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Introduction
On October 1st 2016 Oxfordshire Outdoors transferred to Groundwork South on a 25 yr concessionary lease arrangement.

Oxfordshire Outdoors has a justifiable and proud reputation for delivering high quality residential outdoor learning experiences.

This document sets out the operational procedures for the safe delivery of activity programmes provided by Oxfordshire Outdoors – One Service Centres comprising Kilvrough Manor; Woodlands; Yenworthy Lodge.

The document details requirements for those activities in scope of the AALA inspection, together with those activities not in scope delivered by the Centres. 

All Oxfordshire Outdoors staff, permanent and freelance, are required to comply with the procedures set out in this document. The Oxfordshire Outdoors tutors directly contribute to the formulation of this policy document.

The Head of Oxfordshire Outdoor Learning Service is responsible for overseeing; monitoring and ensuring standards are met. 




External validation

Adventure Activity Licensing Service (AALS)
The Adventure Activities Licensing Regulations 1996 require the Oxfordshire Outdoors centres to hold an operational Licence, through registration and inspection by AALS.

The regulations specify four activities for which a Licence is required, these being Caving, Climbing, Trekking, Water sports.

The Centres provide additional activities that fall outside the remit of these Regulations; however, these are subject to internal working practices as defined and are validated through LOtC/Adventure Mark inspection.

LOtC Badge
The LOtC Badge is the nationally recognised indicator of good quality educational provision. It provides for the first time a national award combining the essential elements of provision - learning and safety - into ONE easily recognisable and trusted accreditation scheme for ALL types of learning outside the classroom provider throughout the UK. This includes museums, art galleries, adventure centres, nature reserves, science learning centres and farms among many other provider types. The scheme is managed and developed by the Council for Learning Outside the Classroom.

AdventureMark
Adventuremark is a non-statutory safety scheme devised by the Adventure Activity Industry Advisory Committee (AAIAC) for providers of adventurous activities that are outside the scope of the Adventure Activity Licensing regulations. AAIAC, have appointed Adventure Activity Associates Ltd. as the Supervising Body responsible for operating Adventure mark.
Adventuremark allows providers to demonstrate to their customers or users that the provider's arrangements for managing the potential risks of adventure activities have been inspected and found to meet the necessary standards of good practice in the adventure activity industry. 
These are specified in the Adventuremark Provider Accreditation Criteria Inspection against the Provider Accreditation Criteria can be provided by Adventure Activity Associates (the 'Direct Route') or by an AAIAC Approved Scheme. 
Adventuremark applies to all adventure activities and to all age groups. 
AHOEC GOLD
The AHOEC GOLD standard is owned, managed and administered by the Association of Heads of Outdoor Education Centres (AHOEC). All Gold Standard centres are also accredited to both the LOtC Quality Badge and for Adventuremark. The Gold Standard concept takes the LOtC Quality Badge and extends it to a higher standard. All providers are assessed to a range of criteria by an externally appointed inspection and accreditation.

National Governing Bodies (NGB’s)
NGB accreditation is also available for certain activities however Oxfordshire Outdoors does not currently this approach 

Section 1 – Oxfordshire Outdoors Learning Service Aims

Aims and Values
Oxfordshire Outdoors Learning Service is the three Oxfordshire centres combining to deliver high quality residential outdoor learning, working to common standards and at the same time retaining their own distinctive ethos. 
[bookmark: _GoBack]Our Service mission:
Oxfordshire Outdoors will provide inspirational, challenging, high quality outdoor learning courses achieving success through involving, valuing, supporting and developing all users
Our vision 
To become the preferred provider of high-quality outdoor learning opportunities for schools and communities, within and outside of Oxfordshire 
How we will get there
To realise our vision, we will establish a stable, external business platform. We will achieve our vision through a business plan that demonstrates efficient and proactive budget planning; combining effective and strategic marketing with excellent value for money; and courses that are of proven high quality. 
For our users
We will ensure:
· we encourage participants to take ownership of their course; to drive their learning and to maximise the opportunities placed in front of them
· an inclusive ethos, providing opportunities for all
· a common-sense approach to managing safety, ensuring we have a balanced risk benefit approach
· we have experienced, capable and competent staff to deliver our courses
· we provide the resources required to support high quality delivery 
· we work in partnership with our visit leaders to design programmes that will challenge all participants to an appropriate level, through differentiated and progressive content 
· we recognise and celebrate successes and how to cope when it doesn’t work out
· we develop a respect and understanding of the complexities of preserving our venues and the wider environments in which we operate
· we provide opportunities to enable participants to learn about themselves and others; to understand the needs of living together in a small community and to take responsibility for their actions
· we value the contributions of all involved, enabling everyone to play their part and have fun
· we provide time and resources to reflect on and analyse individual and group learning
· we provide an opportunity for evaluation and feedback on each course 

There are a number of universal values threading through the Oxfordshire Outdoors Learning Service approach:
		Co-operation		Responsibility		Honesty	Happiness 
		Humility		Integrity		Tolerance	Respect
Combining these elements enables participants and leaders to recognise and extend the scope and range of their experiences, allowing One Service to provide transferable learning opportunities that really do last a lifetime.

Section 2 – Organisational Structure

The organisational structure for Oxfordshire Outdoors is shown below. The Executive Service Lead Retired in May 2020, and the Head of Oxfordshire Outdoor Learning Service is currently reporting to the Exec Director, Groundwork South. The Senior Tutor roles were replaced by Centre Manager roles in April 2019.

All staff hold specific Job Descriptions, the key responsibilities can be broadly defined as:

Groundwork South
· Ensuring premises are fit for purpose and comply with statutory requirements
· Providing guidance, support and access to appropriate training for all Centre staff 
· Providing appropriate financial; HR; H&S support and advice
· Providing appropriate line management support 

Head of Oxfordshire Outdoor Learning Service 
· Strategic and financial management of Oxfordshire Outdoors
· Line management of Oxfordshire Outdoors staffing
· Marketing of Oxfordshire Outdoors
· Ensuring the standards required for external accreditations are met across the service
· Support, guidance and training for educational visits programmes in schools

Deputy Head of Service (responsibilities in addition to those of the Centre Manager)

· Deputise for Head of Oxfordshire Outdoor Learning Service as necessary. In the context of this document this would be for all references to the Head of Service role
· Oxfordshire Outdoors Service quality assurance to include accreditation AALS; AHOEC GOLD; LOtC/Adventure Mark across the centres
· Oxfordshire Outdoors Service equipment budget – managing and procuring across the centres

Centre Manager
· Manage the day-to-day activity of the centre, including deployment of staff
· Oversee and support the Course Director 
· Oversee the welfare and safety of all individuals 
· Ensuring that the Oxfordshire Outdoors Service Operational Procedures are followed 
· Agreeing with Centre staff the aims and objectives of sessions; and informing Head of Oxfordshire Outdoor Learning Service of any alterations to established procedures that may be proposed.
· Informing Head of Oxfordshire Outdoor Learning Service of any accidents, incidents or potentially dangerous situations that occur and recording these as an agenda item for both Centre staff meetings and management discussions. These are to be recorded at the centre and on Iris HR.

Course Director
· Co-ordinates the day to day running and organisation of the course
· Chairs relevant staff and whole group meetings 
· Day to day deployment of staff
· Liaising with visiting staff and Centre Manager over of participant welfare and progress
· Completion of incident / accident records for the relevant course

Tutor
· Ensuring the health, safety and well-being of all involved in the activity session
· Choice of appropriate venue, matched to prevailing weather; needs of individuals and group; to achieve the defined course aims 
· Consistent delivery of high-quality sessions, demonstrating a range of delivery styles as necessary
· Contributing directly to the work of the Centre and to One Service
· Demonstrating an ability to support colleagues
· Demonstrating good organisational skills

Course organiser - visiting staff 
· Accepting ‘in loco parentis’ responsibility for their group
· Monitoring behaviour and dealing with any misbehaviour
· Co-ordinating all administration relating to the course and liaising with centre in advance
· Establishing and defining course aims through consultation with the Course Director/Centre Manager
· Overseeing the deployment of visiting staff and delegating responsibilities as required
· Working with Course Director to ensure course aims are met
· Completion of One Service evaluation forms
· Communication with school / parents 
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Oxfordshire Outdoors Management Structure 
Revised March 2023

Head of Oxfordshire  Outdoors Learning Service
GWS
Centre Manager
Centre Manager
Centre Manager/ Head of Service
Centre Staff
Centre Staff
Centre Staff
Kilvrough
Woodlands
Yenworthy


Section 3 – Risk Benefit Management

General Statement
Oxfordshire Outdoors has an excellent safety management record and is committed to maintaining high standards throughout all aspects of its operations.

Oxfordshire Outdoors regularly reviews its safety procedures and ensures recommendations from within or from external agencies are discussed and acted on.

Oxfordshire Outdoors uses a risk benefit approach:





The aim is to identify and secure the benefits through an evaluative approach to identifying potential issues and putting together a plan to address these. 

We define effective Risk Benefit Management as an on – going, dynamic process requiring all staff to undertake continuous review of activities as they are happening.

The production of a One Service risk management ‘standard’ is based on the proven competence of Oxfordshire Outdoors staff. In most circumstances and for most groups, given adequate planning, management procedures and competent staffing, the scale of risk is within a very narrow band. The key issue then becomes the identifying of significant variations and the necessary preventative measures to bring those risks within an acceptable level of control.





One Service - Risk management standard
The standard assumes the following:

1. Tutors, including freelance, leading the activities are physically able, competent, suitably qualified and / or experienced within the context of activity specific guidance
 
2. Tutors, including freelance, are deemed competent in assuming responsibility for making the risk benefit assessment at the site and time of the activity

3. Tutors, including freelance, are competent and able to maintain good standards of behaviour

4. Tutors, including freelance, have confirmed their plans with the Course Director / Centre Manager/Head of Service

5. Visiting staff are medically and physically able to accompany the group, but not necessarily experienced or competent in the activity

6. The local weather forecast and site-specific environmental conditions for the day have been considered and deemed suitable for the activity proposed

7. The age, ability, and fitness (medical, physical and psychological) of the group have been assessed and measured against the requirements of the activity

8. Centre (and other) staff leading the activities are competent to modify or abandon the activity should circumstances dictate. Where this happens, the Tutor should notify the relevant Centre of any re-arrangement 

9. Where applicable, all equipment will conform to Service PPE and appropriate regulations / requirements

10. Involvement of groups in a risk benefit is an integral part of the process and this is achieved in our everyday activity delivery


One Service monitoring
Regular observation and monitoring of teaching sessions is integral to the process of Risk Management. This will be routinely undertaken as a part of the Appraisal process; by arrangement with the Tutor or as an ‘ad hoc’ observation. 

Oxfordshire Outdoors is firmly committed to a cycle of monitoring, review and evaluation of courses in order to continuously update and improve on the delivery of its courses.









Section 4 – Staffing

Whenever possible a permanent tutor from the Oxfordshire Outdoors team will lead the group, however there will be occasions when this will not be possible. External Tutors will be competent to lead the Activity; hold a valid First Aid qualification and will be subject to Groundwork South recruitment procedures, which include the requirement for an enhanced DBS clearance

Competency
Oxfordshire Outdoors requires Tutors to be competent and accountable to deliver the activity for which they are programmed. This implies that they can instruct and coach to the standard required; react to an emergency and recover a casualty in the prevailing conditions.

Oxfordshire Outdoors defines competency as the leader demonstrating the ability to operate to current standards of recognised good practice.

Tutors will achieve/demonstrate competency through a combination of: 
· Appropriate knowledge and understanding of the group, the staff, the activity and the venue 
· Appropriate experience relevant to the activity
· A formally accredited qualification
· An ‘in house’ sign off achieved through in-house training, verified by a Technical Adviser and recorded
· Approval within the terms of a current AALS licence
· Being an active practitioner in the activity 
· Holding a current, nationally recognised first aid / water safety accreditation at an appropriate level to the activity

The Head of Service and Centre Manager is responsible for confirming competence, demonstrated through:
· Selection criteria at recruitment stage
· Appropriate induction training
· A programme for validating performance, including Technical Adviser recommendation
· Monitoring through a programme for validating quality of delivery 
· Identified further experience and training

Where a Tutor has a lapsed NGB, appropriate experience and participation level must be evident. Where this happens the Head of Service with the relevant Centre Manager will authorise the Tutor for the activity.

There is an expectation for Tutors to maintain personal performance levels for the safe management and delivery of programmed activities.

Tutors are required to participate in the Groundwork South Appraisal process. This will determine training needs on an annual basis.

Groundwork South, as the employer, holds overall responsibility to identify and support Oxfordshire Outdoors staff with CPD. This will be in various forms and in line with One Service CPD Policy, which supports all staff development.



One Service Qualifications Matrix for Adventurous Activities 
The matrix below sets out the minimum qualification/validation to deliver the programmed activity. The Centre Manager and Head of Service is responsible for endorsing staff competence where the minimum qualification is not held. 
All venues can be subject to a site-specific endorsement, this will usually involve an induction; element of training; monitoring; paired working before the sign off will be authorised by the Exec Service Lead.

	Activity
	Typical venue description
	Leader qualification / validation or equivalent

	Climbing and abseiling
	On Site Climbing walls
Climbing Wall venues
Inland single pitch cliff
Sea cliff – non tidal, single pitch 
Sea cliff – tidal, single pitch
Inland multi pitch 
Sea cliff multi pitch
	Site specific /CWA / SPA
CWA/SPA
SPA 
SPA
SPA + site specific 
MIA
MIA

	Open Canoe
	Inland sheltered water
Inland moving water (grade 1+)
Inland moving water (grade 2+)


Sea – sheltered water
	Coach L1 
Coach L2  
Coach L2 + moderate water endorsement / 4-star leader award
Coach L2

	Kayak inland 
	Inland sheltered water
Inland moving water (grade 1+)
Inland moving water (grade 2+)

	Coach L1 
Coach L2 
Coach L2 moderate water endorsement, 4-star leader award

	Kayak sea
	Sea – sheltered water
Sea – open water and / or easy tidal flows
	Coach L2
Coach L3

	Sit on top Kayak
	As above for inland and sea
	

	Coastal scrambling 
	Staying well above waterline
Entering water
	SPA/Knowledge of local tidal conditions
Coasteering leader 

	Hillwalking
	Summer conditions
Winter conditions
	HMLA/WGL
HMLA/WGL 

	Mountain walking
	Summer conditions
Winter conditions 
	Summer ML
Winter ML

	Surfing and bodyboarding
	Surf up to 2ft
Surf above 2ft
	ISA/Surf GB L1 or equiv

	Orienteering 
	Centre based courses
BOF standard up to red
BOF standard above red
	Site specific
Site specific
BOF Instructor 

	Gorge scrambling
	
	Site specific

	Expeditions 
	Terrain equivalence DofE:
Bronze
Silver
Gold (terrain / mode dependant) refer to above for water-based venture
	

WGL/HMLA
WGL /HMLA/Summer ML

	Ropes courses
	In centre low course
In centre high course
External high course
	Site specific
Site specific
Site specific

	
	
	

	
	
	




Ratios
Ratios will be determined in accordance with the following:
· Experience of Oxfordshire Outdoors Tutor 
· Age, ability and needs of the group and individuals within it
· Planned activity and venue
· Prevailing weather and environmental conditions
· Course aims and objectives
· Remoteness from base

Visiting Staff
It is the responsibility of the Course Organiser to ensure appropriate (visiting) staffing of courses and that DBS clearances are in place in advance of the course.

Visiting staff are encouraged to play as full a part as possible and to contribute to the overall course development. Any who wish to lead an activity must be authorised by the Head of Service/Centre Manager. Validation must follow the same route of competence as for Tutors; however, it is possible for a localised ‘sign off’ for identified component parts of an activity. 

Trainees (including Modern Apprentices)
Trainees are assigned to a mentor who will be a full-time tutor. The mentor role will be responsible for keeping an on-going development record for each Trainee; keeping centre staff informed and for liaising with external training agencies.

Trainees will need to demonstrate a sound knowledge of the Oxfordshire Outdoors Operating Procedures and Health & Safety requirements before they can be delegated specific responsibilities.  

As the Trainee Instructor may be required to lead a group, this will be subject to personal competence, appropriate induction / signing off; tutor staff agreement, and will be at the discretion of the Centre Manager / Head of Service. Delegated responsibility for leading parts of sessions should be via the tutor in charge and with the knowledge of the Centre Manager/Head of Service. Supervised sessions are the responsibility of the Oxfordshire Outdoors Tutor in charge of the group.

Student Placements
The Head of Oxfordshire Outdoors will agree student placements. A Tutor will be delegated the responsibility for co-ordinating the placement and for acting as a Mentor to the student. Mentor responsibilities will include:
· Ensuring that the student clearly understands the requirements of the placement programme and the responsibilities attached 
· Meeting formally with the student on a regular basis, by agreement
· Completing external reports as required by the supervising authority 
Students will be supervised at all times except where they satisfy the criteria set out for working without direct supervision. This will be at the discretion of the Exec Service Lead.		

Work Experience Placements
The Head of Oxfordshire Outdoors will agree all work experience placements before commencement. Oxfordshire Outdoors guidelines for such placements must be followed. With regard to Health and Safety legislation, Work Experience placements are deemed employees.

Work experience placements will normally shadow a Tutor, who will decide whether to delegate limited, supervised responsibility. Where placements are aged 18 or under, they will not normally be matched with groups of a similar age bracket.

Freelance staff
Recruitment of freelance/External staff will be in accordance with Groundwork South recruitment procedures. All staff will be required to produce original evidence of NGB’s together with other relevant documentation, including DBS clearance.

Freelance staff will be required to read and comply with the practices outlined in this document and will be subject to standard induction procedures.

Induction procedures for Tutors
The Head of Service/Centre Manager will oversee the local induction process, using the documents below. The process does not have to follow sequentially and the Centre Manager will determine the component. Additional components can be added as required. 

All new Tutors will be required to follow and comply with the Groundwork South induction process, available on line.

 


Oxfordshire Outdoors

 One Service Tutor Induction Plan – general centre

This document sets out the procedures for the induction of new tutors, including full, part time and freelance staff. The induction procedure will be carried out by the Head of Service/Centre Manager or a delegated member of staff. 

Name…………………………………………………….…………………	Date started …………………………………………………………………
							                    
	Item
	Date Completed
	Signature
	Comment

	One Service
	365 access
	
	
	

	
	One Service aims
	
	
	

	
	One Service policies
	
	
	

	
	One Service emergency plan
	
	
	

	

General Centre
	Emergency procedures
	
	
	

	
	Centre specific operational procedures (activities) 
	
	
	

	
	Shop
	
	
	

	
	First aid 
	
	
	

	
	Professional conduct
	
	
	

	
	Group arrival / departure responsibilities
	
	
	

	Admin       
       




	Incident file and reporting      
	
	
	

	
	First Aid file and reporting
	
	
	

	
	Message book
	
	
	

	
	Phone and office systems
	
	
	

	
	Course evaluation sheets
	
	
	

	
	Staff library
	
	
	

	
	IT systems
	
	
	

	
	Phone use
	
	
	

	
	Staff Handbook
	
	
	

	
	Activity files
	
	
	

	
	Equipment loan log
	
	
	

	

Store systems
	Waterproofs / boots etc
	
	
	

	
	Climbing 
	
	
	

	
	Canoeing / kayaking
	
	
	

	
	Caving
	
	
	

	
	Camping
	
	
	

	
	Surfing
	
	
	

	
	Map
	
	
	

	
	Tutor staff kit store
	
	
	

	






Residential procedures

	Daily routine
	
	
	

	
	Security
	
	
	

	
	Fire drill
	
	
	

	
	Entering rooms
	
	
	

	
	Dealing with complaints (pupils or staff)
	
	
	

	
	Injuries / sickness
	
	
	

	
	On call system and responsibilities
	
	
	

	
	Course induction
	
	
	

	
	End of course
	
	
	

	
	Heating and electrical systems
	
	
	

	
	Dining room routines 
	
	
	

	
	Duty system 
	
	
	

	
	Showers 
	
	
	

	
	Drying room 
	
	
	

	
	Annexe and weekend groups
	
	
	

	
	Laundry
	
	
	

	Financial 
	Ordering equipment
	
	
	

	
	Receiving money 
	
	
	

	
	Receipts 
	
	
	

	Maintenance procedures 
	Vehicle defect book
	
	
	

	
	Centre defect book
	
	
	

	
Teaching and Learning
	Reviewing 
	
	
	

	
	AfL
	
	
	

	
	Working with different age groups
	
	
	

	
	Resources 
	
	
	

	
	Curriculum relevance
	
	
	

	Professional development
	Appraisal
	
	
	

	
	CPD
	
	
	

	



Professional
	Safeguarding / Child protection
	
	
	

	
	Keys 
	
	
	

	
	Camera
	
	
	

	
	Staff rota / holiday entitlement
	
	
	

	
	HR Policies and Procedures
	
	
	

	
	Membership of professional bodies
	
	
	

	
	Equipment allowance
	
	
	

	
	Staffing structure
	
	
	

	
	Lone working
	
	
	

	
Transport
	Driving minibuses
	
	
	

	
	Driving trailer
	
	
	

	
	Log sheets
	
	
	

	
	Fuel
	
	
	

	
	
	
	
	

	
	
	
	
	












Oxfordshire Outdoors

Tutor Induction Plan – activity management
This table should be completed as a centre specific induction

	Activity area
	Venue
	Date completed
	Signature
	Comment

	In Centre
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Canoe /Kayak / Sit ons 
site specific 
	
	 
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Caving 

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Climbing / Abseiling
Site specific

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Coastal
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Hill / Mountain walking
Site specific
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Orienteering
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Surf / Bodyboard
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Tidal information
	
	
	
	

	
	
	
	
	

	River information
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Section 5 – Equipment 

Oxfordshire Outdoors will ensure all activity equipment is fit for purpose and where applicable complies with relevant legislation; British and/or European standards; manufacture and/or NGB recommendations

Tutors are responsible for the checking of designated equipment areas and for any equipment issued for activities. Tutors are responsible for:
· Designated activity areas and for producing equipment maintenance and inventory records
· Routinely checking all equipment issued. Damaged equipment should be:
· withdrawn from use, labelled and placed in an area clearly defined as not for use
· reported so that all tutors are aware 
· logged
· Reporting any failure of equipment to the Centre Manager/Head of Service and, if necessary, recording in the Incident file
· Reporting extreme cases and / or failure of equipment to the Head of Oxfordshire Outdoors Learning Service

Tutors are responsible ensuring students are correctly fitted with activity specific equipment and for ensuring appropriate protective clothing is available for the activity. 

The Centre Manager/Head of Service will agree all equipment loans; applications for which must be made in advance and appropriately recorded. Only Oxfordshire Outdoors staff can loan equipment and any damage or loss of equipment will be charged at a full replacement cost.

The Centre Manager/Head of Service is responsible for the monitoring of procedures and for ensuring that Tutors follow equipment policies. 


Section 6 – General course management

Programmes
These are designed in advance through consultation with the Course Organiser, taking into account any specific requests and requirements; group size, ages and abilities; the time of year, centre staffing. The use of appropriately qualified and experienced visiting staff, together with staff numbers, should be confirmed at this stage. 

Arrival to centre - induction (visiting staff and groups)
Induction meetings will take place on arrival and during the first day / evening. The meetings will:
· confirm the activity programme and staffing
· confirm organisational and administrative arrangements specifically:
· group size
· health and safety issues
· pupil related issues
· learning objectives and outcomes
· centre rules and routines
· establish and test fire evacuation procedures 



Morning meetings
Held each morning between the Course Director will chair a meeting between centre tutors and the visiting staff, the meeting will focus on course progress, including:
· the previous day / evening activities - reference to specific issues
· conduct of group overnight
· health and welfare (physical and psychological) of group and readiness of pupils for the daily programme
· detailed planning for the daily activity, venue, transport arrangements 
· establish objectives and learning outcomes for the day
· weather and venue specific / environmental conditions
· risk management 

Group meetings
A meeting between Tutor and students to:
· review and report back on progress achieved so far
· establish objectives and learning outcomes for the day
· brief groups on personal organisation for the day

During the activity
The Tutor will undertake regular assessments of prevailing conditions; general welfare of the group; nature of the activity; ability of group (and individuals) to cope. The Tutor must be prepared to modify the activity if there is any significant deterioration of these.

Visiting staff should be included in the planning and made aware of what the activity involves, including all safety issues. The Tutor must decide on the level of delegated responsibility and ensure the visiting staff member is fully aware of what is required and willing to accept the responsibility.

Emergency communication
The Tutor must carry appropriate means of communication and ensure it is fit for use

End of course procedure – weekends and stand alone
Where courses are operating over weekends and/or where there is a single member of the Centre staff responsible for a course then the procedure is to contact the Centre Manager/Head of Service to confirm the end of the course. This should take place as soon as possible after the completion of the course.

Group supervision
The Tutor is responsible for the supervision and safety of the group.  A One Service behaviour policy will support the Tutor with behaviour related issues.

 In all activities other than orienteering, mountain walking and expeditions – where other specific procedures may be applied, the following apply:
· There should be clear line of sight and / or oral communication between the Tutor and the group 
· Should this not be the case then consideration should be given to halting / changing the activity until the required communication can be re-established
· The Tutor must be able to react swiftly and promptly to situations as they arise
· Where field toilet arrangements are required, the Tutor must make appropriate arrangements to ensure adequate supervision of the group
Remote Supervision
There is acknowledged value in being able to undertake self-programmed expeditions; extensions to single and multi-day journeys and off-site orienteering exercises. Such activities require specific planning to ensure adequate supervision arrangements are in place and must be discussed and agreed with the Centre Manager/Head of Service.

The operational procedures, appropriate to the activity and venue, must enable all groups to: 

· Be sufficiently trained and assessed as competent for the level of activity undertaken 
· Identify and manage potential and real hazards
· Deal with issues requiring basic First Aid and emergency procedures
· Confidently navigate appropriate to terrain and prevailing conditions, accepting and planning for mistakes
· Understand and accept clearly defined boundaries
· Understand that clear lines of responsibility and communication must be established
· Understand individual and collective responsibilities for the venture 
· Understand the use of appropriate checkpoints to monitor group progress, established according to terrain, prevailing conditions and journey length
· Summon the Tutor should the group require support and / or in an emergency
· Understand the need for a clearly defined start and finish point for the activity
· Be equipped with the means for establishing communication 
· Procedures for abandoning the activity should this be necessary

Lone working
The Centre Manager/Head of Service must ensure adequate arrangements must in place for staff working alone on courses, either in or away from the Centre For example: single group weekend courses; expedition style courses e.g., DoE; WGL; ML etc. 

This does not mean an automatic need for a second member of staff on programmes courses; however, this must be factored into all planning.

It does recognise the need for an ‘on call support’ cover arrangement so that the Tutor has access to support should the need arise. It is expected that this ‘on call support ‘arrangement be shared amongst the Tutor team as required. The key roles are as follows:

· Primary on call - This is the responsibility of the Tutor programmed for the course and it is expected that the Tutor will deal with course related issues. 
· On call support - Normally this would be the Centre Manager / Head of Service for those issues requiring managerial support. This may not always be possible and other members of the Tutor team may be delegated responsibility to act as this support cover.

Arrangements for on call 
The Tutor programmed for the course is responsible for on call arrangements, which should be made in advance of the course. It is essential that the Tutor and the member of staff acting as ‘on call support’ make suitable arrangements for effective communication prior to the course commencing. This is the responsibility of both parties.

For premises related issues the Maintenance Officer is the prime contact.  

The Head of Oxfordshire Outdoors Learning Service should be notified of all emergencies.

Leader Incapacitation 
There is a potential risk that the Tutor leading the activity becomes incapacitated. Whenever possible two adults should accompany each group and the following should be identified:
· A means of communication and how this can be used to contact emergency services and/or the centre
· The location of vehicle keys and who has the authorisation and ability to drive the Minibus in the event of an emergency
· The location of emergency equipment and how to use it (typically this will include a group shelter, food, spare clothing, first aid)
· Details of the venue, proximity of other groups and / or alternative sources of help and possible escape routes
· In the absence of an assistant, the group should be briefed on what to do in the event of leader incapacitation

Incident recording
The definition of an incident and / or dangerous occurrence is:

A significant incident
For the purposes of this document the following definition is given for a significant incident:

An incident in which personal injury MIGHT OR MIGHT NOT occur and / or where the potential exists for serious or psychological injury

This might involve equipment failure, vehicle damage, problems around the house as well as issues arising during activities, specifically requiring first aid and/or compromising safety. 

· Any incident of this nature must be reported to the Centre Manager/Head of Service, as soon as possible after the event
· The nature of the incident should be fully recorded using the online reporting
· Tutors should be informed of the nature of the incident and it should be included as an agenda item in the next available staff meeting.
· A ‘no blame’ culture should be adopted 
· Where necessary the risk management document should be reviewed and if applicable, amended 

It is vital that all staff follow this procedure - although these occurrences might happen infrequently, they do offer an opportunity to critically re-examine our operating procedures.

Where the Tutor observes a significant change at a venue, which is likely to cause an increased risk, then this should be reported to the Centre Manager/Head of Service and colleagues as soon as possible. 








Section 7 – Other policies relating to Oxfordshire Outdoors operational procedures 

Smoking, Alcohol, Drugs
Oxfordshire Outdoors operates a No smoking, No alcohol and No drugs policy across its Centres at all times and reserves the right to curtail an activity (or the course) in the event of a breach of this policy.

Ingesting Plants
Tutors with specific knowledge and competence in this area may instruct groups in the identification and safe practice for ingesting plants, assuming parental permission is in place.

EpiPen’s
It is the responsibility of the course organiser to provide appropriate cover for participants requiring emergency use of EpiPen’s. The nominated adult should accompany the recipient on activities at all times and be available whilst at the Centre. Course organisers should ensure that an appropriate action plan is available at all times

Medication
It is the responsibility of the course organiser to arrange and administer all medication required whilst in attendance at the Centre

Minibus drivers
Only OOS staff or Groundwork staff (London and South) with the necessary licence checks and holding relevant licence can drive service buses. Visiting staff are not permitted to drive service vehicles as they will not be insured. On occasion other staff/volunteers can drive the minibuses but this must be checked and notified via the insurers – notify Central admin team – Steph Higgins or Claire Woodcock so that insurance could be arranged – note that this needs time and is not always possible, it requires consent form the driver for a licence check.

Specific dietary requirements
It is the responsibility of the course organiser to notify the centre of specific requirements. Where necessary the Centre may request that certain foods are supplied in order to meet individual needs



Section 8 – Record of significant amendments

Updates to the main body will be in blue font and remain in place until the next review

	Section
	Updated content
	Date

	1 to 7
	Updated Deputy Service Lead title to Head of Oxfordshire Outdoors Learning Service
	April 2023

	1 to 7 
	Check for updates incl minibus drivers
	February 2024

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Risk Benefit 


Identify the specific benefits 


What  do we need to do to achieve the benefits?


What will get in the way ?


What  is  the plan  to deal with the issues?
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