas of weekly cleaning 
4 Carry out weekly and where required pre event Emergency lighting checks Smoke 
alarm test and Fire Alarm test and complete the forms indicating checks have been 
carried out 
5 Remove all chains from Fire Doors and replace on closing the Social Club 
6 Ensure no vehicles are blocking the Fire Exits 
7 Ensure all areas of the bar including passage ways and are clean tidy free of slips and 
trip hazards and are maintained clear 
8 Ensure that all cellar areas are cleaned including pipes on a regular basis 
9 Ensure any customer becoming abusive or violent are refused alcohol and stewards are 
contacted 
10 Ensure that pressurised systems are inspected by a competent engineer on a regular 
basis (normally every 5 years) 
11 Ensure PAT is carried out on a regular basis 
12 Ensure any hazardous substances comply with the COSHH Regulations 
Contact the Club Safety Officer for ant concerns 
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Appendix5 (cont)       Bar Steward Checks 
 

1 Emergency Lighting checks are monthly or Evening Pre event  
2 Smoke alarms are monthly or Pre Event 
3 Fire Alarm/Fire Panel tested monthly or Pre Event 
4 Fire Doors Unchained and operative for events 
5 White Goods Clean and Hygienic 

 
Checks Req White Goods Emergency 

Light 
Smoke Alarms Fire 

Alarms/Panel 
Fire 

Points/Doors 
Remarks 

Type Visual Visual/Test Test Test Visual  
 

Date 
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Appendix 5 (cont) FIRE PREVENTION CHECKS SOCIAL CLUB/CHANGING ROOMS 
 

The Pre Event Social Club checks are to be carried out prior to the Social Club being used 
for an event including Evening entertainment by Bar Steward or a nominated member of 
Matlock Town Football Club. He/she is to check all the areas including surrounding areas 
specified below to ensure that these area are free of any suspicious items all fire exits 
are clear of any obstructions internally and externally and access around these areas is 
clear 
 
Name:………………………………………………    Date of Check:…………………………………………………… 
 
 
 
 
 
 

 
 

PRE EVENT 
 

Comments/OK 
 

All Fire Exits are clear externally and internally 
 

 
Clear all packaging/paper from potential hazards ensuring all 

access areas are clear 

 

 
Ensure that chains are removed from Fire Doors 

 

 
Ensure the Fire assembly Point is freely accessible 

 

 
Ensure Fire Exit signage is displayed 

 

 
Ensure all Fire Extinguishers are in place 

 

Ensure a general safety briefing is carried out noting fire exits and 
assembly point 

 

 

 
POST EVENT 

 

Ensure all doors and windows are secure  

Ensure all lights except any security lights are turned off 
 

 

Ensure all electrical appliances that can be turned off are turned 
off without compromising goods e.g.; coolers/fridges  

 

 
Check all waste bins are free from any potential fire hazards. 
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Appendix 6      

MATLOCK TOWN FOOTBALL CLUB 

RULES FOR CONTRACTORS CONTROL PROCEDURE  

1 Contractors working within the confines of Matlock Town Football Club (MTFC) are nominated 
contractors who have been listed as competent contractors (Note 1) 

2 However contractors working within the confines of Matlock Town Football Club (MTFC) are to 
ensure the following on an annual basis (Note 2): 

 a They produce copies of Employers/Public Liability Insurance 

 b They produce certificates of competency where required such as Gas Safe documentation 

 c They produce proof of PAT where required 

d. Where any major construction work is undertaken Contractors are to comply with all 
current Health and Safety legislation such as Construction and Environmental Plans 

  

3 Contractors are to produce where a Risk has been identified Safe Systems of Work by Risk 
Assessment. 

4 There may be a need where works of a High Risk nature have been identified to employ Specialist 
Contractors to carry out these works such as works on roofs where there may be a presumption of 
Asbestos or general Work at Height. 

5 All Contractors are to report to the Office (Mon-Thurs. 0900-1130) for instructions of works and 
works areas or are to arrange timings with a member of the MTFC committee if outside the office 
works hours. 

6 Contractors reporting to the Office are to sign the Contractors Log in Book which confirms 
attendance and awareness of MTFC Contractors Procedures 

 

Note1: A list of competent contractors used on a regular basis by MTFC is held by the MTFC Safety 
Officer 

Note2: Contractors listed by MTFC are to provide documentation annually that they comply with the 
requirements of serial 2a/b/c. (Normally a letter headed paper, signed and dated) 
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Appendix 7      

MATLOCK TOWN FOOTBAL CLUB 

LONE WORKER PROCEDURE 

1 Matlock Town Football Club (MTFC) has only one part time employee all others are volunteers 

2 Volunteers generally arrive to assist whenever they have time, such as Grounds men Barmen and 
general assistance. 

3 In general there may well be some 2-6 volunteers within the confines of the Ground at any one 
time 

4 The part time employee is employed in the Club Shop where she is technically a Lone Worker 
Monday to Thursday 0900- 1145. 

5 To try to ensure she and others are not alone within the confines of the Ground all Committee 
Members and Volunteers are to ensure they visit the Club Shop prior to works being undertaken 
giving details of the works and how long these tasks are likely to take so that she and others are 
aware that there are individuals to assist in the event of an emergency and she is aware of the 
volunteers works in the event of the volunteers needing assistance 

6 She is also aware of the Emergency Services number and Committee members contact details in 
the event of an emergency 

 

** It is recommended that a lockable counter barrier is fitted at the right hand side of the counter to 
prevent easy access to the office area. 
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Appendix 8      

MATLOCK TOWN FOOTBAL CLUB 

DISPLAY SCREEN EQUIPMENT (DSE) ASSESSMENT 

 

1 A DSE Assessment was carried out on 26 February 2015 at the Club Shop Matlock Town FC 

2 The completed form part of indg36 (rev4) is attached 

3 The user was generally satisfied with the risk factors associated with DSE equipment 

4 A foot rest is however requested 

 

Declaration:  I am generally happy with the Keyboard, Furniture and Working Environment once 
item 4 has been actioned 

 

Name: 

 

Signature: 

 

Dated: 

 

Review Date: 
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Appendix 9      
 

MATLOCK TOWN FOOTBALL CLUB 
 

DEALING WITH ABUSE PROTOCOLS 
 
 
The Football Association has produced two Protocols for dealing with abuse aimed at: 
 
1 Protocol for dealing with Abuse aimed at Players Managers or Match Officials by 
Spectators 
In essence this Protocol deals with discriminatory behaviour by spectators at football 
matches with home club safety officer’s stewards and management/committee members 
responsible for monitoring reporting and acting on abuse from spectators. 
This Protocol applies specifically where incidents are heard or witnessed by player’s 
managers or match officials on the pitch. It aims to ensure that racist homophobic or 
other abuse directed at player’s managers or officials is effectively addressed and that 
participants feel protected 
 
2 The second Protocol is for dealing with Offensive/Abusive language involving 
discriminatory comments made by or addressed to players whilst on the field of play by 
other participants or non-participants. If the match officials are made aware of 
allegations or hears comments from participants or non-participants relating to 
comments involving race ethnic origin colour nationality religion or belief gender sexual 
orientation disability the Match Officials have been given various Protocol instructions to 
deal with these comments 
 
3 Full details of details of these protocols are available on the FA FOR ALL website and 
KICK IT OUT website 
 
4 These Protocols are to be referenced to match official’s stewards and spectators in pre 
match briefings and spectator safety information 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

50 
 

 
 

 
 

Appendix 10 
 

MATLOCK TOWN FOOTBAL CLUB 
 

ROLE OF THE STADIUM ANNOUNCER  
 

1. The Stadium Announcer (SA) is also a Committee member 
2. The SA is an important member of the Match Day Team 
3. Not only is he the voice of the Club for team news but also various other specific 

areas 
4. The SA details the Clubs specific safety requirements such as assembly areas just 

prior to kick off. 
5. The SA will announce of the winner of the 50/50 draw 
6. Announcing Match Day sponsors 
7. Welcoming away supporters and away committee members 
8. From his elevated view the SA is also the eyes of the Club during match day and 

can direct Stewards to any concerns that they may be unaware of. 
9. Ensuring that in the event of an emergency supporters are aware of emergency 

procedures and assembly areas 
10. On conclusion of the game the SA will continue to monitor the ground whilst 

supporters exit the ground 
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Appendix 11   Matlock Town Football Club. 
Official Club Sanctions. 

       Offence. Cat 1. 
1. Drunkenness in / around the ground. 
2. Failure or refusal to follow stewards or club official’s instructions. 
3. Attempting to or entering ground in possession of alcohol or offensive weapons 

Sanction 
 
Written warning.  
 
Offence. Cat 2. 
 
1. Multiple Cat 1 level offences. 
2. Non-discriminatory abusive behaviour including using foul and abusive language or 

offensive chanting. 
3. General disorderly behaviour.  
4. Use or possession of prohibited item(s) (Cat 1 Serial 3) 

Sanction. 
 
Discretionary ground ban up to 2 full season’s dependant of severity of offence.  
 
Offence Cat 3. 
 
1. Multiple repeating of Cat 1 or 2 offences.  
2. Damaging property. 
3. Pitch encroachment. 
4. Arrested at a home match. 
5. Possession / use of pyrotechnics. 

Sanction. 
 
Minimum 2 full season ground ban to indefinite suspension dependant on severity of 
offence. 
 
Offence Cat 4. 
 
1. Multiple repeated Cat 1,2 or 3 offences. 
2. Violent or aggressive behaviour towards supporters, staff, Police Officers or other 

emergency workers with in the ground. 
3. Racist, homophobic or discriminatory language or behaviour (including sexual 

harassment) as well as indecent or offensive chanting. 
4. Missile throwing either onto the playing area or elsewhere in the ground. 
5. Use of or possession of illegal drugs. 
6. Assault. 
7. Any other illegal / criminal activity. 
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Appendix 11 (cont) 
 
Sanction. 
 
Minimum 3 full season ground ban up to an official life time ban dependant on severity 
of offence. 
General 
 
This list is not exhaustive. It is a minimum guide line only. Matlock Town Football Club 
retains the discretion to impose alternative but more severe sanctions depending on 
the circumstances. 
The sanctions are also dependant on any other investigation and or sanction imposed 
by third parties such as the Police or FA.  
All sanctions are subject to an appeals process. Following an offence the Club will 
determine the sanction to be imposed and will communicate the sanction to the 
individual in writing. The individual will have 14 days from date of receipt of notification 
in which to appeal in writing against the sanction. The appeal will be heard by the Club 
senior officials. 
AWAY GAMES. 
 
Any incident occurring away from Causeway Lane, at, en route to or from, a fixture 
involving Matlock Town Football Club, that includes but not limited to, any behaviour 
that brings the Clubs reputation into disrepute, will be reviewed on an individual case 
by case basis. The Club reserve the right to issue sanctions using their discretion in 
such cases based on the evidence available and the severity of each case. 
 
Social Media 
 
Offences that are committed by social media or other online communication that bring 
the Clubs reputation into disrepute will be treated in the same manner as if that offence 
was committed in person. The same sanctions will apply.  
 
Prohibited Items 
 
Prohibited items are classified as any item that is likely to be contrary to Matlock Town 
Football Club Ground Regulations and any item that is classed as offensive or prohibited 
as identified by a Steward or Official of Matlock Town Football Club whilst attempting 
to enter the grounds or found after entering the Ground. 
 
Matlock Town Football Club Facilities 
 
Where Sanctions have been applied to any Individual or Group the stated Sanctions 
will apply to ALL facilities provided by Matlock Town Football Club 
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