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RECOGNITION TO OPERATE
The recognition to lead and/or instruct activities is conferred upon individual staff (part-time and full-time) by the centre management. 
This recognition to operate is competence based through training, qualification, local accreditation and experience and it is vital that staff do not work outside that recognition. 
It should be noted that having a NGB qualification is not an automatic licence to operate on centre programmes or in any given location or environment. The centre must have confidence that the individual is fully aware of the centre’s systems and procedures and any specific local issues and/or hazards and that the individual is competent.
A spread sheet has been developed that outlines what Casual Staff have been approved by the centre to do.
This sheet is maintained and updated on a regular basis and is reviewed annually. A hard copy is pinned up in the instructors’ office and includes the date when the staff member was last approved.
Staff without the recognition to operate independently in a particular activity may still be used as an assistant (if suitable and where appropriate) to a suitably recognised full-time or a “lead” casual instructor as part of their training and induction process. However, this should not increase the maximum safe practice ratio as determined by operating procedures for that activity on the occasion. As an assistant they are not considered as a student for the operating ratios.
This MUST have the approval of a member of full time instructional staff at the centre and be documented on the programme sheet.
Where no NGB award exists – such as bouldering, the part time member of staff must be observed, assessed and signed off to run such a session. Once approved they will be allowed to continue to undertake that activity for a period of a maximum of two years whereupon they must be re- validated to ensure that they continue to follow TNOC protocols.

Where a member of staff holds a NGB award for an activity they must be formally signed off by a FT member of staff to confirm that they are current in terms of good practice and they have a working knowledge of TNOC protocols. Once approved they will be allowed to continue to undertake that activity for a period of a maximum of two years whereupon they must be re-validated to ensure that they continue to follow TNOC protocols.

Any new Casual Staff to the centre must go through an induction process.
One of the aims of this process is to ensure and be satisfied that all casual staff demonstrate a full understanding of Tollymore procedures, systems and ethos.  All casual staff must demonstrate good and appropriate group management, interpersonal and communication skills.
All casual staff will be signed off when they have been assessed against the criteria as laid out in the Activity Management Documentation.

APPROVAL OF CASUAL STAFF
	Activity 
	MINIMUM NGB AWARD
	Assessment by

	Forest Walks
	WGL or lowland leader award or ML training with clear competence against TNOC Activity Risk Management Document for forest walks is assessed
	KOH, TF, SM, OH

	Bouldering
	N/A however, clear competence against TNOC Activity Risk Management Document for bouldering is assessed
	KOH, TF, SM, OH

	Coasteering
	N/A however, clear competence against TNOC Activity Risk Management Document for coasteering is assessed
	KOH, TF, SM, OH

	Initiative and team building
	N/A however, clear competence against TNOC Activity Risk Management Document for teambuilding tasks is assessed
	KOH, TF, SM, OH

	Kayaking
	Lake / Quoile– BCU level 2 coach / UKCC Level 1 with site specific sign off.
Strangford Lough – BCU level 3 coach or 4 star sea.

Open sea (moderate) - BCU level 3 coach or 4 star sea.

Moderate surf - BCU level 3 coach or 4 star surf kayak.

Up to grade 2 rivers - BCU level 3 coach or 4 star inland kayak.

Advanced sea, WW or surf – relevant BCU level 4 coach or 5 star leader
	OH

	Open Canoeing
	Lake / Quoile– BCU level 2 coach / UKCC Level 1 with site specific sign off.
Strangford Lough – BCU level 3 canoe coach or 4 star canoe leader or 4 star sea with FSRT/2 star.
Moderate open water - BCU level 3 coach or 4 star canoe leader.

Up to grade 2 rivers - BCU level 3 coach or 4 star canoe leader.

Advanced WW or open water – BCU level 4 canoe coach or 5 star canoe leader
	OH

	Hill walking / mountaineering
	Hill-walking and mountaineering – ML Award

Scrambling - MIA
	KOH, TF

	Winter mountaineering
	Winter hill-walking Winter ML Award

Winter Climbing MIC
	KOH, TF

	Orienteering
	BOF Teaching / leading orienteering part 1

Or ML
	KOH, TF, SM, OH

	Rock Climbing
	Centre Wall - CWS

Single pitch – SPA

Multi pitch - MIA
	KOH, TF

	Ropes Course
	N/A however, clear competence against TNOC Activity Risk Management Document for Ropes Course is assessed
	KOH

	Mountain biking
	TCL or equivalent for most trails in the area.
MBL or equivalent for sessions involving remote areas and / or including high skills, increased gradients and that cannot be rolled.
	KOH, SM, OH, TF


Equivalent awards may be valid as a ‘minimum NGB award’ but must be agreed with the centre manager.

”APPROVED TRAINEES”
When the trainees either bring or have gained appropriate skill sets – then they can be assessed as to their suitability to be “APPROVED” which allows for additional assistance and the slight increasing of a member of staff’s maximum operating ratio as per each of the activity management protocols. 
‘Approved trainees’ will not operate without direct supervision at any time. 
A pre-requisite for becoming an “APPROVED” Trainee is to hold a valid appropriate first aid qualification (Min 16 hour).  One of the aims of this system is to ensure and be satisfied that assistants have a full understanding of Tollymore procedures, systems and ethos.  All assistants must have good and appropriate group management, interpersonal and communication skills.
All trainees will be signed off as assistants when they have been assessed against the criteria as laid out in the Activity Management Documentation.

A spreadsheet is produced for the trainees and is updated as required and will be displayed in the instructor’s office. 

Note that where a trainee is appropriately skilled and /or qualified they can also be further signed off as a casual instructor.
Trainees will only be signed off by the following full time staff members:

	Activity 
	Assessment to be taken by

	Forest Walks
	KOH, TF, SM, OH

	Bouldering / Coasteering
	KOH, TF, SM, OH

	Initiative and team building
	KOH, TF, SM, OH

	Paddlesport
	OH

	Hill walking / mountaineering
	KOH, TF

	Winter mountaineering
	KOH, TF

	Orienteering
	KOH, TF, SM, OH

	Rock Climbing
	KOH, TF

	Ropes Course
	KOH

	Mountain biking
	KOH, OH, TF, SM
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