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CI Adventures Office Staff will:
Offer advice and information;

Recommend the structure of the course;

Take and confirm bookings;

Inform the activity staff of the session and the client group;

Provide information and consent/medical forms for the participants;

Provide appropriate and tested specialist equipment;

Make premises available;

Invoice the client for service received;

Receive and monitor feedback sheets;

Review staff, clients, equipment and venues;

Not take responsibility for participants’ personal possessions.
CI Adventure Activity Staff will:
Prepare and check safety and specialist equipment for the session;

Check the venue;

Introduce the session and the facilities;

Explain the use of the equipment;

Check consent and medical information;

Complete the register, session record and incident/accident forms if necessary;

Check that participants have the appropriate clothing;

Deliver instruction appropriate to the objectives of the session;

Lead action in any incident relevant to the technical aspects of the course;

Assist in any other behaviour-related incidents;

Conclude the session if they are seriously concerned over safety issues;

Not take responsibility for participants’ personal possessions.
The Client Course Organiser will:
Provide a postal, telephone contact and invoice information;

Inform CI Adventures of any changes or problems;

Distribute consent forms and participant information;

Arrange for an appropriate accompanying member of staff;

Arrange insurance (this is personal activity insurance at Client’s own discretion);

Arrange for the clients to get to the meeting point;

Process the invoice promptly;

Make arrangements for the safe keeping of participants’ personal possessions.
The Accompanying Member of Staff will:
Arrive with the group;

Take responsibility for the behaviour of the group;

Ensure that all members have submitted consent/medical forms and are appropriately dressed;

Assist the instructor as requested in technical related incidents;
Look after any member who has no consent/medical form, or are inappropriately dressed, or are deemed to be behaving inappropriately by CI Adventure staff;

Be responsible for members whilst they are not participating;

Take responsibility for the group after the session;

Participate if they wish, providing they do not exceed the correct instructor/participant ratio;

Take responsibility for any of the participants’ personal possessions.

The DofE Assessor will:

Have taken part in an Assessor Accreditation course, have completed the online e-learning module(s) and undertaken an accompanied assessment, and may be an Expedition Network Assessor;

Meet the group to do their expedition kit check around 7 days before the venture takes place;

Use their local knowledge to advise the participants and their supervisor on safety should this be necessary;

Ensure that all DofE participants fulfill all 20 conditions of the expedition section when undertaking their venture;

Safeguard the general interests of DofE in wild country areas.

Conduct a debrief at the end of the expedition;

Complete the assessors report in each participants DofE book.

Conduct

Offensive behaviour, physical, sexual and racial abuse will not be tolerated from staff or clients.

Present yourself appropriately at all times when working for CI Adventures; bad language, smoking, untidy appearance, bad leadership, inappropriate clothing and disrespect of other people, company equipment and premises will not be tolerated.

Always be punctual, informative, friendly, interested and enthusiastic.

Be aware of the environment, have respect for others, be helpful and expect this from the group.
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