[image: image1.png]@ ” The Milford
f Yacht Club




   Junior Instructor Program

[image: image2.png]



[image: image3.png]



[image: image4.png]



[image: image5.png]



Participant Handbook

2011

MYC Junior Instructor Program
We are pleased to offer MYC afternoon sailors who will be 14 years of age or older in 2011 with a minimum of 2 years sailing experience the opportunity to assist in the morning optimist classes as Junior Instructors (aka “JIs”).

Further program details will be discussed at the sailor orientation.  Junior Instructors will receive a small stipend based on their performance during the program in addition to a personal reference at the end of the season provided they receive a positive appraisal from the Program Director.

The primary purpose of the Junior Instructor Program is to give older, more experienced afternoon sailors an opportunity to gain insight into the role of the instructor, and to get experience for later years when they may become regular instructors themselves.  The Junior Instructor Program is an add- on, not an alternative to the afternoon sailing program and honing sailing skills in the afternoon classes is still the best way for juniors to prepare to be future sailing instructors.

All Junior Instructors must have a Connecticut Safe Boating Certificate, and an American Red Cross CPR certification.  We encourage all potential Junior Instructors to get American Red Cross First Aid certification as well, and will reimburse the cost of the First Aid course to any Junior Instructor who completes the course successfully, at the conclusion of the season.  It is not necessary to have these certificates at the beginning of the season, but Junior Instructors must have them by end of the season in order to receive their stipend.  All of these certifications are important for sailors to have regardless of their involvement in the Junior Instructor Program.

Connecticut Safe Boating certification classes are offered by the local power squadrons and by other organizations.  The American Red Cross certification courses are offered by all local American Red Cross chapters, many of which handle the registration through their websites.

We will attempt to accommodate all qualified sailors in the Junior Instructor Program.  Individuals should remember however, that the regular Instructors’ primary focus is teaching the morning classes and interacting with the Junior Instructor is secondary, and not everyone who wants to be a Junior Instructor on a particular day will be able to.  When Junior Instructor slots are limited, older sailors will be given preference.

If you have any questions about the MYC Junior Instructor Program, please contact either Pete Gil  at petegil@hotmail.com OR Mark Laser at mark.laser@yahoo.com 
JUNIOR INSTRUCTOR PLEDGE AND HONOR CODE

As a Junior Instructor in Milford Yacht Club’s Junior Sailing Program, I pledge to adhere to the following Honor Code at all times:

I shall act at all times in a manner which reflects favorably upon the Club, the Junior Sailing Program, and myself, particularly while at the Club and at any JSA and Club-sponsored events.  I will treat the Program Director, Instructors, other Junior Instructors, any adult volunteers and the junior sailors with respect and courtesy at all times, and will act as a positive role model for the sailors.  In addition, I will discharge the duties and responsibilities listed below to the best of my ability.  I understand that my failure to adhere to this Honor Code or to fulfill my duties and responsibilities as a Junior Instructor may result in my expulsion from the Junior Instructor program and other sanctions. 

DUTIES AND RESPONSIBILITIES

Junior Instructors shall arrive at the Junior Yacht Club by 8:00 a.m., Monday through Friday, to welcome sailors and assist the Program Director and Instructors in preparing for morning classes.  In addition, Junior Instructors shall assist the Program Director and Instructors to:

· Prepare boats and equipment for classes (i.e. coach boats, radios, marks, first aid kits, tool boxes, white boards, land demonstrations, etc.)
· Supervise parent drop-off and pick-up procedures
· Assist with lesson preparation/planning and manage sailors during lessons

· Help rig, launch and de-rig boats 

· Monitor on-land and on-the-water activities, including sailing with juniors as required
· Perform general daily maintenance duties 
· Debrief the lessons

Junior Instructors must participate in the afternoon sailing program while enrolled as a Junior Instructor.  They are required to attend a brief Junior Instructor Orientation and Training session prior to the season.  They shall endeavor through the season to learn methods of effective sailing instruction, including lesson plan writing and evaluation. Upon completion of the program, Junior Instructors will provide a written evaluation (good and bad) of the program with any suggestions for the future to help develop the program.
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Junior Instructor Position Description

Hours and availability:
Participants in the Junior Instructor Program will be assigned to generally "shadow" the Instructors during the morning session of sailing classes at MYC, Monday-Friday, 8:00 am-11:30 am. The program is held over an seven-week period beginning Friday, June 24th, 2011, and ending Friday, August 12, 2011.  Junior Instructor Program participants will be assigned to the Beginner Opti and Advanced Beginner Opti classes over the 7 week period.  No participant will be allowed to volunteer more than 20 hours per week.
Reports to:

Junior Instructors will ultimately report to the MYC Junior Sailing Program Director; however, each Junior Instructor will be assigned to assist and report to Instructors on a daily basis.

Compensation:

This is a volunteer position and no compensation will be paid.  If the Junior Instructor completes all duties in a positive and satisfactory manner, a credit will be applied against their afternoon sailing class fees.  Additionally, a personal reference will be provided to the Junior Instructor at the end of season.
Program Requirements:
The individual must be between the ages of 14 and 18 years old for this volunteer position and be an afternoon participant in the MYC Junior Sailing Program with a minimum of 2 years sailing experience.  In addition, participants must have a Connecticut Safe Boating Certificate and American Red Cross CPR certification.  It is not necessary to have these certificates at the beginning of the season, but Junior Instructors must have them by end of the season in order to receive their stipend.  American Red Cross First Aid certification is strongly recommended but not required for the program.
Orientation and Training:
There will be a mandatory orientation and training session featuring a minimum of 2 hours of on- and off-the water education and testing prior to start the Junior Instructor Program.  The mandatory orientation and training session is scheduled for Friday, June 24, 2011.

Participant Functions:

Including but not limited to assisting Instructors with the following responsibilities: 

· Assist in bringing out sailing equipment and rigging at the start of the day and assist in de-rigging and storage of sailing equipment at the conclusion of the class 

· Assist Instructors as requested in general duties, parent drop-off/pick-up, attendance, rigging/de-rigging, participating in land/water drills, and preparation for daily lesson plan.
· Assist Instructors by providing ideas as to improving program structure, drills, organization, and lessons.

· Inform Instructors of any problem or concerns.
· Help provide a safe summer sailing program to all participants.
· Be available for daily wrap-up meeting after class.
Essential Duties and Responsibilities:
Include the following:

· Assist the Instructor with teaching sailing lessons. 

· Assist with supervising children in the JYC, on club grounds and on the water. Assist Instructor with classroom materials and preparation. 

· Accompany child to first aid area and during bathroom breaks as needed.
· Supervise child during parental drop-off and pick-up, including parking lot and JYC duty. 

· Perform general daily duties and other relevant duties as assigned.

· Attend training sessions and scheduled meetings as needed.
Qualifications:

· At least 14 years of age with a minimum of two years sailing experience and an active sailor in the MYC Junior Sailing Program.
· Knowledge of the sailing, seamanship and sportsmanship.
· Commitment to the mission of the program and its goals.
· Connecticut Safe Boating Certificate and Red Cross CPR certification.
· Ability to work effectively as a team member, and independently with little supervision.
· Strong verbal communications skills.
· Enjoy working and teaching as a team member.
· Enthusiastic and enjoy working with young children (usually 6-10 years old).
· Ability to assist in the development of creative lesson plans.
· Reliable and punctual.
Physical Demands:

The JI must occasionally lift and/or move up to 50 pounds.

Meals:

Not provided.

Work Environment:

While performing the duties of this position, the Junior Instructor is regularly exposed to outside weather conditions. 

Responsibilities of a Junior Instructor

At all times, the primary responsibility of a Junior Instructor is student safety and assisting the Instructor in teaching the skills of sailing in a safe and fun way.  Junior Instructors are expected to become familiar with the program’s Emergency Action Plan (EAP) and be able to execute appropriate safety procedures in accordance with existing policies.  Under no circumstances will a Junior Instructor operate any coach boat.
Always represent yourself and the junior sailing program in a positive manner.  Junior Instructors are expected to be appropriate role models for the students.  Examples are, but not limited to:  proper attire, wearing PFD, use of proper language, wearing shoes, proper seamanship skills, display proper sportsmanship/team work, promote and display a positive attitude.  All Junior Instructors are responsible for following the guidelines of the JSA and sharing their knowledge with sailors by teaching them to do the same.  Along with the Instructors, Junior Instructors should continuously encourage ethical behavior, help enforce discipline policies and monitor conduct of the junior sailors.  Junior Instructors are to work cooperatively with the Program Director, Instructors, fellow Junior Instructors and all adult volunteers.

Junior Instructors will assist with the rigging/de-rigging and maintenance of boats and help insure that all boats are safe to use on a daily basis.  In addition, Junior Instructors will be responsible for the proper maintenance of accessory equipment such as buoys, first aid kits, anchors, ropes, teaching aids, white board, classroom items, etc.

It is expected that Junior Instructors will assist in providing appropriate supervision of the students at all times while enrolled in a class.  In certain circumstances Junior Instructors may be informed of certain medical concerns of a student in order to take care of their safety.  Junior Instructors are expected to demonstrate discretion in these situations and keep the information private.  Junior Instructors should always be aware of local weather patterns and keep in communication with the Dock office or POD while on the water (with radios provided) as needed.  Junior Instructors will help monitor the conduct of all junior sailors.

Certain documentation is necessary for legal reasons as well as MYC policy.  At the discretion of the Program Director and/or Instructor Junior Instructors may be responsible for daily attendance records, which are mandatory for the program.  Additionally, Junior Instructors may need to complete Accident and Infraction forms.  These forms must be filled out immediately and Junior Instructors must inform the Instructor and Program Director.  Maintenance and Powerboat logs are also a mandatory daily task that Junior Instructors may be required to complete.

Junior Instructors are expected to become knowledgeable of the program policies and mission statement and help the Program Director and Instructors implement and monitor them.  Junior Instructors should help promote the Junior Sailing Program whenever possible.

It is imperative that Junior Instructors arrive on time, every day.  Any anticipated absences should be reported at the beginning of the season or as soon as possible so that proper alternative arrangements may be made.  Any scheduling conflicts must be cleared with the Program Director.  In the case of any extenuating circumstances that may cause late arrivals or emergency absences, the Program Director needs to be informed as soon as the situation allows.

Other Important Information

The information listed below will be covered in more detail during the Junior Instructor Program orientation and training session.  This information is provided to give you a general idea of program policies.

Emergencies

Instructors and Junior Instructors are to report any accidents to the Program Director as soon as possible.  The Program Director (or designee) must notify the parents.  If a serious accident occurs the student should be taken to Milford Hospital and notify the student’s personal doctor.  An accident report is to be filled out completely and legibly at the first opportunity.

PLEASE NOTE:  MEDICAL ATTENTION FOR THE INJURED STUDENT SHOULD BE THE FIRST PRIORITY!  INSTRUCTORS SHOULD RADIO THE DOCKMASTER OFFICE TO REQUEST EMS IF REQUIRED.

Using a VHF Radio

The marine radio will be used responsibly.  The dock office monitors channel 68.  Keep conversations short, professional and to the point.  

1. Identify who you are calling

2. Identify yourself (MYC Instructor boat)

3. End each transmission with “OVER”, or “OUT” or “STAND BY”

a. THERE IS NO “OVER & OUT”

b. “STAND BY” means hold on for a moment

c. “OVER” means you want the other party to respond

d. “OUT” means you are finished talking and there is no need for the other party to respond

4. Use LOW POWER for local transmission

5. Do not use ANY profanity

6. Remember that other people can hear you

7. Be professional

In the event of an emergency:  Contact the DockMaster (who will follow up with the POD) and follow the Emergency Action Plan, “EAP”, as outlined in the EAP manual, a copy of which will be issued to each instructor and also maintained in the Junior Sailing Office.  Please communicate with others calmly and include the following information:  the incident, who is hurt and in what way, how the individual got hurt and possible indications of what services he or she will need, i.e., ambulance, police, fire, etc.

Coach Boats

ONLY CERTIFIED, LICENSED SAILING INSTRUCTORS ARE ALLOWED TO OPERATE JUNIOR SAILING POWERBOATS.  JUNIOR INSTRUCTORS AND SAILORS ARE ABSOLUTELY PROHIBITED FROM OPERATING THESE BOATS.

Safety Rules

1. All Instructors, Junior Instructors and junior sailors are required to wear a US Coast Guard approved Type III PFD (personal flotation device) at all times while on the dock and on the water.  This is necessary to set the proper example for our sailors and provide a safe environment for all of our instructors.

2. Appropriate footwear must be worn at all times (non-skid, rubber soled shoes or sandals). 

3. All participants will protect themselves sufficiently from prolonged exposure from the sun (sunscreen, sunglasses, hats, and water bottles are required). 

4. Participants are expected to stay in designated areas under their instructor’s supervision. Certain areas will be off limits. No participant shall leave a class without the instructor’s permission. 

5. There will be no running, pushing or shoving on the docks. Diving, jumping or swimming from the docks is prohibited. 

6. The hoist is to be used only under the supervision of an instructor. No playing near the hoists or ramps. 

7. MYC Junior members are not to board any vessel moored in the harbor other than those authorized for use in the program. Boats at mooring will not be used as racing marks. 

8. MYC Junior Instructors and junior sailors are not allowed to operate launches, safety boats or coach boats. 

9. Sailors must report all broken equipment and unusual or unsafe conditions to an instructor as soon as possible. 

10. Everything must be put away at the end of each sailing session. Sailors are responsible for putting their equipment into the appropriate storage facilities before they leave for the day. 

Accounting for Students

1. Attendance will be taken at the beginning and end of each class

2. Use the buddy system when deemed necessary

If a student is absent from a class:

1. Call the home contact number

2. Call the work contact number

3. If there is probable cause, contact the Milford Police Department

No student will be release to someone other than his/her parent or guardian without prior notice from that parent or guardian.  Students will stay with their Instructor, Junior Instructor or the POD until picked up.

No Tolerance Policy
The use of alcohol, tobacco, or illegal drugs will result in immediate expulsion from the MYC Junior Instructor Program and no stipend will be applied against afternoon sailing class fees.  Unauthorized and unsafe operation of powerboats will result in immediate disciplinary action up to and including expulsion (without stipend applied against afternoon sailing fees) from the MYC Junior Instructor Program.
