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OPERATING AND SAFETY POLICY STATEMENT:

Watersports can be potentially dangerous due to factors beyond human control. Aquatrek therefore
recognises that no absolute guarantees of safety on the water can be given, and draws this fact to the
attention of its clients and staff. Notwithstanding this, water based activities can be carried out in a
manner considered safe by today’s standards, if suitable vessels and all necessary equipment are
available and are used in a manner consistent with current best practice, and in the charge of
appropriately qualified, experienced and informed personnel. Aquatrek has been founded with the aim
of providing such training for water users in the safe and proper use of Sailing Boats, Dinghies, Power
Boats and in a host of Shorebased Courses consistent with modern standards and best practices.

Aquatrek shall strive:

e To provide a quality training course for its clients to a demonstrable standard
e To ensure that all reasonable arrangements have been made to provide for the safety and
welfare of all the participants during all activities

In recognition of the fact that people learn more when training is enjoyable, the school will endeavour
to ensure that the learning is made as enjoyable as possible, whilst maintaining the quality and
standards of training and safety.

It is school policy that an appropriate Personal Floatation Device (meeting such standards as are or
may be laid down by appropriate legislation) be worn at all times whilst afloat or at other such
times as instructed to do so by an instructor. All school staff and trainees are expected to comply
with this rule and lead by example.

Furthermore, in recognition that the pursuance of quality and the provision for safety and welfare are
continuous, Aquatrek commits itself to an ongoing process of review and improvement.
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INTRODUCTION:

Putting Sports into Water and Water into Sports !

The purpose of this Operating & Safety manual is to define the activities of the school and how they
are to be conducted.

Its’ main focus is to ensure that the school’s activities are delivered to an acceptably high standard
and that all the activities of the school are conducted in relative safety. This requires that a reasonable
degree of formality be applied to the management of the school.

The school recognises that an excessively formal approach might become counter productive and
lead to procedures being ignored or not adhered to fully. Furthermore, such an approach would
unnecessarily restrict the individual styles of instructors and may detract from the enjoyment of the
courses for the trainees. For this reason the school has adopted a “cornerstone” approach, whereby
sufficient procedural control is applied to the management of the school activities to ensure its goals
are achieved in a safe manner.

This manual therefore sets out how it is intended the school, and its courses, are to be operated and
explains the underlying reasoning. Nothing in this manual should be taken to relieve the management,
staff or trainees of the school from the common need for vigilance at all times, and to act in a manner
consistent with particular circumstances to ensure the goals ensuring the safety of all concerned and
delivering high quality and enjoyable training.

DEFINITIONS:

Aquatrek (the school) is taken to refer to the legal entity bearing the name Aquatrek Sea Skills.

The owners of the school are those registered as the legal owners of the entity.

The principal of the school is that person appointed by the owners who has overall responsibility and
executive power for the operation of the school in accordance with the Operating and Safety Policy
Statement, and in accordance with the requirements of any awarding body of any of the qualifications
offered by the school.

School activity is taken to mean any activity conducted by the management and staff of the school
associated directly with the business of the school and are limited to the activities outlined in the
“Scope of Activities” below.

Procedure means any formal operating procedure set out in the Procedure Manual.

The principal may appoint a Senior Instructor who may deputise for him in all matters relating to the
school’s activities or procedures.

Instructor means any suitably qualified person appointed by the principal for the duration of a
particular course.

A trainee of the school is taken to mean a registered participant in attending a course organised by
the school.

A course is taken to mean any series of training or instruction properly run under the schools
procedures.
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SCOPE OF ACTIVITIES:

Putting Sports into Water and Water into Sports !

In order to provide for the safety of operations at the school, it is necessary to define the scope of
activities that are expected to be conducted at the school.

The scope of activities undertaken by the management and staff of the school is taken to be included
within the following list:

e Preparation / adoption of course syllabi

Development of course specific plans and programmes
e Inspection of course equipment and venues
e Preparation for courses at venues
e Instructor assessment and training
e Equipment and vessel test
e Equipment and vessel maintenance
e Travelling to and from course venues and transportation of equipment
e Delivery of shorebased / classroom training
e Delivery of training afloat
e Assessment of trainees
¢ Administration relating to courses
e Provision of safety and general consultancy
The scope of activities undertaken by trainees of the school will be limited to:
e Equipment and vessel maintenance
e Preparing for going afloat
e Water based activities (as outlined in the various course syllabi)
e Shorebased / classroom activities

¢ Cleaning and stowing of vessels and equipment
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Putting Sports into Water and Water into Sports !

LOCATION OF SCHOOL ACTIVITIES:

The activities of the school may be conducted at any venue deemed by the principal to be suitable to
the particular activity as defined in this Operating & Safety manual.

The principal or senior instructor must carry out a pre-course inspection to assess the suitability of the
venue, and to ensure that all the school’s requirements are met. To be deemed to be suitable, a venue
must satisfy the conditions set out below: Risks should be identified and assessed and suitable
measures implemented to reduce or remove such risks whenever possible.

Requirements for Shorebased / Classroom sessions:

Adequate seating for expected number of participants

Adequate table space

Adequate floor space for demonstrations

Electrical power source

Access to landline telephone

Toilet facilities

Sheltered area for outdoor shorebased sessions such as engine maintenance, boat
preparation, briefings and debriefings as required.

Adequate fire prevention / fire fighting measures

Adequate fire escape exits

The school can provide the following:

IS% Training
Centre

Whiteboard, Markers and Wipes

Data projector & Screen

Demonstration equipment

First Aid kit

Suitable male and female changing areas must be available on site

Requirements for Operating Area - afloat

Adequate sheltered waters .

Boundaries of operating area must be clearly recognisable while afloat.

Local hazards must be identified and documented.

A suitable and safe slipway must be available for launch and recovery.

Area must be tidal for coastal endorsement.

Area must have marine VHF cover.

Clean and separate male and female showering, changing and toilet facilities must be
available.

Adequate pontoon or pier or similar for coming alongside.

Marker buoys for mooring and manoeuvring practice.
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STANDARD OF VESSELS USED:

Putting Sports into Water and Water into Sports !

The school recognizes the value in some circumstances in own boat tuition, and hence the activities of
the school may be conducted on any vessel deemed by the principal to be suitable to the particular
activity as defined in this operations manual.

The principal or senior instructor must carry out a pre-course inspection to assess the suitability of the
vessel and equipment, and to ensure that all the school’s requirements are met.

To be deemed to be suitable, a vessel must satisfy the conditions set out below:
Requirements for vessels for Powerboat training:
Where training is delivered to a club or to an individual, it is possible that training will take place in the

club’s or individuals own vessels. In such circumstances, the principal or senior instructor must ensure
that they vessel meets the following requirements:

Vessels must be of a suitable type and size and appear to be in good condition

Bungs are in place

Engines must be fitted with effective kill cords

Engines must be in good condition, well maintained and regularly serviced

Fuel tanks must be of the approved type and secure

Vessels must have an alternative means of propulsion

For Advanced Powerboat Course, must be twin-engined or carry a spare engine

For Advanced Powerboat Course, must have appropriate navigation lights

e Vessels must be equipped in accordance with ISA Guidelines, or provided by the school
during training

Where items of equipment are not available, these will be provided by the school

Requirements for vessels for Dinghy Sailing training:

Where training is delivered to a club or to an individual, it is possible that training will take place in the
club’s or individuals own vessels. In such circumstances, the principal or senior instructor must ensure
that they vessel meets the following requirements:

Vessels must be of a suitable type and size and appear to be in good condition
Hulls must be in good condition with fittings in working order

Boats must have suitable and appropriate buoyancy

Standing and Running rigging must be in good condition

Suitable painter must be fitted to a strong point and be ready to use

Sails must be in good condition and be capable of being reefed afloat

Trapeze Harnesses must have Emergency Release systems to prevent entrapment
Launching Trolley must be in a serviceable condition

Where items of equipment are not available, these will be provided by the school

Centre
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RESPONSIBILITIES WITHIN THE SCHOOL

Putting Sports into Water and Water into Sports !

Responsibilities of Principal

The Principal is responsible for the overall running of the school and ensuring that the safety and
quality statement and the operating procedures contained within this document are complied with at all
times. The Principal also assumes the sole authority for the appointment of instructors from time to
time to facilitate courses.

Responsibility of Senior Instructor/s

The Senior Instructor is responsible for the management of any course, both ashore and on the water.
In the absence of the Principal, or if delegated the responsibility by the Principal, the Senior Instructor
is also responsible for ensuring that all instructors engaged on a course are delivering the syllabus to
the required standards and that the trainees requirements are being met. The management of
individual courses will also include responsibility to ensure that any vessels or equipment used is in
proper working order and meets any requirements set out in this document.

When any course is taking place it must be overseen by a Senior Instructor with the appropriate
gualifications (due to come into force under the ISA from July 2009)

Responsibility of Instructors

Each instructor will be responsible for the comfort, safety, and the training of the trainees put under
their charge. Instructors must cover all areas in the relevant syllabi and ensure that appropriate
standards are met at all times.

Responsibility of Trainees

Each adult (Over 18) trainee will be ultimately responsible for their own safety, and must comply with
all safety instructions given by their instructor, the Senior Instructor or Principal, or any members of
any search and rescue organisation or legal or regulatory enforcement body.

Minors remain the responsibility of their Instructor and ultimately Aquatrek, until they are handed back
into the care of a parent/guardian.
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COURSE SYLLABI

The courses offered by the school are run in accordance with the appropriate Dept of Transport, Irish
Sailing Association, Royal Yachting Association and Merchant Navy Training Board syllabus for such
courses, and for which the school is authorised to deliver.

The course syllabi are contained in such documentation as issued from time to time by the Dept of
Transport, Irish Sailing association, Royal Yachting Association and Merchant Navy Training Board.

Where individual needs dictate, additional topics may be covered, but in no circumstances will the
course content contain less that the proscribed topics contained in the relevant course syllabus.

Sample course programmes for each course offered by the school are attached.
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Recruitment Policy

Putting Sports into Water and Water into Sports !

It is Aquatrek Sea Skills’ policy to ensure recruitment and selection is conducted in an efficient and proper
manner and in compliance with relevant employment legislation. This is with the specific purpose of ensuring
appointment decisions result from the application of fair and objective procedures which afford candidates
adequate opportunity to submit and progress their applications.

The key principle underpinning this policy is to ensure the candidate best suited to the position will be selected.
Recruitment and Selection Procedures

Vacancies as advertised by Aquatrek Sea Skills are open to all suitably qualified candidates, subject to their
satisfying the necessary qualifications, skills and experience criteria relevant to each specific post, as specified in
the Job Description.

Aquatreks’ selection process provides equal access at all stages to all candidates. A record of all decisions made
throughout the process will be retained for at least 12 months after the recruitment campaign has been completed

Advertisements

Aquatrek Job Advertisements will be compliant with employment legislation and recruitment best practice and
will be designed to encourage applications from suitable candidates from the broadest possible base. Recruitment
campaigns will include the use of the Aquatrek web-site (aquatrek.ie), The ISA, RY A or appropriate governing
body websites, group emails or texts and external advertising media as and when appropriate. Local and

Regional print and broadcast media etc. will also be used.

All advertisements will contain a statement of Aquatrek Sea Skills’ commitment to its equal opportunity policy.
Job Descriptions

Formal Job Descriptions and Person Specifications will be provided for all vacancies advertised. The experience
requirements and skills qualifications specified will relate strictly to those necessary for the effective
performance of the position and any essential requirements will be clearly specified.

Short Listing:

All applications and CV’s submitted will be screened against the required criteria for the position. The short-
listing criteria will be based on the job requirements as set out in the Job Description and Person Specification.
Applicants are strongly encouraged to ensure their application clearly and fully describes how they satisfy the
Person specifications contained in the Job Description.

Short listing will facilitate the preparation of a list of the candidates whose applications most closely match the
Job Description and the reasons will be recorded. A candidate who does not satisfy the essential criteria for the
position will not be short listed and will be advised accordingly.

The short listed candidates will be brought forward to the next stage of the Selection process and will be notified
accordingly.
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Selection Methods:

Putting Sports into Water and Water into Sports !

In general the following selection methods will be used by Aquatrek Sea Skills.

Screening of curriculum vitae and cover letter of application
Interview (initial and/or as required follow-up)

Lesson Presentation or Practical Assessment as appropriate
Verification of qualifications

Reference checks

Working With Children certificate where appropriate

1. Screening of curriculum vitae (cv) and cover letter of application

The cv and cover letter will initially be assessed at the short listing stage to determine whether the candidate
meets the essential requirements of the position.

2. Interview

Short-listed candidates will be invited for interview. An Interview Board will be formed taking account of the
nature and seniority of the position. The members of the Interview Board will be provided with a copy of the
candidates cv and letter of application and will agree in advance of the interview the format and areas of
coverage for questioning during the interview. A competency based marking scheme in line with the Job
Description and Person Specification will be drafted and agreed upon. A record of the interview and relevant
documents arising from the interview will be retained for at least 12 months after the campaign has been
completed.

3. Presentation

Some appointments may require the candidate making a classroom style presentation and / or giving a practical
session afloat. Details of this and the presentation title will be notified to candidates in advance of the interview.

4, Qualifications

Candidates will be required to provide notarised verification of their qualifications for which Aquatrek Sea Skills
reserves the right to check authenticity with the relevant awarding bodies. Aquatrek Sea Skills reserves the right
to verify publications with the relevant bodies, schools, clubs etc.

5. Reference Checks

The offer of employment or appointment to a role will be subject to satisfactory references.
A list of at least 2 will be sought at time of application for the position.

6. Pre-employment Medical

Prior to commencing a permanent appointment with Aquatrek Sea Skills, applicants must complete the ISA
prescribed Working With Children course OR commit to taking the course within 12 months of the interview.

Communication with candidates:

Aquatrek Sea Skills will advise all unsuccessful candidates as soon as is practicably possible after the
completion of the Selection / Interview process.
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Post Interview Feedback

Aquatrek Sea Skills will facilitate any candidate who would like post interview feedback. Candidates should
make a request to the Directors / Interview panel.

Canvassing

Canvassing i.e. making an approach to secure advantage is discouraged as an unacceptable practice and may lead
to the disqualification of an applicant.

It is, however entirely reasonable for a candidate to carry out relevant research about the position for which they
have applied and to seek information about Aquatrek Sea Skills, our activities and programmes. Indeed, it is in
the interest of the candidate to be as informed as possible prior to interview. Applicants should, however ensure
they conduct this research in a manner that will not promote their candidacy.

Freedom of Information

Aquatrek is committed to transparency in its recruitment process and will provide relevant information and
documentation as requested.

Innoculations

We recommend that anyone in our employment consult their GP and have the appropriate tests and inoculations
associated with contacting waters which may contain effluent. Instructors etc are regularly in contact with such
environments and we believe this policy to be in the best interests of all.
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Operating Areas

Putting Sports into Water and Water into Sports !

1. Ashore courses:

Will be provided in any Classroom environment selected by the Centre Principal provided that it meets
the criteria laid down in the section on Location of School Activities above. These typically include any
purpose-build classrooms provided by Aquatrek or suitable meeting/conference rooms provided by
local hotels or any such establishment. They will have facilities as listed above and be suitable for the
use for which we will use them.

2. Afloat Courses

Our main Area of Operations afloat is Youghal Harbour and Bay areas, best described by Admiralty
Chart 2071 ie. Youghal Bridge to Capel Island and Knockadoon to Whiting Bay.

This area is used for Sailing and Powerboating but is also frequented by other users. Instructors are
reminded of this and all afloat activities are governed by the correct application of the IRPCS. It should
be borne in mind that persons in charge of other vessels operating afloat may not be as conversant
with the IRPCS and so early action to avoid may be necessary regardless of Stand On or Give Way
status.

There is no substitute for common sense but all manoeuvres must at all time be conducted in a smart
and seaman-like manner.

On any given day, for any given course, the Senior Instructor responsible for that course will dictate
the Area of Operations for that course, taking into account prevailing Weather and Tide, Traffic nature
and density and the abilities of the trainees going afloat.

Some consideration must also be given to the fact that Youghal is a Shipping Port and we should
always endeavour to keep clear of commercial and pilot traffic while running activities afloat.

3. Other Afloat Courses

Our main Area of Operations is as stated above but other areas are necessary for certain courses
which we deliver.

o Recreational Powerboat courses need to range further than National Powerboat courses so
the Area begins as above but extends along the coast from Ballycotton Island to Mine Head.

e Advanced Powerboat courses require trainees to make a passage by day in unfamiliar waters
and by night in familiar waters. We use Cork Harbour (AC 1777) for these courses as it
provides many situations and an array of resources for use in harbour entry techniques.

In all cases a risk assessment of any area will be made in advance of its use and final decisions will
be made by the Centre Principal in liaison with the appointed instructors for that course.
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Putting Sports into Water and Water into Sports !

Arranging and running courses

Courses will be arranged in accordance with the following:

1.

10.

11.

12.

13.

14.

15.

Instructors will be engaged from a pool of appropriately qualified and experienced instructors,
in accordance with the guidelines laid down by the ISA & RYA. (Where new instructors are
being engaged, at least one experienced instructor will instruct on that course, thus
maintaining standards, and allowing the new instructor to avail of an opportunity to become
familiar with the schools techniques and areas of operation.)

Joining instructions will be issued to all participants in writing at least 3 days before their
course commences, they may also be contacted by phone to discuss any matters arising.

All trainees MUST complete an Aquatrek Course Booking Form prior to the commencement
date of their course. Water Confidence, Past Experience and Medical/Dietary Information is
gathered on this form and retained on file in the strictest confidence.

Senior Instructors will be fully briefed on the background of candidates and any additional
information relevant to the safe running of the course.

The operating area and any additional facilities to be used, such as participant’s own boat,
clubhouse or other venue etc will be inspected in the week prior to running any course, thus
allowing time for any additional requirements to be met.

An agreed deposit is required to secure a place at time of booking, this deposit is non-
refundable except in exceptional circumstances but remains at the discretion of Aquatrek.
Payment in full is also acceptable at time of booking where customers wish to avoid repeat
charges by institutions for credit card or cheque transactions.

Course fees must be paid in full by a date no later than 3 days before the commencement of
that course unless alternative arrangements have been agreed with the school.

Courses will commence on time and be run in a professional yet friendly manner. Every effort
will be made to also finish on time each day.

Participants will be briefed at the start of the course. The briefing will highlight any safety
issues and inform the participants of the structure of the course, an outline of the activity
during the course, facilities at the venue, lunch arrangements, and an outline timetable for the
course.

Each candidate will be fully debriefed during and at the end of the course. Personal
Improvement Goals will be discussed and candidates will be encouraged to pursue these
goals.

Each candidate will be asked to complete a feedback form to allow the school to monitor
standards and service.

Should a complaint arise, the principal must be informed as soon as practicable.

Aquatrek reserve the right to alter, postpone or cancel any course at any time when prevailing
conditions are considered to be a safety concern. In this event all trainees will be re-scheduled
into the next available course, every effort will be made to satisfy everyones’ needs. Where
this cannot be done the fees paid will be reimbursed in full.

Horseplay, Bullying, Foul Language or any anti-social behaviour will result in trainees or staff
being asked to leave immediately. This behaviour is NOT acceptable.

Aquatrek reserve the right to refuse admission.
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Monitoring course progress

Putting Sports into Water and Water into Sports !

To ensure that all participants are given every opportunity to attain the required standard, the progress
of each group and each individual within the group should be monitored closely. Where more than one
instructor in instructing, it is important that the senior instructor sets aside time during the course to
evaluate participants’ performance and to ensure that each instructor is able to cover all topics on the
course within the course time.

All instructors on a course should meet at times during the course, such as lunch times and evenings
to ensure that all participants are progressing satisfactorily and that each group and individual will
complete all topics on the syllabus.

Where an issue arises with an individual’s performance, a course of action should be discussed and if
the instructor feels it appropriate, another instructor on the course may take that person to evaluate
performance. This will eliminate any potential personality clashes and allow for an objective view
shared and agreed by two or more instructors of an individual’s performance.

End of session and end of day briefings of trainees should serve to protect against their being
surprised by any result attained at the end of the course. If someone is falling far short of what is
required it should be made clear to them at the earliest opportunity.
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Accident Reporting

Putting Sports into Water and Water into Sports !

All accidents shall be reported to the Centre Principal or the Senior Instructor as soon as practical
after the event. Each accident must be recorded in the accident book and witnessed by an impartial
witness as soon as practicable after the incident occurs. No time should ever be wasted in caring for a
casualty in an incident but the accurate accounting of what actually happened is very important.

Should it be deemed necessary by the qualified first aider on the course, medical assistance may be
requested or the casualty referred to his or her own medical attendant in accordance with current first
aid principles.

Breakages Reporting

Any damage to vessels or equipment needs to be repaired before it can be used again, otherwise
equipment gets left aside to rot. Adjacent to the accident report book is a Breakages Report book. If a
boat or other item of kit is damaged or not performing properly then it must be reported and taken out
of service until repaired/replaced.

The instructor who was allocated that kit for the day or the competent person using that piece of kit is
responsible for reporting any such breakages and saying what caused them. The Centre Principal and
Sl/s will review this report book at the end of each day. It will be used to repair damages but also to
modify practices to prevent recurrence.

Training Centre Logbook

As with any well run ship, a Logbook is an essential document to aid in the day-to-day smooth running
of that ship. A daily logbook is provided and should be addressed by every instructor, Sl or group
leader at the end of each days activity.

The entries to the log should include a brief outline of what activity they were involved in, how it went,
how it might be done better, what went well, what went wrong and any suggestions the person may
have.

This book will be available for all to read at anytime as its primary purpose is to share experiences and
ideas as they present themselves. They are often forgotten.
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EMERGENCY ACTION PLAN

Putting Sports into Water and Water into Sports !

In the event of an emergency, the Emergency Action Plan will be implemented. The Emergency Action
Plan outlines the action to be taken in various circumstances.

Three levels of intervention are identified:

1. Code BLUE - Self help
2. Code YELLOW - Assistance from other instructors on the course.
3. Code RED - Assistance from the emergency services.

Self help:

Where possible an instructor should deal with minor incidents him/herself, but all such incidents
should be reported to the Sl or Centre Principal as soon as possible and recorded in the accident book
if applicable.

Assistance from other instructors on course:

If assistance is required, this should be sought in the first instance from other instructors on the
course. As with an incident where self-help is sufficient, incidents where assistance is sought from
others should be reported to the Sl or Centre Principal as soon as possible and recorded in the
accident book if applicable.

Assistance from the emergency services:

Where any instructor feels that a situation is developing which could soon be beyond his or her
control, the assistance of the relevant emergency services should be sought immediately. Where
possible, the Sl or Centre Principal should be notified first and one of these should call for assistance,
however, circumstances may dictate that it is prudent for an instructor to seek assistance without
delay.

There are many ways of summoning assistance within Aquatrek. Here are some examples...
1. All our safety craft are equipped with Coastal Flare Packs — Use them.
2. Allinstructors should carry a VHF Radio — Call Code Red on your Working channel to
alert the Sl or Centre Principal if time permits.
3. Our larger vessels are equipped with fixed DSC VHF radios — Send a DSC Distress
Alert and a Mayday Call on Channel 16 where time permits.
4. Use of any of the signals recognised by the IRPCS in Annex IV
5. Use of a personal Mobile Phone to call 112 and ask for the relevant authority.
Aquatrek would prefer to call for assistance and then stand them down rather than delay in calling
which may result in a situation deteriorating or lives being lost — If in Doubt — Call !

The safety of Human Life is our 1* priority at all times and every effort must be made to direct
others ashore or to safety while we are dealing with any incident either afloat or ashore.

The principal or lead instructor will brief all instructors, and other personnel assisting in any school activity,
on the Emergency Action Plan before the activity commences.

In the event of an emergency, the following action should be taken by the principal, lead instructor or instructor as appropriate:

¢ Contact the emergency services by marine VHF or telephone as appropriate stating the nature of
the emergency, persons involved, location and any other information requested.

e If the principal is not present, he/she must be notified as soon as practicable.

o If the shorebased facility has an emergency action plan, fire drill, etc, the principal, lead instructor
and instructors must be familiar with and follow these plans in an emergency.

e The principal, lead instructor or instructor (as appropriate) must remain available until the
emergency services arrive and he/she is released by the emergency services.

e Once on scene, the emergency services must be regarded as being in charge and the principal,
lead instructor, instructors and trainees must follow all instructions from the emergency services.

INSURANCE

Hull Insurance
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Any vessel used for training purposes by the school must have appropriate hull insurance to an
amount commensurate with the value of the hull and fittings. The principal or lead instructor must have
sight of the vessel’'s insurance papers.

Third Party Insurance

Any vessel used for training purposes by the school must have appropriate third party insurance cover
of a minimum of €xx million. The principal or lead instructor must have sight of these insurance
papers.

Instructor Insurance
Any instructor instructing in the school must have indemnity insurance cover of a minimum of €xx
million. The principal or lead instructor must have sight of these insurance papers.

Working in other Recognised Teaching Establishments or Clubs

Where the school is engaged by another recognised teaching establishment or club, instructors must
be covered under that school’s or club’s own insurance policy. The principal or lead instructor must
have sight of the vessel’s insurance papers.
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Revision and review

It is Aquatreks’ policy to review its practices and procedures from time to time to improve the quality
and standard of its courses. To this end, a formal review of all procedures, risk assessments, teaching
practice and course programmes will be conducted annually.

In the event of a change in course syllabus dictated by the ISA, RYA or other governing body, or of
any change or introduction of legislation or regulations, such alterations as deemed necessary to
reflect such changes will be implemented by Aquatrek once we are made aware of those changes to a
satisfactory degree.

Complaint procedure

The training centre recognises that where a customers expectations are not met, through the fault of
the centre, the customer is entitled to make a complaint and receive appropriate recompense. The
centre views any such complaint as an opportunity to improve the level of customer service delivered
by the school, and any learning points arising from such a complaint will be encompassed in future
activities.

The Centre Principal will investigate any complaint received. The following is a summary of the course
of action to be taken:

o Acknowledge receipt of complaint and advise that it will be investigated and the complainant
will receive a reply.

e Obtain details of any alleged incident or cause for complaint should be taken from all parties

concerned.

Establish if all the criteria cited in this manual and appendices have been fulfilled.

Establish if there was possible negligence on the part of the school or any instructor.

Establish if the course syllabus was fully delivered.

Establish if the assessment standards were met.

A report on the findings should be filed in the school.

The complainant must be notified of the findings of the investigation and details of any remedy

offered.

Centre
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Swim Policy

When applying to take a course with Aquatrek all candidates for afloat activities are clearly asked about their
ability to swim on our Course Booking Form. If they state that they can swim then we accept them on that
course.

Some candidates may be known to Aquatrek staff and their swim ability / water confidence is also known by
default.

Putting Sports into Water and Water into Sports !

We acknowledge that even candidates who regularly swim may be uncomfortable with being asked to enter the
water clothed or in a sailboat capsize situation either for training or in an emergency and as such have the
following policy in place to allay any fears and give confidence to those students.

With regard to the Sailboat capsize situation, all Level 1 sailors will endure a capsize recovery event during their
first days’ sailing but it will be controlled in the following way...
o Before leaving the shelter of the quays they will undergo a capsize where they will be
accompanied by a fellow student with known water confidence or a staff member.
e Aninstructor will be in the water prior to the event and will at all times be in control of that
event
e At least one safetyboat will be on scene with an appropriately qualified helm, ready to
intervene should anything go wrong.
Where all students on the course are confident in the water, by declaration or otherwise, the capsize exercise may
be deferred until a suitable time (eg end of day to stay dry) but as the capsize is part of the course it must be done
at some stage during the course but will always be carried out in the manner specified above.

For activities such as powerboat courses, where there is low risk of candidates entering the water, the declaration
on the booking form is considered sufficient.

Candidates who declare that they cannot swim:
If a candidate says that they cannot swim, or have a fear of the water, the following actions will be taken.
1. Reassure that candidate of the high safety standards in place.
2. Discuss their fears/doubts with them. Invite solutions or suggest them as appropriate.
3. Suggest one of the following...
a. We take them through the policy steps above accompanied only by instructors/staff
b. We can run a short water-confidence course for them prior to their course
c. They can be advised to take swimming lessons professionally
d. Consider whether they will be able to participate in the activity in the long term

Where it becomes obvious that a student has fears which were previously undeclared

In the event that a student shows signs of lacking water confidence, having previously declared to the contrary,
we will endeavour, subtly, to allay those reservations using the above guidelines. Instructors are advised to use
discretion at all times and seek advice from Sl or Principal staff if they feel it necessary.

Conclusion:

We want everyone to enjoy the activities which we provide. If a customer feels unsafe or threatened at any time
they may never partake in our sports again. We MUST avoid this! Using the guidelines set out above, common
sense and your professional opinions as an experienced staff member of staff, we hope that persons who fear the
water can be brought to enjoy our activities as much as we do and without being embarrassed or being made to
feel singled out.

Sport for All — Sport for Life!!!

Centre
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1. Course Booking Form Please note: Information is strictly held in confidence / Groups? - Individual forms must be
completed

Contact Details

Title: | First Name: | | Male [ Female [
Surname: Date of Birth: | Over 18 0
Address: Next of Kin:

Relationship:
e-mail: Contact: (Tel)
Tel No’s:|| (Your own)(Tick besty THOME: [1Mobile] 08

Course D
| Course n

Experience

for use in future official publications or websites.

Signed : Print Name : Date : / /
Must be signed by Parent/Guardian where applicant is under 18

Equipment Hire

Item PFD / Wetsuit Cag/ Coastal Coastal Sleeping
Lifejacket Spray Jacket Trouser Bag(line
Top d)
Circle SMLXL [SMLXL | SML SMLXL |SMLXL |SML
Size XL XL
Cost €5 per day | €4 per day €2 per €5perday | €5perday | €20 trip
day

Health & Safety Declaration

Give details of any medical condition, which
may affect your participation on this course.
(Diabetes, Epilepsy, Allergies etc...)

List any Prescribed Medication you are taking
or may need to take during your time with us.
Fitness Level: Hi [ Average [1 Lo [ Can you Swim? Yes [1 No [

Payment (deposit 50% of cost - balance due by 1 week before course)(-we will not retain Credit Card info)

Method: [1 Cheque/ Draft (payable to Aquatrek Sea Skills) [] Cash [ Gift Voucher [
Credit/Laser Card
Credit Card Details:

Card Number : DDDD'DDDD'DDDD'DDDDEXMM DD/DD

Cardholder Name: Please Deduct € from my card.

...if not as above

IS% Training
Centre
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National Powerboat Course
Programme

Putting Sports into Water and Water into Sports !

Day 1-Saturday ¢ (09.30 - 18.00)(Youghal) (7%:hrs)

09.30 | Course Introduction PB Scheme, Programme, Instructors, Crews.

09.40 | Prep & Launch Boats Prepare boat/s for sea, Pre-start checks on Engine and
Equipment, Launch, Warm-up engine and prepare for
sea.

10.00 | Coastal 1 Instructor or experienced students Helm for a short trip to
the coast. MOB, Hi-speed turns etc are demonstrated.
Notice is drawn to crew positions, balance & trim etc

10.45 | Slow Speed Manoeuvres 1 Introduce students to handling the boats at slow speed
within a harbour/marina environment. Begin by
demonstrating turning the boat in open water wrt pivot
poINts and crew positions

holding off and picking{up a

11.40 | Slow Speed|2 4lind deparfling from a pohtoon or

12.30 | Ashore - Lun

13.30 | Slow Speed|3 Revise morning sessions and introduce remaining skills,
360’s, coming alongside from uptide, turning uping
warps, MOB recovery

14.30 | Slow Speed 4 Set up a circuit incorporating all skills taught and give
each student a time to complete it

15.30 | High Speed 1 Motor to open water, explain planing theory, turning at
high speed U & S turns, helming up, down and across the
weather

17.00 | Recover Boats De-Rig, Stow, Wash Boat & Flush Engine. Take time to
explain SOPs and risks involved

18.00 | Debrief & Close Give homework questionnaire

Day 21 Sunday i (10.00 7 18.00) (Youghal)(7hrs)

10.00 | Theory 1 Sources of Weather, Tides, Rule of 12™s, Buoyage,
IRPCS, Towing Theory and correct homework Give PFD
and Safety for Powerboaters Handouts
Intro to Charts and using a plotter, basics of...

11.30 | Prep and Launch Revise all slow speed manoeuvres by way of circuit as
used yesterday

13.00 | Lunch

14.00 | Chartwork Students plan a Coastal Passage using the charts and up-
to-date forecast, Tides etc

14.40 | Prep boats & Crews Refuel, check equipment and prep for sea

15.00 | Depart It will be a trip out in Youghal Bay punctuated by tests of
all skills learnt, at High Speed where appropriate and
calling at Knockadoon, Capel Island for Anchoring, The
Buoys and back to the harbour

16.45 Towing To be done on return leg of passage, Astern and
alongside.

17.10 | On Yer Own! Students take boats themselves and practice slow speed
manoeuvres, instructors observing from nearby.

17.40 | Recover Boat/s as reqd.

18.00 | Debrief & Present Certs - Close To include individual de-briefing of students and a

general debrief outlining further training.

IS% Training
Centre
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Putting Sports into Water and Water into Sports !

Recreational Powerboat Course

Time Activity Teaching Points
0930 Preparation Stowage of Gear, Fuel — Filling, Margins, Spare Fuel,
POWER, Personal Kit, Wet/Dry Suits, Foul Wx Gear,
Lifejackets vs Buoyancy Aids, Crew Briefing, Wx &
Tide
10.15 Short Trip Boat Familiarisation (L2), Practice steering by Compass,
Steer by Transits, Orientate Chart by features, Measure
Distance & TTG, Var & Dev, Take & plot a 3-point fix
Angling Find & Hold Pos by GPS, By sounder, Lay Mark and
drift over, Wx Tides and Effects, Stability / Load
Distribution, Anchoring / Slowing Drift, Hooks & Gaffs,
Balance & Trim, Landing Fish, Keeping fresh, Clean
Boat, Lifting Heavy Fish Boxes, Regs & Restrictions
13.00 Lunch
13.45 Theory
Weather Sources of Forecasts, Highs, | ows, Fronts, Seabreezes,

Fog, Thunderstorms, Interpret & Relate to actugl

IRPCS Steeriga & Sailing Rules, Daysh v Lights — Own
Tides qiondary P al tables, Tidal
lases, Rille of 12ths
Navigatio pt
16.20 Towed Activities Boat Setup, Communications / Hand sigs, Obsgrver,

tookout, Approp-Speed; Reygs & Restrictions, Recovery
of Persons from water

Boat Types suitable for...
e Passage Making

Seakeeping, Stability at rest/directional, Freeboard,
Power / Fuel Consumption / Speed, Mass

e Angling
e  Skiing
Day 2
09.30 Passage Planning Forming a Plan, Sources of Information, Weather
forecasts, Tides, Plan by Chartplotter — Demo making
of..., Fuel for Trip
10.50 Plan Students are given outline of a trip which they need to
plan in detail wrt above
12.00 Emergencies Communications, Summoning Assistance,
Flooding/Sinking, Towing (alongside/behind),
Rescue/Being Rescued By Boat/Helo, Seasickness
Lunch (afloat)
Lee Shore Landing Bows first, Veering Down Stern first
Med Style Mooring
Swimming from a boat When Moored (Tidal Haz), Drifting (Windage), Diving
into shallow water, Stability when reboarding
Rough Weather Handling Upwind, Downwind, Trim & Tilt, Broaching /
Swamping
Anchoring Off Open Beach
Getting Ashore Techniques, Dinghies/inflatables
16.40 Recovery Recover & De-rig boats
17.00 Fault Finding Basic Symptoms & Remedies, Change a Prop, Manual
Starts
17.20 Debrief Further Training — PB Scheme, Navigation & Safety
Courses, First Aid & VHF as reqd., Present Certs
17.30 Close

IS% Training
Centre
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Putting Sports into Water and Water into Sports !

Safety Boat Course (Lev3)

Programme

Day 11 Saturday 09.30 - 17.30 (7 hrs) (1hr for Lunch)

Intro Outline Programme and Explain Course Aims
Orientation for AO
Check Student experiences — intro eachother
Weather Brainstorm - Sources of Wx, Look at some Wx links on Aquatrek
Homepage, explain Systems & Fronts, Nowcasting at sea — fronts etc
Tides Powerpoint presentation, Explain how Sps make Streams/overfalls
bigger etc
Boat Types Suitability to application, pps, compare & contrast

Role of the Safety Boat &
Levels of Intervention

Roles ppt presentation, includes SOPs at Aquatrek for would-be staff.

Lee Shore Rescues

Theory on whiteboard, Veering down, Steer close and Heaving Ling,
Anchor Off and float line ashore, Pick-up his anchor line and tow him
by it, Vessel Ashore may be safely ashore

Watch & Discuss DVD

Wrt sailing craft only, for now

Pacing
Catamaran Towing an inverted Cat upright
Kitesurfer Show footage in action & rescue- YouTube

Lunch (garly)

Afloat

Revise NPBC Sk

Laying Marks

Lee Shore Rescug

Day 27 Sunday 09.80 7 17.30 (7hrs) (1hr for Lunch)

Ashore

Search Patterns

Incidents

Communications — Radio, Sound Sigs, When to Call for help
How to — DSC, Mayday/ PanPan, Flares, Annex IV

Prep & Launch Boats

Fuel in Ready to Use Cans, Engine logs

Afloat

Revise & Practice

Skills learnt on Sat — Pacing, Hi Spd, MOB etc

Recovering Persons from
Water

Uninjured, Facing Forwards, Backwards, Legs 1%, Injured
Unconscious

Practice Holding Position

Off Dinghy & Pacing with other boats

Righting Single -Handers

From Mast, From Hull, Without Daggerboard

Righting Double Handers

Mast, Hull, Towing Up

Righting Inverted Single Hdr

Righting Inverted Double Hdr

Crew able to assist, Tired crew

Mast Stuck in Mud

Entrapments

Try Lifting Stern onto SB, Investigate other methods, Trapezes,
Harnesses, Bolt Cutters

Towing Dinghies

Alongside, Astern, Astern both sides, Herringbone, Daisy Chain

Swamped Dinghy

Tow backwards

Case Studies —

Windsurfers, Canoes & Kayaks, Kitesurfers, PWC

Recover & De Rig Boats

Debrief

Further Training, Include First Aid, VHF
Examine each exercise over course, Present Certs & Close

IS% Training
Centre
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Advanced Powerboat Course

Putting Sports into Water and Water into Sports !

Course Syllabus & Programme

17 Hour course i over 2 days. All-day Sat, Sunday until lunch.
Day Passage, Night Passage, Meteorology, Pilotage
Rough Weather Handling & Use of Trim & Tilt

IRPCS, Engines, Emergency Situations

Instructors

Students

Programme

Day 11 Saturday

09.30 | Course Intro
09.40 | Passage Planning ppt.
10.20 | Coffee
10.30 | Prepare Day Pilotage Plan
12.30 | Lunch & Move to Aghada
14.00 | Laund spend time
familiarise.
14.30 | Depar
16.30 | Returp tqE3 ights etc.
17.00 | Pyrotg S
17.20 | Prepare-NightPassagePlans See-separate-sheet:
Review Wx Forecast and Tides also.
18.30 | Depart - Night Passage
20.30 | Return & Recover Vessels (Debrief afloat!)
21.00 | ...Close

Day 2 ¢ Sunday ¢ 09.30 ¢ 14.00

09.30 | Weather & Tides

09.50 | Emergency Situations Ppt Presentation to include Search Patterns
(other instructors launch and prep boats)

10.10 | Rough Weather Handling Techniques Explained

10.45 | Afloat Youghal —Bad weather boat-handling, Towing,
Sector Search Pattern, Engine Fault-finding &
Emergency Starting.

13.00 | Recover & Secure boats

13.20 | Course De-brief Debrief : Where to from here? Present
Logbooks & Certs.

13.30 | Close

IS% Training
Centre
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SBSS Level 17 5-Day Programme

Putting Sports into Water and Water into Sports !

Day Monday |Tuesday |Wednesday | Thursday | Friday
AM Introductions Briefing Briefing Day Trip Brief etc
. Briefing -Wx & Tides -Wx & Tides Embark on a Afloat
Session -Course Rig Boats Rig Boats short daytrip -Revise all
Outline Intro Knots- Bowline, Round with picnic and | skills
-Wx Tides Fig8, Bowline, | turn & % hitch, games ashore -Practice
-Boats Using Cleats Clove Hitch small
-Sailing Area Change ¢ Change ¢ Clothing Triangular
Clothing & Clothing Intro to course
Equipment Land Drills Downwind
Rig & Launch -Tacking techniques
Joyride with Afloat Afloat
Instr. -Practice -Practiceon a
NSEW, Wind, Tacking ~120° | Broad Reach
Boat parts Getting out of
Sailingon a Irons
ReachTurning |L Y (i NB [
(basic tacking) | Debrief
Lying To
Sailing Away
Debrief
PM Brief Points of Sail Gybing Land Drills | (Daytrip) Fun Race
. Afloat Afloat Sailing a Sausage
Session Practice all -Fun Fig8 cse Up/Down-
above Reaching cse | wind
Introduce -Improve
Sailing Upwind | Tacks to 90°
4+ NF O A
Notes Rule of the Road can be taught | Training Runs
as examples or opportunities Downwind
arise at any time.
Capsize Drill should be done to
suit the boat type ie. On Day 1 if
small boats are used, when
approp. If larger dinghies are
used (less likely to capsize)
R
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SBSS T Level 2 - Adult

Putting Sports into Water and Water into Sports !

Day 1
09.30 Rig Boats/Change
09.50 Intro Wx, AO, Tides, Outline Course & Aims of
10.00 Theory (Rev of L1) Points of Sail, No Go Zone — Lying To, In Irons, 5Es
On land session of tacking and gybing to go over main points.
10.15 Weather Weather — List sources of - Apply to AO - Limit of ability
10.30 Tides Hts & Streams - 1/12ths
Wind vs Tide
10.50 Prep Theory for Afloat session Sail to Transits — on way to AO and around C
Picking Up a Mooring
Coming Alongside a moored Boat
Lee Shore Land & Depart
11.15 Afloat Sail to AO — use transits
Pick Up moorings en-route
C & Practice 5 Es
Lee Shore L&Ds
Coming Alongside boat
13.00 Debrief & Lunch
13.40 Theory Go over tacking gybing in land session if necessary after
mornings’ on the water session.
Safety Equipment
-First Aid, Knife, Flares etc, Shore Contact
- Raising Alarm — other sigs(hand), VHF
14.00 Prep Theory Wx Update
MOB Recovery
Capsize Drill
14.30 Afloat Continue mornings’ drills — tighten up on them
Then begin to add MOBs & Capsize Drill
17.00 Return Ashore Debrief & De-rig
Homework Get Forecast & Tides for Tomorrow
Day 2
09.30 Rig Boats/Change Reefing Ashore
09.50 Homework Wx & Tides - Discuss and Relate to AO, Ability, Reefing ?
10.00 Theory Clothing & Equip (bad Wx etc)
Hypothermia - Signs, Symptoms, Prevention, Treatment of...
IRPCS —PdvsSail, Head On, Crossing, Overtaking, Shd Rule,
Windwd/Lwd
Anchoring — Warp, Chain, Scope, Factors Wx Tide etc
10.20 Prep Theory for Afloat session Anchoring Technique - Follow my leader course
10.30 Afloat Sail Follow my Leader to AO wrt IRPCS
-lrons Taking each skill - set up bases and boats should rotate
-Pick up Mooring through each skill & swap helm/crew etc
-Coming alongside Boat Small C near Jetty — boats de-rig sails and paddle around it
-MOB then ashore.
-Lee Shore Land & Depart
-Anchoring
-Capsize
-Paddling
13.00 Debrief & Lunch
13.40 Theory Revise anything felt unclear from debrief before lunch
14.00 Briefing - Surprise Activity Wx Update
17.00 Return Ashore De-rig - Debrief & Present Certs
18.00 Ends

IS% Training
Centre
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SBSS Level 37 Day Cruising Module

Putting Sports into Water and Water into Sports !

Day 1
09.30 Intro Module programme
09.45 Meteorology e Sources of
e  Synoptic Charts
e Now-casting
e Highs & Lows
e Changes in Air Pressure
e Beaufort Scale
e Fog - conditions for, types
e  Produce and explain forecast for tomorrow
10.15 Tides e Interpret Tide Tables
e Ratesof rise
e Rule of 12ths
e Curve
e Taking Soundings
10.40 Break -Coffee
11.00 Intro to Chartwork o Title Panel
e Scale & Measuring Distance
e  Symbols & NP5011
e (TS
11.40 The Compass e Steering/Handbearing
e Variation & Deviation
e  Course to Steer
e 3 ptfix
12.30 IRPCS e  Pecking Order
e Narrow Channels
13.00 Lunch
13.40 Planning a Trip e Need fora Plan
e Considerations when Planning a Trip
14.30 Plan Trip for Tomorrow
16.00 Equipment e  What to Bring
e Stowage// | NNEAY 3 27FX
17.00 Debrief & Close
Day 2
0930 Briefing for day, etc. e Wx
e Tides
e AO
0945 Change & Rig Boats
10.10 Emergencies e Flares
e VHF
10.30 Launch & Depart on Daytrip Programme as per prepared on previous day and
e Practice all skills modified as necessary on the day. Emphasise need to
e Lunchon Trip leave plan ashore but never fear changing plans if
conds. dictate
16.30 Recover boats and change
17.00 Debrief & Close

Training
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Putting Sports into Water and Water into Sports !

SBSS Level 37 Seamanship Module

Day 1
09.30 Course Intro L3= Competent, Safe, Practical Approach with
e Describe all modules ability to make Seamanlike decisions in moderate
e Explain This module conditions
09.45 AO Briefing Where will we be working?
e Weather Forecast What’s the Forecast?
e Tides Times & Hts, Sp’s/Nps’s
e  Application for today How will these affect us?
10.00 Change & Rig Boats - Check & Fix
10.20 Revise Lev 2 Skills (Theory) e Tack & Gybe Land-drills
e HeaveTo
e 5Es
e Capsize Drill
e MOB Recovery
e Coming alongside a boat/pontoon
10.40 Launch & Practice above skills on a e Awareness of Wind & Tide
Triangular Course e Steerto Transits / CMG
12.30 Ashore - Lunch
13.30 Theory - e Wox/Lee Shore Landing & departures
e  Pick - up Moorings
e |RPCS
14.00 Afloat e Practice Moorings and Landings
e  Practice other skills from earlier
16.00 Recover boats and change
16.30 Theory Windward, Leeward, Abeam, Fwd, aft, ahead, astern,
e Terminology downwind, amidships, gtr, pinching, sailing by the
e Knots lee, to luff, bear away, planing, broaching.
e  Whipping Sheet bend, Clove, Fish’mans, Rolling Hch
e Heat Sealing
17.30 Close
Day 2
0930 Briefing for day, AO etc. e Wx
e Tides
0945 Theory e Leave & Return - Jetty
e Anchoring
10.10 Change & Rig Boats - Check & Fix
10.30 Afloat e Sail Triangle
e Use yesterdays' skills
e  Practice Jetty work
e  Practice Anchoring
12.30 Ashore - Lunch
13.30 Theory - e  Haul Off with Anchor
e Reefing Underway
e Towing / Being Towed
14.00 Afloat e  Practice all skills
e Reefing Underway
e Towing
e Hauling off lee shore using anchor
16.30 Recover boats and change
17.00 Debrief & Close

Centre

www.aquatrek.ie

RYA e
29 e-mail: boating@iol.ie Y




aquabrek
BRSEA KIS Putting Sports into Water and Water into Sports !
SBSS Level 317 High Performance/Racing Module
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Putting Sports into Water and Water into Sports !

Course programmes
SOPs
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