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TSB TOPEC

TSB TARANAKI OUTDOOR
PURSUITS AND EDUCATION
CENTRE

MISSION STATEMENT

“To promote personal development by providing quality
Outdoor and Environmental Education courses primarily for
the secondary schools of Taranaki and then the wider
community.”

TSB TOPEC is a charitable Trust administered by a Board of
Trustees. The members are drawn from representatives of
the schools who use TSB TOPEC, Service Clubs and
individuals co-opted for their particular skill or interest.

TSB TOPEC endeavours to keep costs as low as possible so
as to make the courses available to all students.

TSB TOPEC acknowledges the substantial contribution
made by the TSB Community Trust, the Secondary Schools
of Taranaki and the Lions, without whose help this would not
be possible.
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TSB TOPEC PHILOSOPHY

TSB TOPEC's philosophy is built around the following concepts.

RESPECT - Respect for Self
- Respect for Others
- Respect for the Environment

CO-OPERATION - Working together as a group
- Supporting fellow members
- Developing trust

INITIATIVE - Taking responsibility
- Independent responsibility

ENJOYMENT - Feeling good about Self and
Group achievements.

The range of courses will present the students with a variety of new
situations, activities and environments. These will present very real
challenges.

Through skill development, Instructor encouragement and support, it
Is anticipated that each student will overcome these individual and
group challenges.

The results will be an increase in self-image and confidence, with a
sense of satisfaction in having successfully completed a very real
challenge.

Students will be made aware of these key times of self and group
achievement.

Activities are also run on a multi-level basis. Students remain
challenged and can achieve a successful outcome irrespective of
physical ability.

TSB TOPEC concentrates on the natural settings of the bush, rivers,
lakes, sea and mountains to provide these challenges.

All activities are conducted with the appropriate safety equipment and
operational procedures will be adhered to.
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GENERAL

INFORMATION
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TSB TOPEC CONTACTS & PHONE

LISTS
PHONE FAX
TSB TOPEC office 06 758 0448 06 758 0448
CAMP PHONE lodge 06 759 7499
Email office@tsbtopec.co.nz

Key TSB TOPEC Staff:

STEVE RALPH (DIRECTOR) 0274 752493  steve@tsbtopec.co.nz

KERRY WARNER ( OFFICE ) 027 3242428  kerry@tsbtopec.co.nz

NICK BROWN ( SENIOR INSTRUCTOR ) nick@tsbtopec.co.nz

ADDRESS POSTAL ADDRESS
TSB TOPEC TSB TOPEC
HYDRO ROAD PO BOX 859

NEW PLYMOUTH New Plymouth

Website — www.tsbtopec.co.nz

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz
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TSB TOPEC
Hydro Road

Off Junction Road
New Plymouth \

LOCATION

TSB TOPEC is situated on the banks of the Waiwhakaiho River near
the Mangorei Power Station and the Meeting of the Waters scenic
reserve.

Although only 8km from the centre of New Plymouth, the picturesque
setting and distance from main roads give it an atmosphere of
isolation and tranquillity.

On site or within easy travelling distance are a variety of suitable
environments for outdoor activities. Mt Taranaki, the surrounding
bush, rivers and sea are ideal locations for rock climbing, tramping
and water sports.
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ACCOMMODATION / FACILITIES

There are twelve cabins on site, each accommodating up to 6
students.

All food is provided. The students will be involved in the cooking and
cleaning duties during the week.

There are two separate accommodation cabins for visiting Adults /
Leaders — they do not share with Students. Separate Toilet and
Shower is also available

The main Lodge contains a lounge and dining area, the commercial
kitchen and administration offices. A large log fire provides winter
warmth.

The Davidson Lodge is used for presentations, classroom based
activities and has Data Screen, TV and DVD player, Internet Access,
Desks and Seating for 24+, and Kitchenette. This is an ideal facility
for smaller or corporate groups

9m high artificial High ropes Low ropes course Bridge swing and Swimming hole
Climbing / abseil course And adventure DOC Reserve Waiwhakaiho
Tower based learning river
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TSB TOPEC TEACHERS / INSTRUCTORS

TSB TOPEC Instructors are on duty from 9.00am until activities are
completed (approx 4.00pm).

TSB TOPEC Instructors take full responsibility for student safety and
conduct whilst on activities. They will provide the duty of care required
during this period.

TSB TOPEC Instructors hold relevant Outdoor qualifications and are
trained in the local environment, risk management and crisis
management.

Staff complete regular training and appraisals to ensure that safety is
paramount and that TSB TOPEC policy is implemented effectively.

At least two TSB TOPEC staff will be qualified teachers while others
will have attended a recognised course of training.

TSB TOPEC staff are experienced in assessment for NCEA and have
workplace or teaching qualifications.

One instructor will be responsible for managing a group of 10
students throughout the week. Activities can then be modified to suit
individual needs.

No two weeks are the same and activities will be selected by
individual Instructors to meet the needs of individual groups, weather
and environmental conditions.

Visiting adults / staff may wish to accompany groups on activities
which is encouraged and will allow shared experiences to be taken
away.

Any adult / staff that does participate in activities must adhere to the
directions of the Instructors as any other participant.
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TSB TOPEC

COURSES
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COURSES

TSB TOPEC primarily caters for the Secondary school students of
Taranaki who attend a 5-day residential course. Living together and
sharing duties can be as great a challenge to some as the mountains,
bush, river and sea. Other courses are available including skill
development, professional development, adult and corporate team
building

The standard adventure course is designed to cater for Year 10
students who are learning to accept responsibilities in very real
adventure settings. See www.tsbtopec _ for more information

Safety

We work very hard at TSB TOPEC to manage Safety. We know this is
a main consideration for many people.

It is important to realise that the outdoors & activities carried out at
TSB TOPEC contain risks that cannot be completely eliminated. To
successfully remove all risks would compromise the reasons why
people go into the outdoors. We include this information so that
participants are able to make an informed decision before a visit TSB
TOPEC. We are not trying to scare or alarm, rather to fully inform &
follow our philosophy of “challenge by choice”. Participation in all
activities is by personal choice. We have a comprehensive Safety
Management System to manage risks associated with all activities.
These are available on request.

Other processes in place include a Crisis Action Plan - should any
emergency arise. TSB TOPEC is audited annually by Maritime NZ to
ensure that our Rafting operation meets National Industry
requirements. This audit also looks at risk management, staff
competency, staff training, accident reporting and equipment. All
equipment and facilities are checked regularly and replaced as
required. See the TSB TOPEC website for risk disclosure, RAMS and
other Safety Information.
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Programme Outline

STANDARD 5 DAY RESIDENTIAL COURSE

Day 1 Introduction

Day 2/3 Major Activities

Day 4/5 Expeditions

Introductory Activities
Ropes course, Initiative exercise, Kayaking,
Riversafe Training, Rafting.

Kayaking, Bushcraft, Rafting, Rock Climbing,
Mountaincraft, Abseil.

Bush - Tents or Bivvies
Mountain - Snow Cave or Hut
River Trip - Rafts or Kayaks
Beach Camp - Bivvy

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz

12/07/2011

Page 13




T:\Admin\Schools manual organisation\Teachers manual TSB TOPEC 2011.doc

OTHER COURSES

Unit standard / Achievement Standard Courses.

Our staff at TOPEC include Registered Teachers who have extensive experience with
the specific demands of standards based assessment. Taranaki Schools have used our

expertise in delivering and assessing these courses for a number of years.

We are able to act as assessors for your School using your accreditation or act as
evidence gathers for work towards specific units. Staff are also Skills Active qualified in

US 4098 and can assess using this provision in certain circumstances.

Achievement standards using Outdoor Education as a context can be included easily as
can risk management. Some Physical Education standards can modified to use differing

Outdoor Activities to assess against performance criteria.
Leadership
The objectives of this course are:

Develop Leadership skills / Work as a member of a team
Recognise the needs and strengths of others

Make decisions and accepting the consequences

This is an excellent course for developing and identifying Leaders within an Organisation
/ School. Students are better informed on the Leadership strengths that they possess
and understand how these attributes can be used effectively as a Student Leader within

the school situation.
Adult Adventure

Exciting, breathtaking, invigorating, eye-opening, enlightening. Words can't begin to
explain the appeal of our action-packed, fun-filled multi-activity courses. Whether you
stay for a weekend or a full five days you’re sure to have the time of your life trying out a
variety of adventure sports including rock climbing, abseiling, rafting, kayaking, caving,
orienteering and mountain walking. You'll have a chance to feel what it’s like to plunge
through foaming rapids in a raft, abseil effortlessly down a cliff face, learn the graceful art
of caving and work against the clock as you search for hidden markers using only a finely

detailed map and compass.
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POSSIBLE COURSE OUTCOMES

To provide opportunities for students to explore new outdoor
activities and challenges in a safe and supportive environment.

To boost self esteem and personal motivation.
To learn outdoor skills in a variety of pursuits.

To learn Risk Management and Safe Practice enabling students
to explore and enjoy the outdoors in safety

To accept responsibility for the safety of themselves and others.

To develop tolerance amongst group members and to recognise
the strengths of all.

To be involved in personal and group decision making.

To encourage an awareness and respect for the outdoor
environments, flora and fauna.

To develop an understanding of Personal fithess, Health and
Recreation.

To gain vocational training and qualifications for the outdoors.

To fulfil TSB TOPEC’s concept of Respect, Cooperation and
Initiative.

To enjoy the outdoors and feel positive about Self and Group
achievements.
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PRE COURSE

PREPARATION

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz

12/07/2011 Page 16



T:\Admin\Schools manual organisation\Teachers manual TSB TOPEC 2011.doc

PRE COURSE PREPARATION
Please use the Centres full name in all correspondence — TSB TOPEC

SCHEDULE

The dates for TSB TOPEC camps are pre-set so there should be adequate
time for preparation.

Arrange pre-camp meetings to give out relevant information and updates.
All forms are available as downloads from the TSB TOPEC website
www.tsbtopec.co.nz

Ensure both students and parents receive adequate information.

The payment and collection of course fees has to be arranged.

Permission slips have to be completed and collected. They should contain
Names, Phone contacts and Medical conditions.

Issue clothing and equipment lists. Encourage students not to purchase
expensive items. TSB TOPEC has a range of such equipment for student
use. (Refer to gear requirement sheet)

Arrange Staffing. There must be a minimum of one teacher available
during the day and two teachers (or adults) after 4.30 pm. Wherever
possible one staff member should remain throughout the week.

A packed lunch will be needed for day one.

Students to arrive between 10am and 10.30am on the first day and leave
by 1.30pm at the end of the course.
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STUDENTS

The standard TSB TOPEC course offers a range of outdoor
activities for 30 students.

The courses are run with groups of 10 students. Each group is
allocated an Instructor for the week — a 1:10 ratio.

Unit and Achievement Standard Courses can only be run with a
ratio of 1:8.

The students should be divided into three groups of ten prior to
the course or upon arrival. A mix of ability and gender is
recommended (where appropriate).

A full list of student names is required plus in three activity
groups.

It is advisable to have one or two students on standby in case of
late injury or illness, to maintain course numbers.

Cabins will be allocated by TSB TOPEC staff on arrival this is
not negotiable.

COSTS

A flat fee is charged based on 30 students for adventure course
or 24 for a standards based course — not on a per student basis.

Taranaki Schools Course costs are subsidised by the TSB
Community Trust.

Please contact TSB TOPEC for current course costs.

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz
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PERMISSION SLIPS AND MEDICAL FORMS

These forms need to cover:

Name Phone Address | Medical Allergies | Dietary
Numbers Conditions needs
doctor

Copies of all forms can be downloaded from the TSB TOPEC
website www.tsbtopec.co.nz

There is a lockable cabinet in the Teachers Accommodation to
hold any student medication or valuables.

Please advise TSB TOPEC of any special needs or dietary
requirements. Students with specialised dietary needs will be
required to bring this food.

ACCOMMODATION

School Staff have their own accommodation block and separate
shower and toilet. They do not share with students

Student cabins are allocated on arrival.

STAFFING
At least one school staff member must be available from
8.30am until 4.30 pm to assist with logistics, transport etc or be
on call in case of emergency.

Two school staff (or approved adults) must be on site from 4.30
p.m. until 8.30 a.m. the following morning.

In case of emergency, a school staff member to be on call each
day and on the night of the camp out.

A school staff member must be present on the last morning from
10.30am to assist with clean up and organising departure.
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VISTING STAFF / LEADER RESPONSIBILITY

School staff are responsible for the students while travelling to
and from school and during the evening and night when TSB
TOPEC Staff are off duty.

TSB TOPEC staff take full responsibility for the students while
on activities, from 9.00am to 4.30pm.

School staff are most welcome to participate in activities but it is
recognised that they have a major commitment in supervising
students throughout the evening and night and some time out is
essential.

For continuity it is desirable to have one staff member available
for at least the first 3 days.

Attend the end of course de-brief.

A suitable night time programme is advisable.

Staff are not expected to go out on overnight camp though a
designated staff member must be available and carry a cell
phone in case of emergency.

A TSB TOPEC camp is an opportunity to interact with students

in a totally new environment. The working relationships formed
will have very positive carry over on return to the classroom.

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz
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Participants Gear / Clothing

See TSB TOPEC website for downloadable gear list/ s —
www.tsbtopec.co.nz

TSB TOPEC staff will ensure that all students are adequately clothed
for each activity.

When taking part in outdoor activities participant clothing and
equipment needs to be adequate in quality and in sufficient quantity.
Warm clothing is an important aspect in not only surviving the
outdoors but in enjoying it whilst participating.

Weather plays a big part by determining the type of activity can or
cannot be scheduled. Inappropriate gear / clothing for the occasion
puts an even greater limitation on the extent and choice of activities.

“No such thing as poor weather only poor clothing “ Sir Ranulph
Fiennes

Gear does not need to be fashionable — practicality and warmth are
the two most desirable features. Wool, polypropylene or thermals are
particularly useful.

MAKE SURE THAT PARTICIPANTS ARE PREPARED TO GET WET
EVERY DAY!

Itis TSB TOPEC policy to refuse any participantth  at is not dressed
appropriately for the Activity.

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz
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How does a TSB
TOPEC

programme run?

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz

12/07/2011 Page 22



T:\Admin\Schools manual organisation\Teachers manual TSB TOPEC 2011.doc

VISITING STAFF / LEADER SCHEDULE AT TSB TOPEC

On arrival meet with TSB TOPEC staff.

Review the permission slips and medical conditions with TSB
TOPEC Instructors.

Join in activities, assist with logistics or remain available via cell
phone in case of emergencies.

Two visiting staff / leaders (or adults) to be available from
4.30pm.

Manage evening meal and breakfast preparation to become
familiar with the meal procedures.

Manage student meal preparation for the following days.

Evening activities should be arranged, except when the
students are out on camp.

Open TSB TOPEC shop

Organise lights out by 10.30 p.m. and monitor student
behaviour.

Carry cell-phone as an emergency contact whenever off site
and while students are on overnight camp.

Be available from 10.30 a.m. on the last day to assist clean up
and departure (between 1p.m. and 1.30 p.m.)

Attend the final course de-brief and make appropriate comment.
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VISITING GROUPS RULES and REGULATIONS

Where non Schools are attending TSB TOPEC they are responsible
for the rules surrounding behaviour and expectations. A copy of
these must be forwarded to TSB TOPEC staff.

TSB TOPEC is part of the any visiting School programme therefore
School rules apply at all times. The Director will brief participants on
the do’s and don’ts

Individuals are not to leave the TSB TOPEC site without the
permission of the Director or Visiting School staff. The boundary is
the fence.

Ensure all gates are left closed. Fences are to be crossed by style or
gate. Do not disturb farm stock.

Graffiti and broken windows to be paid for by the offender. Take care
with physical games and balls near windows.

The fire siren is used for all emergencies. Assemble by the ‘Wall'.
Meals are compulsory and not served until everyone is present.

Ablutions and Toilets are on septic tank so no card board toilet rolls,
sanitary pads etc down the toilets. Bins are provided for such items.

First Aid. Treat all injuries, even minor ones as soon as possible.

Students must attend allocated duties as indicated on the notice
board. Do not leave until all the work is done..

Swimming must be undertaken in a group and with a staff member.

Students are not allowed visitors other than parents or legal
guardians except with permission of the Director or School Staff.

No outdoor equipment is to be used without Instructor supervision.

Cell phones are not to be used during activity time and are to be left
in cabins during daily activities.

Students are not allowed to change activity groups except on the
permission of the Director.

No Alcohol. Cigarettes, drugs or other item that would not be
permitted at a School ( pocket knife, lighters etc )

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz
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FIRST AID AND EMERGENCIES

A small First Aid kit is stored in the kitchen.

First Aid supplies are in the cabinet in the Office.

An Emergency First Aid kit is in the Yellow Box in the visiting
Adult leaders / Teachers Cabin.

The Emergency Resource sheet is a list of emergency contacts
and a course of action in an emergency.

There is a list of important phone numbers in the Emergency
Folder.

Parents or Guardian phone numbers are on permission/medical
forms in the Office and carried in the field by Teacher /
Instructors

Copies of all master participant information and medical forms
are held in the Office.

There is a lock up medical box in the Teachers Accommodation
to hold any student drugs or medication.

Do not hesitate to call for Ambulance — Fire — Police if
considered prudent.

The main Fire bell can be activated from beside the main doors
in the lounge.

Fire hoses are located under the porch — by the teachers hut
and two next to huts either side of the grounds.

Fire extinguishers are located in the kitchen and other
communal areas.

The Emergency Assembly point is at the climbing wall beside
the ropes course.

Instructors carry cell phones and radios on all activities.

Visiting staff / adults should carry a cell-phone and have given
the number to TSB TOPEC staff when they are off site and on
the camp out night, in case of an emergency in the field.

Any serious accident that occurs onsite, outside of activity time (
before 9.00 am and after 4.30 pm ) is the responsibility of Visiting
Staff / Leaders.

An accident / incident form will need to be completed and in the

case of serious harm reported to the Department of Labour as
soon as possible.
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DAILY SCHEDULE

7.00am Duty group reports to the kitchen to cook breakfast.
7.45am Ring the bell to call students to breakfast

8.00am Serve breakfast when all students are present

8.30am Individuals make their own lunches ( 2 filled rolls ) Duties
and clean up

9.00am Meet with Instructors and arrange the days activities

Lunch is usually in the field but groups often return to TSB TOPEC at
lunchtime to change activities.

4.00 — 4.30 pm The end of daily activities

5.00pm Duty group to the kitchen to cook the evening meal
6.30pm Evening meal is served

7.30pm Evening activity

10.00pm  Students into cabins

10.30pm Lights out

TSB TOPEC Director - Steve Ralph — 06 7580448 steve @tsbtopec.co.nz
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Evening Activities

It is important to arrange some formal programme in the evenings. Too long a
period of free time can lead to problems. There are ideas and equipment on site
but some pre-planning is recommended. There are also cookies ( supplied by
visiting group ) and Milo for ‘supper’

SUGGESTIONS

Camp fire. Wood can be collected from the Meeting of the Waters. This is a
good activity for the last evening ( Wednesday ).

Spotlight games

Night lines

Sports — volleyball — cricket — football.

Swimming

Tug of War

Eeling

Initiative Games

INDOOR ACTIVITIES

Games — balloon games are always popular
Skits and concerts

Board and card games

DVD movie night

Ping pong table available

Treasure Hunts

Invitation Speakers
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