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CHILD PROTECTION

If your group consists of Children, Young People Under 18, your Group, Club or Organisation must have a Children’s Protection Policy.  All leaders, helpers and employees who have regular unsupervised access to children must be checked with Disclosure Scotland.  See Guidance Notes attached and South Ayrshire Council Code of Practice for Adults Working with Young People Under 18 years of Age.

	Name of Organisation/Group:
	

	Group Leader/Contact Name:
	

	Address & Postcode:
	

	Telephone Number:
	

	Email Address:
	

	Yes
	
	No
	


Does the Organisation/Group involve people under 18 years of age?  (please tick)    

Applications for bookings, on behalf of groups and organisations must include a copy of the group’s constitution and details of office bearers.

	Date of Visit:
	From:
	To:

	Number in Group:
	Adults:
	Children:

	Cost Per Person:
	Group Cost:
	Deposit Enclosed:

	Any Medical Conditions:
	


(Cheques should be made payable to South Ayrshire Council)

	Accommodation required:
	Meeting/Dining Room
	Yes / No
	Bunkhouse
	Yes / No


	Meals Required: (please tick)
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	Breakfast
	
	
	
	
	
	
	

	Lunch
	
	
	
	
	
	
	

	Dinner
	
	
	
	
	
	
	

	Supper
	
	
	
	
	
	
	

	Dietary requirements:

Special / Vegetarian
	
	
	
	
	
	
	


A Packed Lunch is available if required.  

	Instruction Required: (please tick)
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	Full Instruction:
	
	
	
	
	
	
	

	Partial Instruction:
	
	
	
	
	
	
	

	If Partial please indicate times:
	
	
	
	
	
	
	


DECLARATION

I am applying on behalf of the above Organisation/Group for the use of the specified accommodation and any instruction requested and if granted, agreed that the Organisation/Group will accept and abide by the terms of the Code of Practice and Booking Conditions attached and signed by me and which I agree will be part of the whole Booking Agreement.

	Signature:
	

	Date:
	

	Designation:
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Education, Social Work, Housing, Culture & Leisure and Community Development
The information provided is subject to the Data Protection Act (1998).  Information may be shared with other Council Departments and External Agencies for stated purposes only.
Should you wish more than one booking, please complete additional forms for each booking. Bookings are only provisional until completed booking form is received.  Please return form(s) to The Dolphin House Outdoor Education Centre, Culzean Castle & Country Park, Maybole, KA19 8JX   or email: dolphinhouse@ea.sayr.sch.uk 
For any further information please contact by phone 01655 760600
FOR OFFICE USE ONLY

Booking Confirmed by email (date):
 
         Date(s) of Booking:
Total Cost of Booking:

                         Deposit Received:

             Balance Due:
Initials:              
SOUTH AYRSHIRE COUNCIL

THE DOLPHIN HOUSE OUTDOOR EDUCATION CENTRE

BOOKING CONDITIONS

Booking Process

1. Check availability by telephone/email.

2. Ensure you meet any pre-course requirements.

3. A non-refundable deposit of £15 per person must accompany this booking form.  Cheques should be made payable to South Ayrshire Council.  Please note 1 adult is free with every 10 places.

4. A cancellation by the Group Leader must be provided at least 10 days prior to the booking and written notice must be given to The Dolphin House OE Centre. 

5. South Ayrshire Council reserves the right to cancel any course up to one week prior to its start date.  We will try to offer alternative dates, or a full refund of the deposit will be given.

6. Charges and Conditions of booking may be subject to variation by the decision of the Council.

7. Applications for bookings, on behalf of groups and organisations must include a copy of the group’s constitution and details of office bearers.

8. It is the responsibility of the Group Leader to notify the Council in writing prior to the booking of any changes to the office bearers of the Group Leader or treasurer.

Health & Safety

1. In the event of an accident within the premises the Group Leader must report this immediately to a member of Dolphin House staff and an Accident Report Form should be completed and returned as specified on the form.

2. The Group Leader must ensure that all present at The Dolphin House OE Centre are aware of the emergency evacuation procedures from the main building and bunkhouse and the position of the assembly area after leaving the buildings.

3. If your group consists of Children, Young People under 18, your Group, Club or Organisation must have a Children’s Protection Policy.  All leaders, helpers and employees who have regular unsupervised access to children must be checked with Disclosure Scotland.  See Guidance Notes attached and South Ayrshire Council Code of Practice for Adults Working with young people Under 18 years of Age.

4. The Dolphin House OE Centre is a no—smoking premises in terms of the Smoking Health and Social Care (Scotland) Act 2006 and the Prohibition of Smoking in Certain Premises (Scotland) Regulations 2006.

5. Adventurous activities by their very nature involve an element of risk.  Whilst every effort is made to maintain a high standard of care, risk can never be totally eliminated.

6. The signing of the booking form signifies your willingness to comply with any fair and justifiable request made by a member of staff on the grounds of safety or comfort of other participants.

7. When Sporting Activities are being conducted, appropriate clothing must be worn.  If you offer sports activities you need to be satisfied that your Instructors are relevant and valid Governing Body qualifications/affiliations, and adhere to guidelines for the specific activity.  Further details from Sports Scotland Tel: 0131 317 7200 or email: library@sportscotland.org.uk 
Medical Information

1. All courses require of participants a reasonable level of fitness.  Any relevant medical condition must be disclosed on the booking form.

2. Participants requiring prescribed emergency medication must ensure they bring sufficient with them for the duration of the course.  Failure to do so may prevent their participation in their chosen course.
General

1. The Group Leader will be required to meet the cost of making good any damage to property or equipment which occurs in the course of, or as a direct result of, their occupation of the premises.

2. Course participants are not insured against personal accident, loss or damage.  South Ayrshire council carries Third Party Liability Insurance.  If you require personal accident or cancellation insurance you should arrange this with an independent insurance company.  

3. South Ayrshire cannot accept responsibility for any loss of possessions.  The Group Leader is responsible for ensuring that personal possessions are adequately safeguarded.

4. Anyone who undertakes water-sports should be confident in water, and be prepared to cope with possible immersion in cold water.

5. It is a condition of booking that the parent or guardian of a young child attending a course at The Dolphin House OE Centre, or a responsible adult known to the child is immediately accessible through the emergency contact shown on the consent form.

6. Group Leaders accompanying groups must bring a copy of the parental consent form for each participant.  Group leaders are responsible for the pastoral care of their group including overseeing of medication requirements throughout the duration of the visit.  They are also responsible for the safe return of their group home at the end of the course.
7. A list of suitable clothing/equipment is attached.
8. The Group Leader is responsible for ensuring that these booking conditions are observed.

Application for let for under 18’s

PROTECTION OF CHILDREN (SCOTLAND) ACT 2003 (POCSA)
GUIDANCE NOTES

Do you provide organised and supervised services/activities for children and/or young people under 18 years of age?

If so,

a) Do you know about the Protection of Children (Scotland) Act 2003?

b) Do you know that you have a legal duty to ensure that anyone you recruit to a “child care position” whether paid or unpaid had not been placed on the Disqualified from Working with Children List?

c) Have your leaders had child protection training?

d) Are you registered with CRBS, Disclosure Scotland or with a recognised Umbrella Body?

e) Have people recruited by you since 11 April 2005 into a childcare position under the terms of the Act (paid or unpaid) been vetted through Disclosure Scotland?

Where can you get more information?

The Central Registered Body Scotland (CRBS) – Helpline:  01786 849777 or e-mail: info@crbs.org.uk 

A training pack for the voluntary sector is available from CRBS, which includes guidance on POCSA and health and safety matters.  Organisations wishing to register with CRBS have to demonstrate that they have key policies in place such as on child protection, data protection and health and safety before being registered.

Volunteer Centre South Ayrshire (VCSA), 60 Kyle Street, Ayr KA7 1RZ.  Tel: 01292 263626,

Fax: 01292 267677 or e-mail: enquiries@volunteersouthayrshire.org.uk 

Youth Link Scotland, Rosebery House, 9 Haymarket Terrace, Edinburgh EH12 5EZ.  Tel: 0131 313 2488

Fax: 0131 313 6800 or e-mail: info@youthlink.co.uk 

Disclosure Scotland,  PO Box 250, Glasgow G5 1YU – Helpline 0870 609 6006 or e-mail: info@disclosurescotland.co.uk 

The Scottish Executive’s Guidance for Organisations can be found at

 www.scotland.gov.uk/library5/education/pcago.pdf
The Scottish Executive’s Guidance To The Voluntary Sector On Who Needs To Be Checked Against The Disqualified From Working With Children Lists is available at  www.scotland.gov.uk/childprotection 

Information on sports governing bodies is available from Sportscotland, Caledonia House, South Gyle, Edinburgh EH12 9DQ.  Tel: 0131 317 7200, Fax: 0131 317 7202 or e-mail library@sportscotland.org.uk 

PLEASE RETAIN THIS INFORMATION SHEET FOR INFORMATION AND REFERENCE.
CODE OF PRACTICE FOR ADULTS WORKING WITH

YOUNG PEOPLE UNDER 18 YEARS OF AGE

This Council supports safe and supportive environments for children, young people and those working with them and to encourage this will make information available on the Protection of Children (Scotland) Act 2003  (POCSA), and what to expect in terms of good practice, to parents/carers using our halls and premises as well as to groups who provide those services.

INTRODUCTION
This is the South Ayrshire Council code of practice on Working with Young People under the age of 18.

Please read the Code of Practice carefully and retain this for information and reference.

CHILD PROTECTION

If your group consists of Children/young people under the age of 18 years, your group must have a Children’s Protection Policy and all leaders, helpers and employees who have regular unsupervised access to children must be checked by “Disclosure Scotland”.

For information on this please see the information sheet on Protection of Children (Scotland) Act 2003 (POCSA).   If you need any further information or assistance with this please contact us.
GENERAL SAFETY
Adults working with Young People under the age of 18 must: -

· Check location of telephone; first aid kit; fire exits.

· Carry out a fire safety briefing with each group and/or practice fire drill with each group once per school term.

· Never allow young people to enter facility or commence activity prior to arrival of an approved adult.

· Ensure that equipment and facilities meet safety standards and are appropriate to the age and ability of participants.

· Keep a register with details of participants including emergency contact numbers.  A sessional attendance register should also be kept.

· In the event of an accident complete an accident form available from the facility caretaker/janitor.

· Follow a well-planned programme suitable for the age, experience and ability of participants.

· It is desirable that two adults are in attendance at all sessions.

· Wherever possible in mixed sex groups, there should be a male and female adult present.

· Consideration should be given to the number of adults present in relation to the number of young people and the nature of the activity.

CODE OF BEHAVIOUR

Adults working with young people under the age of 18 must: -

· Never use any form of physical punishment to discipline participants.

· Encourage an environment where each individual treats all others with respect.

· Give positive reinforcement and encouragement at all times.

· Set and monitor the boundaries between a working relationship and friendship with participants.

· Give all participants equal opportunity to participate as appropriate to their age and stage of development.

· Project a positive role model.

· Not drink alcohol or use illegal substances and not smoke when working with young people.

ADDITIONAL GUIDANCE

· Nominated South Ayrshire Council staff has the right to visit groups at any time.

· Any damage to property must be reported to the facility caretaker/janitor.

· It would be desirable to make available to parents information about the group’s activities and the adults involved.

PLEASE COMPLETE THE BOOKING FORM AND SIGN THE DECLARATION ON THE BOOKING FORM TO INDICATE THAT YOU AGREE TO ABIDE BY THE CONDITIONS OUTLINED.  PLEASE RETAIN THIS CODE OF PRACTICE FOR INFORMATION AND REFERENCE.
THE DOLPHIN HOUSE OUTDOOR EDUCATION CENTRE

CLOTHING AND EQUIPMENT LIST

Undernoted is a suggested clothing and equipment list to ensure that you bring the correct items of clothing with you on your visit to The Dolphin House Outdoor Education Centre.  Clothes for activities should be items you do not mind getting dirty or even damaged.

Clothing for Outdoor Activities
· Thick pullovers or fleeces
· T-shirts or vests
· Warm trousers or tracksuit
· Thick socks
· Woolen hat and gloves
· Trainers for orienteering/watersports
Clothing for Water Based Activities

· Old trainers or sandshoes

· Swimming costume / shorts & t-shirt

· Towel 

Land Based Activities

The following items of clothing are available from the Activity Stores located within the Centre.

· Boots

· Waterproofs (top and trousers)

· Gaiters

· Rucksack
· Wellingtons

Water Based Activities

The following items of clothing are available from the Activity Stores located within the Centre.

· Wetsuit

· Waterproofs

· Buoyancy Aid/Life Jacket

Personal Clothing & Equipment

· Thermos Flask

· Pyjamas

· Indoor shoes or slippers

· House clothes

· Towels

· Soap, toothbrush etc

Other items which may be found useful:

· Midget Repellent

· Sun Block

· Sunglasses

· Baseball cap for sunny days
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