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Coaches Handbook

A Guide for Club Coaches
Compiled by Val Johnson

Coaching Co-ordinator
This handbook aims to support club coaches and volunteers to ensure that activities are carried out with regard to DVO / BOF policies and practices.
All club coaches are required to be ‘Licensed to Practice’ by British Orienteering Federation
The term 'License to Practice' identifies those Orienteering Coaches who meet the following criteria:

· Demonstrated competence against the standards at the appropriate Coaching Award Level

· Signed to confirm they accept the British Orienteering Code of Conduct for Coaches (2007)

Each year to maintain License to Practice status coaches will also be required to demonstrate:

· They have completed a coaching update at least once in the last three years.

· They hold a satisfactory and current (issued within the last three years) Enhanced Disclosure completed on behalf of British Orienteering. They hold a current (issued within the last three years) First Aid Certificate, appropriate to their coaching level:

· Level 1 coaches are not compelled to hold a first aid certificate – although clearly to do so would be a good thing; they do need to be able to plan and operate sessions which meet British Orienteering Safety Guidelines and know how to summon qualified assistance for minor and major injuries

· Level 2 coaches must possess a current first aid certificate resulting from at least 4 hours of training with an organization which is a Health and Safety Executive approved course provider. The award of the certificate must involve an element of assessment and the training must cover basic life support and emergency aid.

· Level 3 coaches and above must possess a current first aid certificate resulting from at least 14 hours of training with an organization which is a Health and Safety Executive approved course provider. The award of the certificate must involve an element of assessment and the training must cover more than basic life support and emergency aid.

· They are a member of British Orienteering to the appropriate status, that is:

· Level 1 and 2 coaches need to be at least a Local Member of British Orienteering

· Level 3 coaches and above need to be a National Member of British Orienteering
Code of Conduct for British Orienteering Coaches

Good coaching practice reflects these principles

ı Rights – Coaches must:

o respect and support the rights of every individual to take part in orienteering

o respect the needs of the athletes before the needs of the sport

o create an environment of fun and enjoyment which is free of fear, discrimination or harassment

o provide orienteering experiences which are matched to the athletes’ ages and abilities, as well as
their physical, behavioural and emotional development

o be discreet in the handling of any information about athletes and coaches

o provide positive verbal feedback in a constructive and encouraging manner to all athletes, both
during coaching sessions and at events

ı Relationships – Coaches must:

o be aware of and abide by the policies and procedures outlined in ‘O-Safe, A Guide to the Welfare
of Children & Vulnerable Adults’

o not engage in any behaviour which constitutes any form of abuse (physical, sexual or emotional),
neglect or bullying

o promote the welfare of their athletes and discuss with the athletes, their *parents/carers and

other coaches the potential impact of the programme on the athlete

o take action if they have any welfare concerns about any of their athletes by following the appropriate
procedures

o encourage athletes to take responsibility for their own development

o develop an awareness of nutrition as part of an overall education in lifestyle management

o communicate fully with athletes and *parents/carers the nature of the coaching programme and
costs involved

o recognise that it is illegal for players under 18 to drink alcohol or for those under 16 to smoke;
coaches should actively discourage both

*consultation with parents/carers applies only for minors ie U18’s.

ı Responsibilities (Personal Standards) – Coaches must:

o be fair, considerate and honest in their dealings with everyone

o display high standards of language, manner, punctuality and preparation

o be a positive role model for athletes and other coaches

o promote respect for the environment

o promote an image of a healthy lifestyle (do not smoke, take banned substances or drink alcohol
whilst coaching or responsible for athletes)

In the case of alcohol: when a coach is leading a tour coaching a group which includes minors, the

coach must not drink any alcohol at any time. If a coach does not wish to comply with this rule then
they must not coach on such tours.
With regards to coaching senior groups, when the coach is undertaking the duties of a coach they
should not drink any alcohol.

ı Responsibilities (Professional Standards) – Coaches must:

o be committed to providing enjoyable and quality activities for their athletes

o follow the guidelines provided by British Orienteering for coaching activities

o be committed to the ongoing development of their knowledge and skills

o ensure that their British Orienteering Licence to Practice is valid

o ensure all athletes are coached in a safe environment where there is no unacceptable risk of

injury, with adequate first aid readily to hand

o be aware of, and abide by, the British Orienteering procedures (‘Trips Away’) for taking

young people on trips or residential tours at home and abroad

As a qualified Coach I can confirm that I have read, signed and agree to abide by the Code of Conduct for Coaches as required by British Orienteering.

Name ............................................................. British Orienteering No .................................................

Signed............................................................ Date ..............................................................................
SAFETY GUIDELINES

Important points to be considered before orienteering activity commences:

· Orienteering is not a 'stop gap' activity. It requires properly structured

planning,  organisation and appropriate briefing of participants with regard

to behaviour, the limitations of the area and potential hazards.

· The coach or leader in charge should be qualified and competent at a level relevant to the venue and to the conditions prevailing.

· The activity must be planned with due consideration for the ability and

preparedness of the group. Orienteering skills required by the session may need to be taught or revised before the participants set off.

· At all levels a qualified First Aider and appropriate accident response kit

should be on hand.

· The emergency procedures in place must be relevant to the situation

(terrain, location, participants, weather etc.).

· It is not normally good practice to send participants out on a long course. It

is often preferable to opt for a series of short out-and-back exercises or

loops over distances of 500 to 2,000 metres (or even less) so that the competence, morale and safety of the participants can be monitored.

· Staffing ratios in the next section of this document are offered only as

general guidance. It is the duty of the leader to ensure that the group is

adequately equipped and supervised. The staffing ratio should be sufficient to enable meaningful help to be given to participants who have

difficulties. Younger children, beginners and those with disabilities or

special needs, for example, require extra supervision.

· There should always be a responsible person at the “Start” and “Finish”

points for the activity whilst participants are out.
An extra adult, without a specific coaching commitment, should be with any group in case of emergencies.

· Safety for orienteering is best assessed by considering carefully the nature of the area to be used. In the next section, the approximate gradings A to D can only be indications.
A risk assessment should be carried out before the activity.
GRADED GUIDANCE ON APPROPRIATE AREAS FOR ORIENTEERING

Many Grade B and C areas can be used in a way which makes their use effective as a Grade A area; for instance by the definition and use of clear

boundaries.

The risk involved in an area is therefore likely to be determined more by good

planning, adequate staffing and clear briefings than by the specific nature of the

area. Nothing replaces the preparation of sensible risk analyses and an

understanding of the nature of the risks involved in each activity or event.

Grading of areas can only therefore be a guide. The responsibility for minimising

the risk to an acceptable level in all activities remains with the coach.

A coach must recognise the limits of their knowledge and experience particularly noting the ‘Recommended Qualifications’ listed below.
A.   Private “safe” areas such as School or Outdoor Centre grounds.
Small and “simple” areas with very clear boundaries, good access,
plenty of handrail features such as paths or fences and so small as to
allow supervision of the participants at frequent intervals. An absence
of all hazards such as busy traffic, crags, fast or deep water
Recommended Qualifications - Leaders should have a competent understanding of orienteering, of basic course planning and of how to introduce the sport through sequenced progressive exercises.

British Orienteering Teaching Orienteering courses or British Orienteering Coach Level 1 course, preferably with assessment.
Suggested staffing ratios - 1 to 12. In school grounds, one qualified leader

to 20 with at least one other competent leader to monitor the activity and assist skill development. Similar ratios should be adhered to at Club activities or on “simple” areas.

Some safety issues - If the activity concerned is a trip to a Club Orienteering Event with an organised group then it is especially important to give them advice about a cut off time at which they should “retire” if they have not completed the course. Emphasize that all starters in an event or activity must report to the Finish.
B.   “Other” local areas and small woods
Recommended Qualification – British Orienteering Coach Level Two certificate.
Suggested staffing ratios - 1 to 12. In school grounds, one qualified leader to 20 with at least one other competent leader to monitor the activity and assist skill development. Similar ratios should be adhered to at Club activities or on “simple” areas.

Some safety issues - Taking part in pairs can increase confidence and perceptions of safety for beginners or the young. Staff should be prepared to travel quickly around the area when necessary – for instance by running or cycling. Boundaries and appropriate relocation strategies should be made known to the participants. Where boundaries are hard to define, the use of marshals at points causing concern is recommended.
C. Training on other areas which are neither complex nor exposed

Appropriate areas include easier forests or easier country parks and sites with clear boundaries and ready access for assistance or for emergency vehicles.

Recommended Qualification – British Orienteering Coach Level Three

certificate.

Suggested staffing ratios - 1 to12 for experienced competent participants;

1 to12 with at least 2 competent staff for a less experienced group.

D. Training on more demanding areas

Complex, exposed or mountainous areas should be avoided except where sufficient staffing expertise is present.

Recommended Qualification – British Orienteering Coach Level Four certificate.

Suggested staffing ratios - 1 to12 with at least 2 competent staff.

PREPARING FOR A SESSION

There is no substitute for good pre session planning and preparation. Session

Planning Forms can guide this and provide a record that it has been properly

done.
Aim – This may well be to induct or develop participants in the sport of orienteering, using safe and controlled environments where they can learn relevant map-use skills. More detailed objectives for the session may need to be

thought out.

Skills analysis – Ensuring that participants have been taught at least the basic

skills of orienteering, before they set out, is an important key to safety. An analysis can identify skills likely to be needed for the session which is planned. The skills of the sport are spelt out in the “Step System” for teaching.

http://www.britishorienteering.org.uk/downloads/documents/cdoc_LogbookStepSystem.pdf
Planning - Appropriate course planning is crucial to safe and appropriate orienteering. It is a procedure to be learnt, not left to chance. An understanding

of concepts such as “decision points”, “handrails”, and “catching features” and how to incorporate them into a course is needed.
http://www.britishorienteering.org.uk/downloads/documents/cdoc_Logbooksessionplanner1.pdf
http://www.britishorienteering.org.uk/downloads/documents/cdoc_Logbooksessionplanner2.pdf
Information - Before the session starts the following information should be

known: the type of group, numbers and standard of participants, ages, duration of session, and other relevant details (such as the weather forecast and any local

hazards).

Organisation – This includes tasks to be done before the session starts. Control

markers may need to be put out, maps pre-marked, control descriptions written,

compasses, whistles, first aid kit and any other equipment collected together.

Safety briefing sheets should be prepared.
EQUIPMENT FOR VARIOUS LEVELS OF ACTIVITY

1. The orienteering map This should be to International Orienteering Federation standards, up to date and suitably weather proofed either in a plastic bag or by lamination. Having a map each is better than sharing maps.

2. Compasses Research has shown that children as young as 7 can use compasses for map orientation. Compasses are essential when the use of a safety bearing is required. It is preferable that all participants have a compass each.
3. Whistles For any activity away from an outdoor centre or school, consider

issuing a plastic whistle to all participants. They need to know that whistles are only to be used in a real emergency (leaders may need to explain what could constitute such an emergency). They ought to know the accepted emergency signal (6 short blasts – rest – repeat until help arrives).
A whistle should be carried for all serious training and competition.
Leaders of less experienced groups need to balance against this recommendation that playing with the whistles or frivolous use can be a real possibility and they might decide not to issue them but to insist on paired participation and close monitoring by staff instead.
DVO has a range of base plate and thumb compasses which can be used for coaching purposes. Val Johnson keeps these and can be contacted on 01773 824754  or gmjandfam@aol.com
4. Watch It can be very helpful to have a wrist watch each, or - if in pairs - one between two.

5. First Aid Kit Should be kept at an appropriate point near to the action, along with other accident response resources (such as a mobile phone, where reception is known to be available). All participants and helpers should know the location of this accident response kit. Properly completed consent/medical forms should be readily available in respect of each person taking part.
First Aid Kits are kept in the equipment ‘shed’ at Sawmills.
The equipment officer Paul Wright can be contacted on 01773 856387 or  cpstwright@tiscali.co.uk
6. Clothing Participants in orienteering must wear appropriate clothing including full leg cover (not shorts). This is a standard rule of the sport to protect against cuts from brambles, branches and so on. Activities in cold weather or poor conditions require layered clothing with a windproof and/orwaterproof shell garment. Bad weather might require the activity to becancelled. Footwear should be sturdy with a good tread on the sole. Equipment should not be carried on strings round the neck because of a risk of catching the string – for example in a tree.

7. Control markers Even around centres and school grounds it is preferable that proper orienteering control markers and punches / SI  are used so that participants become familiar with their use. Any markers, whether nylon ones, permanent posts or other types, should be easy to see and clearly recognisable. Whichever markers are used, all participants must be made aware of what they are looking for. It is undesirable to damage trees by permanently fixing markers to them.
DVO has a range of control markers and other equipment you may need for a safe session. Contact the equipment officer Paul Wright..
8. Participants’ details A responsible person should retain details of all the participants, including their names, ages and addresses, contacts to be used in the event of an emergency, the number of people in the group, the date and time of the session, the leaders, the location, a copy of the courses, the cut off time and estimated time of return.
http://www.britishorienteering.org.uk/downloads/documents/cdoc_Parentalconsentform.pdf
BRIEFING THE PARTICIPANTS

A pre-session explanation may be needed to ensure that participants understand

as many of the following points as are relevant:

• The purpose of the exercise

• How to perform the key orienteering skills required

• The need for an equipment check

• The location of the “Start” and “Finish”

• The cut off time

• The importance of reporting back by that time regardless of course completion.

• The area to be used - including its boundaries (e.g. stay in the forest),
dangerous areas (e.g. crags), out of bounds sections (e.g. private property)

• What to do if lost e.g. use a safety bearing.

• Specific hazards e.g. dangers to eyes near low branches, the risks of crossing
slippery rock, or of steep descents at speed.

• First aid and emergency procedures.

• The relevance of the Country Code

• The need for Ethical behaviour.

THE NEED FOR INSURANCE

All orienteering activities need to be covered by liability insurance, for protection against claims for damages, negligence etc. All activities registered with British Orienteering, are automatically covered by British Orienteering insurance. British Orienteering members can register any event, coaching or training session through their association fixtures secretary.
There are separate registration forms for coaching activities (Form ER1C).
http://www.britishorienteering.org.uk/downloads/documents/ER1C_coaching.pdf
The current EMOA fixtures Secretary is Ian Whitehead electronic copies of registration forms should be sent to him: ian.whitehead@esbi.com.pk
These guidelines have been taken from Orienteering Training Safety Guidelines – BOF 2008, a full copy is available on the website.
http://www.britishorienteering.org.uk/downloads/documents/IncidentReportForm.pdf
Codes of Conduct

DVO is fully committed to safeguarding and promoting the well-being of all its members.  As outlined in the Code of Ethics, which can be found on the website, the Club believes that it is important that members, coaches, and parents associated with the Club should, at all times, show respect for each other, be encouraged to be open and to share any concerns or complaints that they may have about any aspect of the Club with the committee or designated welfare officer.
1. Coaches and Volunteers Code of Conduct
· Consider the well-being and safety of participants before the development of performance.

· Develop an appropriate working relationship with performers, based on mutual trust and respect.

· Make sure all activities are appropriate to the age, ability and experience of those taking part.

· Promote ‘Fair Play’ and the positive aspects of the sport
· Display consistently high standards of behaviour and appearance.

· Follow all guidelines laid down by the British Orienteering Federation and the Club.

· Hold the appropriate, valid qualifications and insurance cover.

· Never condonebad behaviour, rough play or the use of prohibitive substances.

2. Parents and Carers Code of Conduct

· Encourage your child to attend club coaching sessions and to learn new skills.

· Help your child to recognise good performance, not just results.

· Never force your child to take part in orienteering or to run a course for which they are not ready
· Never punish or belittle a child for losing or making mistakes.

· Support your child's involvement and help them to enjoy their orienteering.

· Use correct and proper language at all times.
· Encourage ‘Fair Play’ in orienteering e.g. not complaining about the map, course planning, control placement; having respect for the countryside; not tampering with controls; not entering out of bounds areas etc.
3. Participants Code of Conduct
· All members should compete within the ‘Fair Play’ rules of orienteering.
· All members should respect other participants.
· All members should keep to agreed timings for training and competitions or inform the coaches if they are going to be late.
· All members should have suitable equipment and clothing for training and events, as agreed with the coaches.
· All members are not allowed to smoke, or to consume alcohol or drugs of any kind, at coaching and training sessions or when representing the Club in competitions
Welfare Officer

If you are concerned in any way over the conduct of members, parents, carers or coaches towards children or vulnerable adults you should contact the clubs Welfare Officer Sue Russell.
The Clubs Welfare Officers role is to safeguard young people and vulnerable adults by the promotion and implementation of the British Orienteering, O-Safe - Child Welfare Policy and Procedures at a club level. They are also the first point of contact in the club for the reporting of concerns relating to the safety and welfare of children and vulnerable adult.
 Sue can be contacted by telephone on 01773 857318

Guidelines for dealing with an incident/accident
· Stay calm but act swiftly and observe the situation.   Is there danger of further injuries?

· Listen to what the injured person is saying.

· Alert the first aider who should take appropriate action for minor injuries.

· In the event of an injury requiring specialist treatment, call the emergency services.

· Deal with the rest of the group and ensure that they are adequately supervised.

· Do not move someone with major injuries.   Wait for the emergency medics.

· Contact the injured person's parent/carer.

· Complete an incident/accident report form and send this immediately to British Orienteering. There is a British Orienteering incident/accident report form which is available to be downloaded from the British Orienteering website.

http://www.britishorienteering.org.uk/downloads/documents/IncidentReportForm.pdf

Obtaining an enhanced CRB disclosure

All coaches and volunteers involved in junior activities must have obtained CRB clearance this is done by contacting the Criminal Records Bureau, full instructions as to how to go about this can be found by following this link:

http://www.britishorienteering.org.uk/downloads/documents/CRB_DisclosureEnglandandWalesNI.pdf

_1269789418

