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INTRODUCTION
New Team Member Manual Accountability Statement

All Peak Adventures Team Members are expected to read and be accountable for knowing the material presented in this manual and any supplemental manual inserts. 

I affirm that I have received the New Team Member Manual, and will, to the best of my ability, live up to the standards and expectations set forth in the material in question.

Team Member Name









Team Member Signature









Signature Date




The best way to predict the future is to create it!”


-author unknown
Our Statement of Purpose (the what)
Peak Adventures’ purpose is to kindle personal growth, leadership, and connections through experiences in the outdoors.
Our Vision (the why)
Our vision is to help determine the future of our world by influencing the people who will lead and design it. We believe that leadership development inspires all individuals to become their best self. Then, imagine if we all had the skills to venture into the great outdoors, experiencing both the thrill and serenity of our connections to each other and to our earth. We envision a world where people possess heightened personal awareness and acutely understand the interconnectedness of it all, whereby making our world a better place.
Core Beliefs

Walking the Talk

Exemplifying the values that bring about optimum team cohesion is the result of working internally with the team building models that our program sets forth for clients. We strive to continually practice high performance team collaboration and “walk the talk.”

Building Relationships

The foundation for great teams and client service is centered in strong relationships.  We strive to enhance our relationships by communicating effectively, listening to understand, and building trust.

Creating a Mutually Supportive Environment

Long-term team effectiveness is dependent on a supportive environment.  We consciously look for opportunities to serve one another and our clients in the pursuit of our vision.

Welcome to Peak Adventures!

This manual is divided into 4 sections, representing our QUALITY STANDARDS. These standards are a road map to the priorities of our organization; they are the measure for making decisions that are consistent with our business objectives and values. The four standards, listed below in order of importance, are:

Safety & Technical Skills

This standard includes three critical areas: physical, emotional and environmental safety. All of our technical training materials are included under the physical safety area, as are all risk management resources. Safety is our highest priority; under no circumstance should safety ever be compromised. It is better to compromise any of the other quality standards in order to provide a safe environment for our participants and team members.
Presentation & Courtesy

Presentation refers to everything and anything that interfaces with our clients and team members. This includes our culture, vision, shared values, standards, and guidelines as applied to: appearance, courtesy, respect, enthusiasm, preparedness, walking the talk, and facilitation.

Operations & Efficiency

The heart of our organization centers on the need for efficient, consistent business procedures.  Since programming can involve tight schedules, it is important to maintain a high degree of operational excellence so that all itineraries move smoothly and our participants have an opportunity to be involved in a well-planned and productive day. This section also involves administrative information that supports the program operations.

Facilitation/Leadership

Learning is one of the intended outcomes of every Peak Adventures experience.  Strengthening the ability of participants to connect learning to their everyday life at work, school or home is an important outcome of our programs. This quality standard also encompasses our facilitation guidelines, models, and game information.

Quality Standards
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SAFETY
Philosophy

During the introduction to the day, especially before the first activity, leaders make sure that people feel comfortable about participating.   We want to impart our safety philosophy to participants in terms that are clearly understandable.

· Each person is responsible for his or her own behavior and should make prudent decisions.

· We incorporate a philosophy where participants look out for each other.  

· Spotting is an important component and an ongoing task throughout the day.  

· Emotional safety is important in creating a mutually supportive environment.  We need to consider the emotional state of participants when encouraging participation.

Human Needs & Human Hazards

These are items that should be discussed early in the day or as participants arrive.  It is information that may be relevant to dealing with their emotional needs early on as well as physical needs.  Each trip/program may have different answers to the questions below, but as a Leader it is your responsibility to find the answers and relay them to the participants.  As people arrive, it is important that they know how their physical and emotional needs will be met:

	Q:  Where can I go to the restroom?

	Q:  Where can I get water?

	Q:  Where do I throw my trash?

	Q:  Can I wear sunglasses?

	Q:  What should I do with extra items like a purse, bag, jacket, or raincoat?

	Q:  Is smoking permitted?


There are also things they may not be thinking about as they arrive, but we know because of our experience:
· Valuables and jewelry such as watches are unnecessary and should be left in the car.  They could be lost or broken.
· Items in pockets could get lost or poke you throughout the day.
· Long hair can get in the way.  It is best to tie it back.
Standards and Guidelines

These are the basics!  Constant vigilance and adherence to these Standards of Practice will help us manage risk and run safer programs for all participants.

Be Prepared
Team Members are prepared for the day and for each activity.  Refer to the Standard Operating Procedures Manual for information and make an honest assessment of your ability to honor the job.  Team Members are certified in CPR and First Aid.  We are familiar with and know where copies of the Emergency Action Plan (EAP) and first aid supplies are located.  We know the plan in the event of dangerous weather conditions.

Spot
Team Members spot activities, practice areas, etc.  We are in a critical location for each challenge.  We are where the action is!  We don’t sit down on the job!

Supervise
Team Members supervise participants (adults and minors) throughout the day and greet them when they arrive.  Team Members are in control of the pace and general safety of a team or any given participant in an activity.  The leader is responsible for stopping any activity if the team seems out of control.

Respect Choice
Do not force or coerce.  Do not allow teams or individuals to pressure others.  Do not push.

Be Redundant
When using technical backup systems, be redundant.  When using harnesses, check every harness two times when you put it on and when the participant is ready to climb.  Ask other Team Members to check your setup, your harness, etc.; it never hurts to double check; it may hurt not to.  

Inform
We inform participants of the risks.  We do safety briefings throughout the day and at every initiative/activity.

Inspect and Maintain
Team Members inspect site and equipment constantly to ensure a safe environment.  Site and equipment are also treated and maintained properly.  Look up, look down, look all around!
Document
We write down all incidents, accidents and close calls.  We also complete program summary forms and have a system for suggestions and comments.

Accident Potential

ASK QUESTIONS, MAKE OBSERVATIONS, AND CONDUCT EVERY ACTIVITY AND INTERACTION WITH THE GOAL OF REDUCING ACCIDENT POTENTIAL.

Safety is the most critical issue facing any outdoor adventure program. At Peak Adventures, safety is the foundation upon which all other quality standards rest. We can be as courteous and skillful in our leadership and efficient as possible, but if someone gets hurt the other things don’t count. It is important for all Team Members to place safety and accident prevention at the top of their priority lists. At all levels, we are striving to understand and document hazards, improve systems and create an environment where safety awareness is constant.
How Accidents Happen

The following information provides a format for identifying the contribution factors in accidents, incidents and close calls.  In this way, team members may be better equipped to recognize hazards and intervene so that accidents are prevented. The information also provides a useful way to analyze accidents and incidents so that we can all learn from them.
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The greater the overlap of human and environmental hazards, the greater the accident potential. For example, the combination of a wet, muddy, uneven trail and a person moving in haste can create a fall.

	Human Hazards most frequently contributing to injury in adventure programs:



	The Group

· Lack of knowledge about hazards

· Fatigue

· Stressful situations

· Poor communication or inattention to task

· Rushing

· Unrealistic expectations from self

· Peer pressure

· Lack of coordination

· Not understanding roles

· Excessive competition

· Lack of planning & problem solving effort

· Lack of conflict resolution skills

· Poor communication

· Lack of trust


	The Leader

· Rushing to meet schedule

· Fatigue

· Unsafe/unchecked equipment

· Trying to meet others’ expectations

· Failure to make decisions

· Poor assessment of participant’s skill level

· Poor sequencing of activities 

· Poor supervision

· Failure to teach necessary skills

· Seeking novelty out of routine

· Distracted or unfocused

· Not respecting hazard

· Poor communication

· Poor role model

· Lack of evaluation and supervision

· No clear direction




	Environmental Hazards most frequently contributing to injury in adventure programs:



	Facility

· Site
destination design and layout (ropes course, meadow, etc.)

· Land, water, weather, animals, insects, etc.


	Activities

· Free time without plan or supervision 

· Inappropriate for age of participants

· Late afternoon activities/unplanned loss of daylight

· Misuse of activity


	Equipment

· Failure of equipment or inappropriate use
· Poor design for use
· Vehicle issues
· Lack of or incomplete inspections

	Philosophy

· Not understanding the philosophy or pushing past physical or emotional limits 




Safety Briefing

To Be Discussed Throughout the Day

Participants who arrive for a Peak Adventures activity are often ill-informed of the human and environmental hazards of that activity.  We talk about safety throughout the day to inform them of the potential hazards and to elicit their cooperation in making a program as safe as possible.
Briefing participants on risks is necessary. There are many ways to deliver the briefing; your level of skill and knowledge will determine whether you stand in front of the team with a clipboard and talk about each point or if you talk about the issues and hazards along the way.  When possible, it is preferred to ask the participant if he or she can identify human and environmental hazards; engaging the team will help “ground” them in the information and also help them learn to take personal responsibility for their actions.  Always consider the relevance of the information at the appropriate time.  For example, the appropriate time to talk about crossing a creek on a wooden bridge is when you are about to do it, not at the beginning of the day or sitting in the van.  The participants need to be in a place where they can listen, respond, and have relevant information to what is happening.

Forms

A requirement of all adventure programs is to have participants read, understand, and completely fill out forms.  The forms are intended to inform the participants that there are certain risks associated with adventure learning and that each participant should make the appropriate decisions about their level of physical participation throughout the program day.  These forms do not absolve Peak Adventures from any and all responsibility regarding safety, such as gross negligence. 

These forms are not open to interpretation.  Team Members at Peak Adventures should not discuss the information on the forms with participants.  Team members who try to explain the nature of the forms are liable for misinformation.

During program days the following should be done in accordance with forms

· A Peak Adventures Team Member will collect Participant Forms from every participant or the designated contact person. Check for signature(s).

· Check for pre-existing injuries, medical conditions, medications, etc.

· Check for an emergency contact number.

· Every participant must have a form for every activity. No form may be altered, or it is null and void.
· Minors are not allowed to sign forms for themselves.

· We cannot accept verbal consent; we must have a signed form 
Risk Management Plan

Participant Waivers and Environmental / Activity Briefing

One Team Member will be designated at the beginning of each program or at the pre-trip to collect and review waivers. This team member will alert the Team/Trip Leader of any missing waivers and/or important or unusual medical issues. Parents or teachers may be consulted in order to get additional medical information about participants.

Under NO circumstances are participants to be singled out and pulled aside in an overt manner to discuss medical issues. Emotional safety is of utmost importance when dealing with this issue.

Team Members always provide an environmental briefing at the beginning of the day and throughout the day to explain the generic risks inherent in participation of the activity.

Participants are informed of the risks of each specific activity before they attempt it. The information is delivered in a Safety Briefing that includes risks, safe procedures and medical/physical concerns.

Participants are never forced or coerced into attempting any challenge or activity.
Emergency Action Plan

STAY CALM – DO NOT RAISE THE PANIC LEVEL.

· Notify Team/Trip Leader (and other staff if necessary.)  Get the most medically qualified staff person to assist the sick/injured person.
· Gather additional people to help you. (Staff, or if absolutely necessary, responsible participants.)
· Find out the current condition of the patient, and additional pertinent info such as age, health concerns, etc.  Use the participant’s release form, if available.

· Direct any available team member to maintain crowd control:
· Keep participants away from injury site.
· Keep other activities going, if possible.
· Stop activities only if area becomes unsafe or all staff members are needed.

ASK YOURSELF AND THE PARTICIPANT THESE QUESTIONS:
· Is there any difficulty breathing?

· Is there profuse bleeding?

· Is/was there any loss of consciousness?
If “YES” to any of above, SEND one staff member TO A bLUE EMERGENCY STATION TO call 911.

THEN notify at least one of the management staff of Peak Adventures.

	
	Office
	Cell

	Main Office
	(916) 278-6321
	

	Valerie Regner
	(916) 278-1768
	(916) 213-1606

	Laura Murray
	(916) 278-3304
	(443) 996-6605

	Ross Garner 
	(916) 278-2106
	(707) 246-1546

	John Gratton
	(916) 278-4897
	(707) 260 5193


· If Rescue Breathing/CPR is needed then respond and provide necessary care. Do not stop caring for injured person until you are exhausted or relieved by trained personnel of equal or higher medical training.

· Do not give statements except to rescue personal or police.

· Do not admit guilt or responsibility.

PRESENTATION / COURTESY
Overview

With the understanding that safety is our underlying consideration in providing adventure-based learning programs, the second most important area to consider and train for is presentation and courtesy. Presentation and courtesy are defined in this manual as the way in which we behave toward one another and toward our participants. Facilitation cannot take place without buy-in, and most participants enter our programs with some level of apprehension; we believe that the presentation and courtesy to our participants and fellow Team Members goes a long way in helping to create an environment for learning.

How We Look

While individuality is encouraged in every team member, we view our industry and line of work as a profession; our appearance should be consistent and professional with other leading industries.  The pride and professionalism we value is reflected in our appearance.
What We Say

Confidence lies in preparedness.  As a leader, it is important to be prepared - to search out information and ideas, to practice, to learn from others and accept feedback.  The manner in which we articulate and communicate will send clear signals of strong leadership ability; it will maintain the essence of safety.
People are more inclined to listen to a strong leader.  If leaders do not grasp the attention and hearts of the participants, there is little chance that the participants will eagerly learn. At the same time, arrogance on the part of the leader or a lack of sensitivity to participant needs can compromise the level of buy-in of participants. Know the difference between confidence and arrogance.

How We Behave

How we behave is directly related to our culture; how we behave internally with our own Team Members is the level to which we are dedicated to this culture. The C.I.R.C.L.E. philosophy reviewed in this chapter highlights six behaviors and traits that are valued at Peak Adventures. We must always treat our fellow Team Members in the same manner we treat our participants. Our culture will influence our behavior, which eventually creates positive peer pressure to conform to the valued traits and behaviors.
As traits and behaviors become ingrained and habitual within the organization, the same behaviors will be echoed to our participants. What is most interesting about this phenomenon is when participants are treated with respect and dignity, they will respond and treat not only the leaders with respect and dignity, but their own teammates as well.  If they can create a responsible and caring culture during the activity, hopefully they will integrate this culture in their home, work or school.

Culture
For Peak Adventures, culture is defined as a deliberate system of values and beliefs which influences actions, behaviors, and relationships. 

Peak Adventures is working to become known as an organization that “walks the talk.”  Because we are a program that teaches teamwork, communication, risk taking, and learning, we must be a living example of teamwork.  Living this example means creating and operationalizing a culture that keeps pace with the ever changing future and embraces the part of our past that has always made us successful.  

Some of these are:

· Safety First

· Friendly, informal but professional work environment

· Commitment to training and on-going education

· Client and quality focus

· Dedication to hard work and continuous improvement

· Overcoming challenges through creativity and innovation

· Perseverence and integrity

· Collective ownership of the program by all team members

“Peak Adventures recognizes that it is essential for team members not only to enjoy their work, but to be invigorated by it.  Commitment to a quality experience for  team members, ensuring a quality exprerience for all guests and maintaining quality business practices sets us up for credibility and success in our industry.”

(Adapted from the Challenge Discovery Formula for Success)
The C.I.R.C.L.E. Philosophy

Team Charter and Shared Values

The Team Charter is a set of guidelines describing how members of a team agree to interact during the time they are together. The following philosophy represents the behaviors we strive to model; it provides a framework for team members to follow that supports our vision and goals as an organization. Living this model will help to support our team members and develop strong relationships. By adopting and living this philosophy our own experiences allow us to be grounded in teamwork from first-hand knowledge, demonstrating teamwork every day.

Communication

· Going to the source for information

· Resisting triangulated conversations (“He said, She said…”)

· Being open to feedback and constructive criticism

· Giving useful feedback and constructive criticism

· Resisting defensiveness
· Asking for what you need
Integrity

· Not making excuses for yourself or your actions

· Doing well when no one is looking

· Living your best intentions
· Actions that are in line with your words
Respect

· Looking for the best in everyone

· Recognizing and understanding that everyone doesn’t think the same way

Compassion

· Empathy and caring

· Expanding your perspective

· Understanding others without judgment

Leadership

· Shared leadership

· Letting go of old patterns and behaviors for the sake of new growth

Engagement

· Being able to choose and respond rather than react to challenges

· Bringing all of yourself to the group

· Knowing when and how to reflect the energy of the group

Heritage and Traditions

Peak Adventures was created in 1971 by two students who wanted to offer bike parts/services to other students on campus. That small operation has now grown into a viable, competent and well respected provider of bike services, outdoor programs, gear rentals and team building opportunities. We have a tradition of hard work and hard play.

Peak Adventures is a part of Associated Students, Incorporated, which is a non-profit student-run organization with several diverse programs to serve the Sac State campus and surrounding Sacramento communities.
Symbols

Language and symbols are an important component in helping to support our culture. Essentially, everything we do and say, as well as how we act and how we look, affect our clients and our team members.  Our language is an outward expression of our purpose and our beliefs; it is a thread that runs through everything we do.

We are in the business of communicating; we should attempt to do it effectively. Supporting our culture with language is not accidental. At Peak Adventures we deliberately refer to the people we work with as “team members” rather than “employees.”  This language helps to legitimize and cultivate our professional environment and helps to reinforce our purpose of teamwork.

Our symbols, such as our logo, clearly identify our unique business and ideals.  As our name implies, we strive to offer clients a “Peak” experience and an “Adventure” that they will never forget.
Dress Code

Employees are expected to appear professional and wear clothing appropriate for the nature of our business and the type of work performed.  General guidelines apply to all Peak Adventure staff. Area specific criteria will apply while working within that area. 
General Guidelines

· Clothing should be neat, clean, and properly fitted.
· Clothing shall not create a safety hazard.
· Clothing must cover the mid-drift and torso (including cleavage). 

· Pants must not sag or have holes. 

· Halter tops, tube tops, and see-through tops are not permitted.

· Undergarments are not to be exposed.

· Clothing may not denigrate any group, depict drugs, tobacco, alcohol, violence, weapons, or inappropriate language or graphics. 

· Length of shorts, skirts and dresses must be appropriate length (mid-thigh).

· Flip flops, slides, or slippers are not permitted.
· Dress sandals are allowed. (Rule of thumb: if you can wear them in the shower, you shouldn’t wear them to work.)  
· Work-out attire such as basketball shorts, sweatpants, and yoga pants are not permitted.
· Jackets or sweaters must not have excessive graphics or logos.
Area Specific Guidelines

Front Desk/Office Work: Pertains to part-time staff that work the front desk or are conducting scheduled office work.  
· A Peak Adventures shirt must be worn on all scheduled shifts.

Bike Shop

· A Peak Adventures collared shop shirt must be worn on all scheduled shifts.
· Sturdy closed toed shoes or boots must be worn at all times: no Crocs, Keen Waterfront, Chacos, Five Finger Vibram, flip flops or Mary Jane style shoes.

Challenge Center

· A Peak Adventures shirt must be worn on Challenge Center programs.  Peak Adventures polos must be worn during professional team building programs. 

· Sturdy closed toed shoes or boots must be worn at all times: no Crocs, Keen Waterfront, Chacos, Five Finger Vibram, flip flops or Mary Jane style shoes.

· While belaying, gloves and a harness must be worn.

· Staff should be prepared for the weather and dress accordingly; cap, beanie, bandana, scarf, jackets, sunglasses etc.

· Team Leads must have a watch and knife on them while on the Challenge Center.

· Jewelry must be appropriate for outdoor activities and must not present any safety risk in any area. Large hoop or dangly earrings are not allowed. 
Trip Leaders

· A Peak Adventures shirt must be worn for pre-trip meetings.

· Trip Leaders are to wear clothing that is appropriate for the trip/activity they are leading. 
Raft Guides

· Guides will wear appropriate swimwear or clothes.  

· Life jackets must be worn while on the river.

· Guides must have a watch and a flip line while on the river.

· Shoes with a heel strap must be worn: no Crocs or flip flops.
Summer Camp Counselors
· A Peak Adventure staff shirt must be worn to work daily.

· Jewelry must be appropriate for outdoor activities and must not present any safety risk in any area. Large hoop or dangly earrings are not allowed. 

· Close-toe shoes are required at all times except when around water.  When around water, water shoes or sandals with at least a heel strap must be worn at all times.  Appropriate sandals include any secure sandal like a Teva or a Chaco style shoe.

· Swimwear: 
· Men: Board shorts are preferred. Speedo swim trunks are not allowed.

· Women: Swimwear must consist of a sport top bikini (like a sports bra) or one piece suit. Board shorts are preferred. Chest cleavage must be appropriately covered and supported.

· Expedition Camp staff must wear a Summer Camp staff shirt at the Pre-Trip meeting and on Monday, at the start of camp. You may change to another backpacking appropriate shirt after all parents have left.

OPERATIONS / EFFICIENCY
Procedures, Standards and Expectations

1. Standard: Know how to log hours in the time clock. 

· Time clocks are located in the Peak Adventures office and inside the toy shed at the Challenge Center.  It is the responsibility of each team member to correctly clock in for all hours worked for each pay period.  Any incorrect punches must be listed on their DayForce time sheet and on the Discrepancy Log located by the time clock in the office or the Challenge Center. 

· The pay period is every two weeks; pay period and payday schedule can be found next to each time clock.  Time cards are available through the time clock or the Dayforce App.  All team members are expected to authorize each shift they work before the end of the pay period.
· Time clocks consist of a biometric finger scanner which requires your 6 digit Employee Identification number in order to log entries.  Be sure to double check with a Team Lead or Management before clocking in to ensure you are logging your hours under the proper activity code.

2. Standard: All Team/Trip Leaders must have a plan or itinerary.  
· Itinerary crafting should include a discussion with the client about their goals/expectations and clarity on number of people, times and any other variable logistical information at least 1 week prior to a program.

· Communication with scheduled team members regarding any atypical or unusual details pertinent to an upcoming program is the responsibility of the Team/Trip Lead and should occur no less than 3 days prior to a program.

3. Standard: All staff members are responsible for pursuing their own development and tracking their own progression.

· Self-motivation and personal organization are crucial to advancement at Peak Adventures.  You will be expected to keep track of your own advancement via provided task lists specific to different program areas.  You must take the initiative to see that you receive the training you need and then document that training on your task list to record your development.  It is only once you complete a task list for a given role that you may be eligible for a pay rate increase.  

· Completion and submission of a progression task list will be followed by a meeting with management in order to establish your eligibility for a pay rate increase.  

· If you do not meet the expected progression deadlines you may be asked to meet with management in order to reevaluate your involvement with Peak Adventures
4. Standard: Any overtime must be approved by management in advance. 

· Project Work – all work projects, including office work projects and on-course maintenance days, are to be paid at the hourly wage designated.
· Overtime Hours must be approved in advance. Team members not prescheduled for overtime (ex: a long program day on the course) must get approval in advance. NO EXCEPTIONS!
5. Expectation: All Team/Trip Leaders are responsible for logistics on his or her trip/program.

· Logistics include vans, food, special needs – anything that the trip or program needs.
· Team Leads are paid for up to 1 hours of prep time when they are in charge of a program.

· Outdoor Trip Program Assistants (OTPA) will have regular weekly paid hours in the office working on logistics for upcoming trips and other duties as assigned.  
· Time conducting Pre-Trip Meetings will be paid time.  Outdoor Trip Leaders will be paid for trip activity time.  Refer to Outdoor Trip Leader Training Manual.
6. Expectation: Challenge Center must be supervised during any breaks.

· It is best when all staff bring their lunch when working a day on the Ropes Course.  This gives the staff time to rest, connect, and provide any feedback to each other.
· While there is a microwave and fridge available for food preparation and storage, it is your responsibility to keep these areas tidy, leaving them neater than you find them.

· Team members are welcome to take a 15 minute personal break as needed and as it is appropriate for every four hours worked.  
7. Expectation: All Team Members are responsible for knowing their work schedules. 

· Schedules should be posted on the Dayforce at least two weeks out: these two weeks are firm.  If there is a schedule conflict during these two weeks, it is the Team Member’s responsibility to find someone else to cover them, and request this schedule change to a manager.  For anything scheduled further out than two weeks, a team member may request a day off, but is not guaranteed approval.
· Team Members can check their schedule at the Peak Adventures office or via Dayforce
· All Team Members will complete an Availability Form each semester with your weekly availability and update it as needed. All schedules will be made according to this availability.  Any updated Availability Form will go into effect 2 weeks after it is turned into management. 
· Team Members are responsible for submitting time off requests well in advance.  You may request time off by sending an email to your supervisor(s).  If a time off request has not been made in advance, a team member is “fair game” to be put on a schedule with short notice. All schedule changes within two weeks will be accompanied by a phone call. 
8. Expectation: Be ahead of the game!
· All Team Members are to arrive before participants and should prepare to stay after the last participant leaves. This is the essence of professionalism. See Presentation and Courtesy.
· For Challenge Center programs, staff members are generally expected to arrive one hour prior and stay one hour after the program. This allows time for set up of the course and discussion of the program, and if time allows, additional training may occur. 

· For outdoor trips, there will be a plan provided by the leader which may involve a pre-trip meeting with participants, or just a phone call to discuss the trip. Whatever the level of preparation, staff members should be responsible for sharing in this leadership and being prepared for the trip as well as taking care of equipment and paperwork at the end of each trip.
9. Expectation: Professionalism.
· Team members will dress in a professional manner. Staff shirts are to be worn whenever you are working with clients and the weather is suitable (i.e. not raining).

· Pants and shorts are to be clean and in good shape.

· Closed-toed shoes are required on the Challenge Center, Summer Camp and in the Bike Shop.

· Avoid sunglasses, especially when addressing groups. We encourage hats for keeping the sun out of the eyes. We prefer a Peak Adventures hat.
· Be prepared for the conditions in which you will be working (i.e. sunblock, water, etc.).

10. Expectation: No sitting down on the job.  Be a spotter!
· When running an element, it is often good to place yourself away from the event so as to take yourself out of the equation. However, this is not a time to sit down or to chat with other Team Members. Be ready to spot whenever needed and listen to the participants’ dialogue with an active ear – this is where you get your best facilitation material.

11. Expectation: Program Summaries and Trip Evaluations
· After each program and trip, the Team / Trip Leader will facilitate a closing debrief with all Team Members and fill out a program summary or trip evaluation. Programs and trips are not complete until the end of the debriefing.
· Taking time to reflect on the performance of the team and the effectiveness of the objectives can hugely impact future programming decisions, help set the next team up for success by genuinely capturing what worked and what might have gone more smoothly.
· Fill out all close calls, illnesses, accidents, equipment needs, and maintenance concerns.  Please be specific in your descriptions as this information will help to inform future programming, safety protocol modification and maintenance and repair needs.
12. Expectation: Earn your Perks

· One of the benefits provided to team members working in the outdoor and experiential education industry is the professional discount for industry-related merchandise. While we fully support Team Members in taking advantage of this “Pro Deal” perk, you must be an active team member on payroll. “Retired” and non-active Peakies are not eligible for Pro Deals, nor are family members or friends of Peak Adventures team members.
· You must be on payroll for 2-months before you may take advantage of Pro Deals and other professional discounts. The only exception to this is if there is a specific need for a specific trip (e.g., NRS order for guide training). Exceptions must be approved in advance by a manager.
· Once on payroll, you are able to peruse free trainings offered in-house to obtain a Commercial Class C Driver’s License.  This is provided by the Outdoor Adventures Manager during non-work hours, by appointment.

ASI Employee/Volunteer Driving Policy
Employees whose duties necessitate driving vehicles in the course of ASI employment must maintain certain acceptable driving standards. Our insurance company has established these standards for drivers in order to meet insurability requirements and all ASI drivers must comply. Each AORMA member is responsible for enforcing eligibility standards and failing to meet these standards could result in being excluded from coverage under the AORMA self-insured auto liability coverage. ASI Operations Supervisor is the program administrator for ASI driving policies, forms and administration.  

Examples of drivers who need to comply are as follows: 

A.  An employee whose job requires to drive more than once a week on ASI business


B.  An employee who has driving-related responsibilities
1.  Drivers must possess a valid California driver's license or equivalent to legally operate the class of vehicle(s) they operate in their employment.  A Class B license is required for a 12 passenger van whether rented or owned.

2.  Drivers must be enrolled in the Employer Pull Notice program (EPN) which means that a DMV record will be pulled for review.

3.  Drivers on ASI business will have less than 3 (three) violation points in a 12 (twelve) month period or no more than 5 (five) points in an 18 (eighteen) month period. 

4.  If an employee is permitted to use a personal vehicle in the course and scope of ASI business, the employee must maintain personal automobile liability insurance as the primary insurance coverage. Employee’s personal vehicle must be in safe mechanical condition. 

5.  Drivers on auxiliary organization business must not have been convicted of any alcohol related or drug-related driving offense during the past 3 (three) years. However, if an employee is allowed by court order to drive within the course and scope of his or her duties and the employee meets other driving standards and driving is an essential part of the employee’s responsibility, the auxiliary organization may allow the employee to drive on essential auxiliary business.
Additional Information for the Use of Personal Vehicles on ASI Business (employee who drives more than once a week)
1.  Each employee must complete the form Request for Authorization to Operate a Vehicle.

2.  All persons in the vehicle must wear safety belts.

3.  The vehicle must always be covered by the employees own minimum state liability requirements.  Higher levels of coverage are recommended.

4.  Evidence of current automobile liability insurance will be in the vehicle at all times as required by law (Vehicle Code Section 16020).

5.  The automobile must be appropriate for the work to be performed, equipped with safety belts in operating condition, and in safe mechanical condition.

6.  Using hand-held devices while driving is prohibited. 

7.  Employee must not be under the influence of controlled prescription drugs or any illegal narcotic or drug while operating the vehicle.
FACILITATION / LEADERSHIP
Teaching verses Guiding

If our desired outcome is learning, we need to define what learning looks like. It can mean different things to many different people. People will learn about themselves, each other, skills, lessons, new ways of thinking, etc. We can’t always determine or measure what people learn through their experience at Peak Adventures. Our intent however is that people are immersed in a learning environment. It is important to maintain the short term goals of participant learning on an everyday program basis, while at the same time achieve our long term goals of being a learning organization ourselves. The best way to create a learning environment is to be one.


The result of our experience gives us the ability to not only facilitate, but also teach.  If we are a learning organization, then we must learn from the participants. Therefore, we view ourselves leaning on the side of teaching while using a facilitative approach.  We as facilitators need to strike a balance between teaching and allowing the team and the participants to learn from their own actions, behaviors and results.  To facilitate is to ask probing questions and guide learning. We have the opportunity to speak from a place of experience, NOT expertise!
We can guide learning better based on our experience.  We can offer other ideas as a way of encouraging creativity.  We have seen the enormous human potential and believe in it.  From our own personal experiences in adventure-based learning we are grounded in what we know.  That is what allows us to be slightly on the teaching end of the spectrum.  And that is where we choose to be.

Although fourth on the quality standards scale, facilitation/learning is the underlying goal of every program.  If we can assume that the participant is safe, feels respected and taken care of, we are seamlessly working through the program like a team then, with effective facilitation, the participant will learn and connect these experiences to work, home, or school.

Where an order stirs resistance and resentment, a choice invites cooperation, participation and responsibility.
– From the Outward Bound Model

Comfort Zones

Comfort Zone

Happy and Content

This is where leisure occurs

Relatively little learning
This is a place of rest and reflection

This is where we want our participants to get to at the beginning of the day so we can step them into the…

Learning Zone

Butterflies and Bumblebees in the tummy

This is where discovery is taking place and unknown information is being experienced

This is a place of growth and learning

This is where we want our participants to feel they can safely grow to learn something new

But we never want them to go over the edge of the Learning Zone in to the…

Panic Zone

This is not a safe or happy place

Use your rescue prevention training to identify when someone has entered into their panic zone

This is a place to create a safe space again

And help participants find a sense of learning by reflection

Lasting Change cannot take root unless a person has a keen sense of investment, power and responsibility.

-Karl Rohnke
When a group embraces a principle of choice, it operates in an environment where each member has:

· The right to choose when and at which level to participate, physically, mentally and emotionally;

· The opportunity to back away from a challenge at any point with their knowledge that the opportunity to revisit it remains open;

· The chance to move outside one’s comfort zone into unfamiliar territory within a supportive, caring and safety-conscious environment that attaches greater significance to the effort than to outcomes or performance.
· Heightened awareness and respect for other participant’s ideas, needs, differences and choices.

The Full Value Contract

Definition

1. A partnership agreement between adventure experience participants that establishes behavioral expectations and norms for the duration of the program.

2. A set of operating norms developed by a company, division or team that establishes behavioral guidelines in the workplace.

Expected Outcome

· Shared Expectations

· Personal Ownership

· Team Ownership

Behavioral expectations, codes of conduct, team norms are all common features of the various social environments. Students for instance learn quickly whether class starts on time, or if it is OK to be a little late. In a work situation, members of a company learn right away if it’s OK to state an opinion that differs from others, especially that of a superior.

The 3 Rules
Rule #1: Take Care of Yourself

This rule applies to every aspect of safety: physical, mental, and emotional. By understanding and adhering to the Challenge by Choice philosophy one should feel comfortable with this rule and how it applies to him or her.
Rule #2: Take Care of Each Other

Respect, Concern, and Empathy are a few words that might describe this rule. By having 100% “buy-in” during an initiative or activity, we are agreeing to take care of one another in the ways that we would take care of ourselves.
Rule #3: Take Care of this Place

From picking up trash, to treating equipment respectfully, to leaving things how we found them (or better), taking care of this place is a philosophy as well as a rule.
General Rules for Working with Groups

A good facilitator/leader needs to be able to adjust to a variety of situations in order to orchestrate quality programs.  These guidelines are here for your reference to help you maintain focus on how to get the most out of each debriefing opportunity.

1. Try to suspend judgment and refrain from making assumptions about someone's motives.  Being non-judgmental and sensitive to someone else's point of view entails believing that people are of equal worth, and all values and lifestyles are equally valid.

2. In your introduction let people know what to expect.  Their pre-conceived expectations often create a barrier to learning.
3. Be clear about your role as a leader: to ensure safety, to instruct, to facilitate, to observe, to raise issues, and bring clarification to the team.  Simultaneously you need to be clear about what it is not: to force people to change, to judge them, or to force your own values on them.

4. Timing and pacing are essential.  Reassess goals, individual’s needs, and team needs regularly.  

5. Help individuals turn negative feelings into positive learning experiences.  Remember disequilibrium is the catalyst for growth.

6. You can't expect to relate to the life experiences and problems of all individuals with whom you work.  Be honest.  Don't pretend to have answers you don't have.  Ask good questions.  Often team members can use each other as resources, and usually can find their own answers, especially when encouraged to listen to their own inner wisdom.  We can point out behavior and offer options, but individuals need to make their own decisions.

7. When honesty and respect are demonstrated and trust ensues, honest confrontations and open questioning are usually met with appreciation.  Realize that for many people it takes a lot of courage to let down defenses and engage in honest communication.  We need to respect people for who they are.  

8. The more you talk, the more team members will likely remain silent.  If you are able to create discussions that are safe and on task, people will fill them with their thoughts and feelings.

9. Setting up a one-on-one norm (you talking to one member at a time) can stifle team interaction. Be a facilitator, not an authority. 

10. If an activity or method doesn't work, try something else.


DEFINITIONS AND TERMS
Standard:  Policies and rules that cannot be broken or compromised in any way. If these are not   

    upheld, the incident will be documented accordingly and reviewed by management.
Guideline:  Strongly recommended procedure; generally accepted practice. Guidelines can be changed in accordance with the Team Leader’s discretion.

Risk Management:  The management of risk factors surrounding an activity to reduce the accident potential.

Accident Potential:  An intangible variable produced by the interaction of human and environmental hazards. Also, a conceptualization of the result of people interaction with environments that indicates increasing or decreasing danger or risk of injury.

Accident:  An unplanned, potentially dangerous occurrence resulting in injury, property damage, or a close call.  Caution:  Never equate the word accident with injury.
Close Call:  Potentially a very dangerous situation where safety was compromised but that did not 
result in a reportable injury.  Potential for serious injury or significant property damage exists.  A close call is an unplanned or unforeseen event.  It is a situation where those involved express relief when the close call ends without harm.

Incident:  No injury or property damage.  In an incident there is potential for minor injury or      

      property damage.  Possibly a procedural violation occurred.

Injury and Illness:  A reportable injury or illness meets one or more of the following criteria:

· Requires more than simple first aid, such as a Band-Aid,

· Requires more than cursory staff attention,

· Requires follow-up care by staff during the program,

· Requires the use of prescription medication,

· Interferes with the participant’s participation,

· Requires evacuation.
Operations:  Everything that is used to implement a program/trip.  This includes program itineraries,      

     equipment, supplies, facilities, vehicles, etc.
Efficiency:  How we use the operational items.
Effectiveness:  How items and staff interface with the participants.  We have made a great effort in   

     acquiring quality equipment and organizing it in such a way that it is user friendly. Teamwork and    

     taking personal ownership are at the center of effectiveness.  We strive to be prepared and efficient 
     when it comes to our interactions with the participants and we will do so with our fellow team 
     members.
Facilitation   /   Leadership
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Accident Potential is defined as:
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Human Hazards + Environmental Hazards = Accident Potential








Do We Teach or Facilitate?





Teaching


(I have the answers)





Facilitating


(You have the answers)
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