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The Role of the Visiting Staff

As visiting staff, your contribution is crucial to the success of the residential course. You should look forward to a demanding but extremely rewarding time which will see your relationship with the young people you supervise change forever. You will be briefed by your Group Leader as to your roles and responsibilities in relation to your establishment. These notes are to give you some idea of what to expect when you arrive and how the Centre operates. We very much appreciate the role you undertake and endeavour to provide you with all the support you need to have a successful and enjoyable course. 

You will have pastoral responsibility, under the direction of your Group Leader, for the welfare of the young people whilst at Bewerley Park. You are expected to accompany your group on activities although you need not always participate and you do not need any special skills (although a sense of humour may help!).  Many visiting staff report that their relationship with their group of young people was enhanced through the shared experience of participation in the activity programme.
Each activity session will be run by qualified and experienced staff from Bewerley who are responsible for the management and safety of the group during the activity. It is important that a ‘team-teaching’ approach is adopted whereby the Bewerley member of staff and the visiting staff work together openly to encourage, support and control the group, thus ensuring a safe, enjoyable yet challenging experience.  Bewerley Park staff will make decisions about what exactly happens on each session, based on their judgement of the groups’ abilities and the prevailing conditions etc.  If at any time you are concerned about the nature of the activity then you should not hesitate to discuss your concerns with the Bewerley staff.

Outside activity sessions you have direct pastoral responsibility for the students but we provide strong support systems to help you with this role.

Before the visit, the Group Leader will have liaised with a Bewerley Park Course Director to arrange the programme of activities, including evening activities. The Group Leader will have briefed all visiting staff as to their role and responsibility and on the code of behaviour agreed with the young people.  During the first day of the course you will be asked to attend a meeting with the Bewerley Park Course Director, when you will be briefed more fully on the routines and procedures used at the Centre.

At mealtimes there is always a member of Bewerley staff on duty who will organise and supervise the students in the dinner hall.  If bad behaviour occurs then you will be expected to deal with your students, working with your Group Leader and supported by Bewerley staff.
During the evenings you will run the evening activities, as planned by your Group Leader. Bewerley Park duty staff will facilitate the organisation and equipment for this.  Generally all visiting staff are required to help supervise students during the evenings, although some larger schools have found it is possible to organise a rota allowing some free time for staff.  The Centre duty staff will be available until after supper on the first evening and until 9.00pm on subsequent evenings if needed.  From this time you are responsible for settling the students into bed, securing the dormitories and supervising them through the night. There is, however, always a designated member of Bewerley staff ‘on call’ at the Centre overnight to give assistance in emergencies.  In the event of a serious incident, such as a student being sent to hospital or home, the on call member of staff must be informed. 

Occasionally, if you and the group organiser feel competent, you may undertake low level walks with your group without an accompanying member of Bewerley staff. In this instance we will provide a full briefing, a mobile phone (if necessary), maps and other safety equipment.

Welfare of Students

General Welfare

In the morning, please make sure the students get up in time to get to breakfast. If necessary, check for soiled beds and inform the residential assistant at surgery, or Centre staff at the staff meeting, who will arrange a change of sheets. 

On completion of the day’s activities the students may need some help or supervision to clean up and sort out kit from the day and to clean themselves up.  Please encourage the students not to spend too long in the showers because the hot water supply is not limitless and others may need one too.

After the evening meal at 6:45pm we ask you to carry out an evening inspection which is an opportunity to ensure that the dormitories are being kept clean and tidy, clothing and equipment suitably looked after.

You should also check the drying rooms and washblocks and, if necessary, encourage the students to tidy these areas and hang clothing to dry properly in the correct places. Any Centre equipment found, such as wetsuits, boilersuits, and buoyancy aids etc. should be returned to the correct stores.

For many students, this could be the first time away from home and the experience can be quite challenging and even frightening.  Please monitor students carefully for signs of unusual behaviour, nervousness, homesickness etc.  These signs are far more likely to manifest themselves during the calm of the evening or early morning than during an activity. 

Many students are also quite fussy eaters and is important to be aware of any students who are not eating properly because as the week progresses they will become increasingly tired.

Medical Welfare

All Bewerley Park teaching staff are qualified in first aid and, during activities, they will generally deal with any incidents. Visiting staff take responsibility for the administration of students’ personal medication and the group leader should ensure that this is done in line with the organising establishment’s policy on the administration of medication.  Personal medication that needs to be carried on activities (such as inhalers) should be clearly labelled with the young person’s name. Bewerley Park staff will carry such items in a ‘dry’ bag if necessary.

During the week, there is a ‘surgery’ open from 8.30 a.m. to 9.00 a.m. in building 12, run by a member of our staff.  This is there to support you but it will only deal with minor bumps and scrapes – referring other conditions to Centre management or yourselves.

For any serious injuries or illness we will contact the local Health Centre or the A&E department at Harrogate.  We will do our best to provide transport to either the local doctor or the hospital and students will need to be accompanied by one of the visiting staff.
If, at any time, you perform first aid treatment on a young person or colleague, please record this on the forms provided on the wall of the tea room in block 6.
General Information

Staff Facilities

The staff rooms have an adjoining toilet and shower or bath.  These are intended for staff use only and students should be discouraged from using them. There are additional staff showers in the swimming pool changing rooms.

There is a staff common room with a television. Next to the staff common room there is a ‘tea room’ where you may make hot drinks, tea, coffee, hot chocolate, etc., all of which are available free of charge. There are also hot drink facilities in staff bedrooms. 

The Centre has a ‘No Smoking’ policy.  This is in line with NYCC’s Policy and is for reasons of health education and health and safety.  This means there is no smoking, whatsoever, at the Centre – either in buildings or anywhere on site.  Compulsive smokers – staff and/or students - will need to go off site to smoke.  Any offence will not be tolerated and visitors who are seen smoking on site will be asked to leave.  If you are considering bringing any staff or young people who are likely to be unable to comply with this ruling, then you should reconsider the suitability of Bewerley Park for your residential.                                                                         
Visiting staff do bring and consume alcoholic drinks. However caution should be exercised. Remember you are responsible for children overnight and may have to go to hospital with them! Please confine all such drinks to the staff common room area and not dormitories and staff bedrooms.  Also, please clear up after yourselves and put all bottles and cans in the re-cycling bins at the back of the kitchen.
Security and Personal Belongings

All Centre buildings have locks on the doors.  All residential buildings and the staff room have a lock operated by a master-key.  As a member of visiting staff you will be given a key fob with two keys.  One is a master-key and will open all dorms, the staff room (block 6), assembly hall and common room. The second is your individual room key.

Students are advised to lock their dorm when out on activities. You may need to use your master key to let them back in when they return to the Centre.  For security it is essential dormitory doors are securely closed at night when the students are sleeping.

Students should not have brought valuables with them but if you do need to secure any valuables they can be locked in the staff bedrooms for which only you have a key. 

The Centre stores operate on a different master key.  The Centre staff are responsible for opening and locking these stores. The Bewerley duty staff will lock all stores after supper.
Mobile Phones

It is Centre policy to discourage the use of mobile phones.  Where possible students should be encouraged to leave them at home. If this is not possible then, whilst at the Centre, we recommend that you collect phones and keep them locked in your rooms, allocating students a time during the evening when the phones will be made available. 

The carrying of phones, by students, on activities is not allowed by the Centre.

Mini Buses

Centre minibuses can only be driven by staff who hold the MIDAS award and have a clean driving licence.  If you already hold a current MIDAS certificate and wish to drive a Centre minibus you must bring with you your original MIDAS certificate and both parts of your driving licence.

If you don’t have a MIDAS certificate and wish to use the Centre buses we can provide training and assessment - contact us for details

Swimming Pool

The swimming pool is a programmed activity available during the summer months. It must be supervised by staff who have undergone appropriate training and been assessed and added to the approved list of staff at the Centre.  
Common Room and Tuck Shop

The Centre has a common room for students to use during their free time. Its use is at the discretion of visiting staff and by negotiation with other groups. It should be supervised at all times.  There are various games available for a small fee.  Change is available in the tuck shop. 

There is a CD player locked in the Tuck Shop. 

The tuck shop key is available from the Bewerley duty staff.  Visiting staff can open the tuck shop during the evening for students and are responsible for running it.  Change is available in the float which stays in the shop.  At the end of the evening it should be locked up and left in the tuck shop.

It is recommended that students are discouraged from buying too many sweets at one time.

Please encourage students to put litter in the bins provided and if possible organise a clear up at the end of the common room session.

Emergency Procedures

There is always a member of the Centre’s staff on call to provide assistance in the event of an emergency. Detailed contact details are provided in the staff room and in the Visiting Staff Handbook located in your bedroom. 

The Centre’s fire alarm covers all buildings and is centrally monitored.  Action in the event of a fire is detailed in the Visiting Staff Handbook. On the first evening of your course there will be a fire practice so that everyone is aware of the procedure.  Should the alarm be activated, staff should evacuate buildings and assemble at the flag pole as practised on first night.  Centre staff will attend although they may arrive a few minutes later.  If a fire is detected call 999.
Off site all groups are equipped with mobile phones, safety equipment and cards detailing what to do in case of emergency, and have with them the skill and expertise of the Bewerley park staff.

Daily Routines 

Day One 
Your arrival at Bewerley can be rather hectic and confusing especially if you haven’t been before. Don’t panic, go with the flow and let our staff organise things.  Basically the day of your arrival for a five day course goes as follows:

· Arrive by coach and get dropped off in our car park.  A member of visiting staff should notify our office (building 6) of your arrival whilst the students bring their baggage down the drive and assemble outside the Common Room (building 1) (porter trolleys are available if necessary).

· Our staff will come out and meet students and staff and take them to their allocated dormitories and rooms.

· In no particular order:
· The students and visiting staff will be issued with boots and waterproofs for the week.  You can help by recording the numbers of students’ gear after it has been issued.

· The students will meet in their dormitory with a member of Bewerley staff who will give an introductory talk about dormitory life, rules and duties.

· The Bewerley staff member will take the students on a brief tour of the Centre, identifying important buildings and out of bounds areas. (Visiting staff should accompany students at this time, so that they are also fully informed even if they have been before.)
· Evening meal starts at 5.45pm.


· After activities and common room time, your staff team, with assistance of Bewerley duty staff organise and run supper which consists of drinks and cake/biscuits left ready by the catering team.
· Bewerley Duty staff finish for the evening after supper on the first evening and then 9pm on subsequent nights and you settle students for night. There is always a member of Bewerley staff ‘on call’ on the site in the event of an emergency.
‘Normal’ Daily Routine

· Before breakfast at 8:00am you need to ensure students wash, dress, make beds and start on their dormitory duties.
· All staff meet at 9:00am to discuss matters arising from the previous day and the organisation for the day ahead.

· Activities are either full or half days with a packed lunch eaten out or in the Centre. Activities finish sometime after 4:30pm when you will need to supervise students showering and changing before dinner at 5:45pm.

· We ask you to inspect the dormitories and drying rooms after dinner to make sure both Centre and personal clothing is looked after and the dormitory clean and tidy.
· Evening activities will have been arranged by your group leader and will be supervised by your staff team.  There will be Bewerley staff on duty until supper to assist with equipment and transport that may be needed.
· There is no fixed time for either supper or bedtime / lights out.  However the Centre has a policy of no noise after 11.00pm for comfort of other clients and live-in staff. Groups may wish to co-ordinate their supper times, particularly if they are sharing dormitory blocks, to minimise disturbance once pupils are in bed.  After supper the tables should be set ready for breakfast, each group is responsible for setting their own tables.
· Once students are settled in bed you need to ensure the external doors are secured and, hopefully, enjoy a peaceful undisturbed night!

The Last Day

There are a number of differences to the daily routine on the last day:

· Before breakfast, please strip your bed and get students to strip theirs. Separate the bed linen - duvet cover, pillowcase & sheet and put in the three laundry bags provided.  Please take laundry bags to laundry in block 11.  Please do not let students remove the white ‘under-duvet’ cover.
· You need to ensure students pack all their clothing from the dorms and the drying room. Finally they need to put their bags outside and clean the dormitory, empty bins, hoover floor etc., including staff rooms.  Bewerley Park staff will tell you when students need to pack and tidy dorms – this will depend on activity programme, etc.
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