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Introduction to the Centre
LOPC has been in existence for about 40 years, originally being part of Leicestershire County Council Youth Services, then Leicester City Council Arts and Leisure Department.  When it was closed down in 1993 a registered charity (LOPC) was set up to provide adventure activities to everyone at affordable prices.  Over the years more activities have been added resulting in a self sufficient centre with a current capacity of 120 people at any one time and 9 permanent Staff, increasing to 16 during the Summer months.
Work Experience Role

While you are at LOPC, you are an essential part of the team.  You will be there to assist LOPC Staff and to support the children during their time at the Centre.  In return for your time, we offer you the opportunity to work as part of the team and gain valuable experience.  
Guidelines.

· Arrive at the agreed time ready to work.

· Wear practical, comfortable clothing and shoes that are suitable for outdoor activities.  Bear in mind that you may get dirty so new clothes aren’t recommended.  Always bring spare clothes and shoes with you and a towel.
· Understand you are here to volunteer your services.  You are expected to make an effort and do what you are asked to do, for your benefit as well as ours. 

· If you have a problem with something you are asked to do, please speak to the manager (Ed) or Business Administrator (Cheryl)
· Give feedback whenever necessary to the Centre Manager.  This can be positive or negative.  We value your thoughts and experience to help us grow and improve.
Duties:

· To assist with the general upkeep of the building and grounds under the supervision of the Site Manager.
· To assist instructors were possible with the activity sessions with group bookings.
General Information

· On your first day you will receive an induction of the premises and matters relating to Health and Safety.
· Please ensure that you wear the appropriate clothing for the activities. We suggest lots of Layers and a water proof coat. A complete change of clothes (including towel and shoes) is required.  
· Please bring a packed lunch with you. We are close to McDonalds but there is no food supply on site. We will supply you with drinks.
· We will where possible allow you to assist the Instructors with sessions; however as a result of the ratios of Instructor to group size we cannot guarantee a regular activity.
· You will be expected to contribute to the centre effectively and demonstrate a level of initiative, competence and thoroughness to ensure that the tasks that you are given are finished to a good standard.
· You are expected to be punctual, well presented and represent Leicester Outdoor Pursuits Centre with a friendly and pleasant manner.

· Do not use bad language in front of any centre visitors and don’t let them swear in front of you.
· Be aware of the Leicester Outdoor Pursuits Centres Equal Opportunities policy, and support it at all times.  Never discriminate against anyone on the grounds of their religion, colour, gender, age or disability and don’t allow anyone else to.

· You should never be left alone with a group or with an individual child.  If this occurs call an additional member of staff and speak to the Manager as soon as possible.

· There is a time and a place for socialising with other staff and volunteers while at the Centre.  This is during breaks and not during Sessions.
We hope that you will enjoy your stay with us at Leicester Outdoor Pursuits Centre, and will find the work here interesting and rewarding.
Please complete the attached forms and return them to Leicester Outdoor Pursuit Centre.

 Work Experience Application

	Personal Details

	Name
	

	Address
	

	
	Postcode
	

	Email Address
	

	Day time contact number
	

	Evening contact number
	

	Mobile number
	

	Date of birth
	

	Gender
	


	Next of kin
	

	Relationship to applicant
	

	Contact number
	


	Medical details

	Please include any details you feel may be of importance, e.g any medication being taken, allergies including food allergies or disabilities. Feel free to continue onto another sheet.
	

	Doctors Name
	

	Doctors Address
	

	Doctors Contact Number
	


	Ethnicity

	White
	Asian
	Black
	Chinese

	British
	
	British
	
	British
	
	British
	

	Irish
	
	Pakistani
	
	Caribbean
	
	Chinese
	

	Other
	
	Bangladeshi
	
	African
	
	Japanese
	

	
	
	Indian
	
	Other
	
	Other
	

	
	
	Other
	
	
	
	
	


I would like to undertake my work placement at LOPC because:
	


Whilst at LOPC I would like to achieve:
	


Please list any governing body awards or qualification that may be relevant:
	


My strength’s and weaknesses are:
	


I consider a good role model to be:
	


	I ……………………………………………….. (person with legal parental responsibility) would like the above mentioned young person to undertake work experience  hours at Leicester Outdoor Pursuits Centre during the period of (date)……………………………………………………...........................................

	Signed ……………………………………………….
	Date …………………………..

	Contact details of a person (year head at school or someone who has employed you in the past)

Name ………………………………………………………………………………………
Connection to volunteer …………………………………………………………………
Tel : ………………………………………. Email: ……………………………………….

Address ……………………………………………………………………………………

………………………………………………………………………………………………
……………………………………………………postcode ……………………………..


	Travel

	Please state how the applicant will travel to and from Leicester Outdoor Pursuits Centre
	

	If the applicant is to be collected, please list below all names of those who will be collecting the applicant and the relationship to them. Everyone listed below must be age 18 or over. Anyone not on this list will not be able to collect the applicant. This is our legal responsibility.

	Name
	
	Relation to applicant
	

	Name
	
	Relation to applicant 
	

	Name
	
	Relation to applicant
	


	Terms and Conditions

	· I declare to the best of my knowledge that the above information is correct

	· I will inform LOPC immediately if any of the above information changes

	· I give my consent for any emergency treatment in the event of an accident

	· I understand that I will not be left in sole charge of any children whilst I am at the centre

	· I will inform my supervisor immediately if I am unhappy with anything I have been asked to do

	· I understand my role whilst at the centre will be monitored by my placement supervisor who will evaluate my progress on a regular basis

	· I have read and completed this form and understand it fully

	Signature (applicant)


	Date

	Signature (Person with parental responsibility)


	Date
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