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Helper and Group Leader Guidelines
Welcome to Outward Bound Hong Kong, we hope that you will enjoy your work here and we welcome you to our community.

The following guidelines are written to help you clearly understand some of the requirements and benefits of working here and form part of your employment agreement.
1. Medical screening at OBHK
Each helper must have the following: 

· Signed and completed Medical form

· Individual medical screening by Course Co-ordinator on the first day of a programme: 

 Five themes that must be addressed
a) Screening for changes since medical form completed
b) Allergy screening
c) Medication screening
d) Sports injuries screening
e) Medical screening summary
2. Roles, Duties and Responsibilities
When at Outward Bound, on duty and accountable for the well being of students, you will abstain from all use of alcohol, tobacco and non-prescription drugs.

Roles for Teen Explorer and School Courses Helper
You will be working very closely with one of our instructors. The instructor is directly responsible for all safety, educational and logistical issues regarding the group. It is your responsibility to assist the instructor to manage these. You will not be required to lead any activities.

Your main duties can be summarised as follows:

· Help the instructor to manage and look after the group

· Duty person (with valid First Aid certificate and briefing)
· Ensure 24-hour supervision of the participants is maintained

Activities undertaken may include: Rock Climbing, Hiking, Camping, Kayaking, and Orienteering.

Roles for Kids Discovery Courses (Group Leader)

There will be three group leaders assigned to each group of participants.
Your duties and responsibilities may include but are not limited to the following:

· Ensure the physical and emotional safety of the participants at all times.

· Manage the group and ensure good communication with the other group leaders 

· Pay attention to the individual needs of each participant

· Use and maintain OBHK equipment in a safe manner

· Manage any behavioral issues (use appropriate and timely disciplinary measures)

· Avoid inappropriate physical contact with participants

· Duty Instructor (DI)
· Duty Person (DP) (With valid first aid certificate)
· Ensure 24-hour supervision of the participants is maintained

3. Pay
 Helpers are paid on a daily basis within one month.

Wages will be based on helper’s qualifications before the course

· With valid Life Saving or First Aid certificate: $360 per day 

· Without Life Saving or First Aid certificate: $200 per day

4. Benefits
· Free meals and accommodation during the courses.

· Accidental (excluding medical) insurance coverage during the course.

5. Special Equipment
Outward Bound helpers will be issued with OBHK equipment for use during courses.  You are required to take good care of all equipment issued to you. You should report any loss or damage of OBHK equipment to the Course Co-ordinator immediately and you may be required to repay the full cost to the school for any loss of equipment.

· First aid kit
· Life jacket for water activities

· Camping equipment: Backpack, Tent, Cooking utensils and Stove, Sleeping bag, Sleeping mat…

6. Personal possessions and equipment
It is the responsibility of each helper to take good care of his or her personal possessions and equipment both inside and outside of the accommodation.  No insurance coverage is provided by OBHK for helper’s personal possessions and OBHK will not be responsible for any loss or damage.  OBHK strongly recommends each helper to insure his or her own property.

· Torch/batteries

· Water bottle

· Sun cream, glasses and hat

· Rain/wind jacket (Optional but THINK)

· Clothes: Trousers, Long shirt, Socks, Underwear, Sweater or jacket

· Swimming costume

· Small towel

· Toiletries: Toothbrush, Toothpaste, Body shampoo & Hair conditioner etc 

· Indoor shoes (sandals or slippers to be worn in dormitory)

· Wet shoes for water activities (must provide FULL protection to the feet)

· Hiking boots

· Medication
7. Training
Outward Bound will provide basic training for the helpers 

· Logistics rundown

· Safety during the activities

· Site visits

· Staff Duty Monitor rotation during free time (after meals, before bedtime)

· Pirate ship trip and Overnight camp duties

*Each helper need to commit at least 2 courses

**For those who can commit more than 2 courses, $1000 bonus will be given when the 3rd course completed.
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