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ROLE AND RESPONSIBILITIES OF VISITING STAFF WHEN WORKING WITH YOUNG PEOPLE.
The relationship between centre staff and visiting staff is that of a partnership whereby the Centre endeavours to meet the needs of the group, by effective liaison with the visiting staff.

Safety and Discipline 
1. The Centre's instructional staff are fully responsible for the safety of group members, assisted by visiting staff, while engaged in outdoor activities and visits. 
2. Discipline and dealing with inappropriate behaviour remains the responsibility of the visiting staff at all times – unless the safety and well being of the group is in the view of the instructor being compromised.
3. At all other times it is the responsibility of the visiting staff, assisted by the Centre staff, to ensure the well-being and discipline of course participants.

4. While a member or members of the group are on the Centre premises, a member of the visiting staff must be in attendance.

Incidents
1. First-aid equipment is located at reception – and if required the duty instructor can administer first aid.
2. In the event of a person being injured, outside an instructed activity, the visiting staff should inform the duty instructor who must complete an accident report form.
3.
If, for whatever reason, a minor returns home before the end of the course, the visiting staff must inform the lead instructor as soon as possible.

Assisting with Daily Tasks

Visiting staff must support the smooth running of the Centre by overseeing aspects of the group's participation in the residential experience.

1. Encouraging the group to be where they are asked at specific times.
2. Ensuring room tidiness.

3. Equipment return and storage at the end of sessions.
4. Fully supporting instructional staff decisions and directions on activities.
ROLE & REPONSIBILITIES OF CASUAL INSTRUCTIONAL STAFF

Job Purpose:



Main function is to provide support to full-time staff in delivering high quality outdoor sports programmes.

General Responsibilities:
· To act in the capacity of lead instructor as required

· To act as an instructor as directed by the lead instructor.

· To liaise with all other staff in the Centre to maintain the smooth running of the programme.

· To help deal with routine enquires from customers as appropriate.

· To aid in the administration of the Centre programmes if required.

· To help ensure that all customers receive a warm and courteous welcome on arrival to the centre.

· To help ensure the effective operation of the centre.

· To help deal, as appropriate, with all general enquiries, complaints or queries arising during the course.

· To uphold the professionalism and values of Tollymore National Outdoor Centre and Sport Northern Ireland.

· To work within the guidelines enclosed in this handbook regarding activities, vehicles, equipment, child protection, etc.
· To ensure that any defects in equipment, vehicles and trailers is reported and /or put out of service as appropriate.

· To ensure that all equipment, personal effects and general crap is tidied up and put away as required.
Working Schedules

· Casual staff are requested to work on a session basis as required by the demand from user groups. Hours may vary with demand from the groups.

· Working day normally commences at 8.30am to allow preparation time before the staff meeting occurs at 9.00am.

· On a 2-session day, work normally concludes at 5.00pm.

· On a 3-session day, work concludes once the group has completed their evening activity and this is normally by 10.00pm.

· On occasions casual staff may be requested to assist with camping and other overnight duties and where the instructor is required to manage the safety of the group then an additional session will be paid.
POST:
Work Placement Students, Tollymore National Outdoor Centre

REPORTING TO:
The Centre Manager
1 Job Purpose

· The main function of this position is to provide a training opportunity for the student.  The student will be expected to shadow instructors as directed by the full-time staff.  The student may get the opportunity to be involved in any leadership courses running.

2 General Responsibilities

· To act as an assistant to the instructional staff as directed by the full-time staff.

· To liaise with all instructors working on course to maintain the smooth running of the Centre.

· To help pass on routine enquiries as appropriate.

· To help ensure that all arrivals receive a warm and courteous welcome to the Centre.

· To help ensure the effective operation of the centre.

· To uphold the professionalism and value of Tollymore National Outdoor Centre and Sport Northern Ireland.

3 Specific Responsibilities of a Work Placement Student

· To assist full-time staff with the running of instructed sessions and the smooth operation of course programmes.

· To assist instructors with the planning and preparation of material for courses.

· To help with the set up before, and tidy up after courses.

· To help with improving resources and displays around the centre.

· Any other duties that may be required.

4 Working Schedules

· Student will work 10 sessions per week of which a number may be in the evening and at weekends.

· Students may be expected to do some overnight duties both in the Centre and camping.

· Students must be vetted by SNI re: Child Protection Policy.
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