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Lead instructor’s checklist - Groups
It is the responsibility of the Lead Instructor to ensure the smooth running of the programme for the week – this checklist is a useful tool to assist in that process.
Although at times other staff may help liaise with a group regarding the programme the ultimate responsibility for ensuring that the necessary processes are in place rests with the Lead Instructor.

Period prior to arrival on first day

1. Meet with all instructional staff to discuss programme and organise same.

2. Ensure that the register and room list is at the front desk on a hook.

3. Ensure that a copy of the programme and a weather forecast is on the notice board
On arrival

1. Promptly meet group and greet leaders to the centre

2. Ensure that students receive an appropriate induction tour of the premises

3. Ensure that staff receive a clear briefing regarding their roles and responsibilities including evening activities and options if required.
4. Ensure that students receive a clear briefing regarding the centre rules and guidelines.

5. Ensure that an appropriate fire drill / evacuation procedure is communicated for residential groups
6. Ensure that all students have a room and that the room list is filled in.

7. Ensure that all consent / health forms are placed in the receptacle in the main office
8. Discuss with visiting staff any major illnesses, conditions that any group members may have. Ensure that instructors are aware of same.

Daily

1. Meet in one of the meeting rooms / office at 9.00am to brief instructors and plan programme and transport

2. Ensure that all relevant information is written on the ETA board in the instructors’ office.

3. Document programme and other requirements on meeting log sheets and staple forecast to it.
4. Inform the catering staff of any changes.

5. Promptly meet group at agreed time and ensure that everyone knows what activity they are doing and are briefed by a member of the instructional staff.

6. At the end of the day ensure that all groups have returned to the centre

7. Ensure that any photos taken are put in the relevant folder in the TNOC drive at the end of each day
At the conclusion of the course

1. Get students to clear their rooms and bring luggage to an agreed area at an appropriate time.

2. Ensure that visiting staff receive and return a questionnaire.

3. Ensure that some form of appropriate evaluation is carried out with the group members.

4. Ensure that consent forms, room list and modified programme sheet are placed in the relevant file in the office.

5. Ensure that all equipment is accounted for, cleaned and has been put away.

6. Ensure that all fobs are returned to reception

7. Ensure that any photos have been placed on a CD or leader’s memory key and given to visiting staff
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