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1.
Introduction


London Area enjoys a high standard of adult and cadet training, offered at various venues in and around the Area. This Standing Order is designed to ensure that for all Area training events there is a clear order to cover staff duties, conduct and routine, health & safety and transport.
It is a reference manual that should be read by all personnel either running or attending an Area organised training event.
Where individual training events require orders specific to the event or venue, these will be promulgated as event specific orders, following the guidelines laid down in this document.
This document is also available to view on line at:
 http://londonarea.ms-sc.org/Area-Admin/London-Area-Standing-Orders
The contents of this Training Standing Order are intended to supplement and complement Sea Cadet Regulations, Sea Cadet Training Instructions and any other official publication produced by the MOD / Sea Cadet HQ / London Area Office / Training Establishments, whose memos and publications will always take precedence. 

They are to be read and retained by all Officers, Senior Rates and Civilian Instructors and Heads of Departments who are attending London (L) Area Training Events.

1.0
STAFF DUTIES
1.1
Area Training Officer - The Area Training Officer (ATO) is responsible for the management of all Area training and assumes the role of OiC during the actual training events. He is the London area representative at National training meetings. 
He is accountable to the London Area Officer (AO) for the conduct of London Area training and has functional responsibility to the Director of Training (DoT) through Deputy DoT, for the London input into national training policy and implementation, and for dissemination of national training policy to London Area SCC Staff. 

For the management, organisation and implementation of Area training, the ATO has full authority over all staff & cadets (SCC) on all training matters and his/her decision on any subject shall be final following confirmation with his/her superiors. The ATO has line management responsibility for all Area Staff Officers (ASOs) in respect of their responsibility for SCC staff and cadet training. The ATO is also responsible for planning, managing and reporting the Area training budget, conducting an annual training meeting and attending District Commanding Officers meetings when required. The ATO will publish annually a ‘London Area Training Programme’.

1.2
Deputy Area Training Officer – (when appointed) Deputy Area Training Officer (DATO) is responsible to the ATO in all matters concerning training and may in the absence of the ATO be delegated some or all of the ATO’s responsibilities and authority.  He/she will act as XO of Area training events. 

Specific tasks which may be delegated to the DATO include:- 

a. Receiving all L2/T25/24’s and producing and promulgating an attendance register.
b. Overseeing the running of training. 
c. Producing, updating and promulgating the daily routine, briefing the TSO, OOD, and Accommodation Officer as required.
d. Managing the financial aspects of the event, including all pay/travel claims and training fees and producing accounts for submission to Area Office.
e. Producing a ‘wash up’ of each event and implementing improvements which may be required.
f. Attending Area and National meetings when required.
g. Investigating and reporting accidents, incidents and welfare issues.
h. Updating Westminster.  
1.3
Officer of the Day - At every Area training event an Officer of the Day (OOD) will be appointed with responsibility (to the OIC through the XO if applicable) for:-

a. Ensuring that everyone is briefed on Emergency and Evacuation Procedures and that all Health & Safety (H&S) requirements are complied with.
b. Ensuring that all accidents or incidents that take place are dealt with appropriately and are reported through the chain of command who will take action to conduct any necessary investigations and reports. 
c. The correct running of the daily routine.
d. In the absence of the DATO, liaising with the other Heads of Department (HOD’s). 
e. Ensuring discipline is maintained, taking defaulters as required and bringing serious cases before the DATO or the ATO.
f. Ensuring the welfare of cadets and staff, and taking action to safeguard cadets as required.
g. Supervising the different sections within the event. 

h. Holding a plan of the day meeting at least once a day.
i. Ensuring the day to day cleaning of the accommodation and training areas takes place.
j. Undertaking rounds during the events.
k. Ensuring cadets and staff are dressed in accordance with uniform regulations and in the rig as detailed in the Joining Instructions and event orders by the ATO or DATO. 

l. Acting as the Security and Fire Officer and ensuring fire and security rounds are completed as part of the routine daily inspections.
1.4
Accommodation Officer – At Area training events the Accommodation Officer (AccO) is responsible to the OOD for:-

a. Taking control (following handover) of the accommodation blocks.
b. Ensuring compliance with all H&S requirements within the Accommodation facilities.
c. Ensuring all personnel accommodated in the facilities are briefed and fully aware of the Emergency and Evacuation Plans within the accommodation.
d. Ensuring that Fire and Security Rounds are completed in the accommodation in accordance with the Establishment and event requirements.
e. Ensuring all Accidents and Incidents that occur in the accommodation are dealt with appropriately and reported to the Officer of the Day without delay.
f. Ensuring that all fixtures and fittings are in working order and note down any broken fittings.
g. Producing a full duty rota for all accommodation staff and ensuring that all staff have a copy.
h. Ensuring that staff members are suitable for the duties they are appointed to complete, monitoring their performance and advising the DATO of any concerns.
i. Ensuring that all staff and cadets have a bed.
j. Ensuring that all cadets are booked in and out of the accommodation block.
k. Reporting to the OOD at the start and end of each day and identifying any problems.

l. Ensuring that the accommodation is clean at all times.
m. Ensuring that all cadets are in the correct rig of the day within the accommodation.
n. Ensuring the accommodation staff are fully briefed prior to their duty starting, particularly regarding emergency routines and contact numbers both in and out of hours.
1.5 
Area Staff Officers - The ASO for the specialisation discipline that is being conducted at Area training events is responsible to the ATO for the technical aspects of the training, including provision of specialist equipment, training staff, examination sheets and course reports. The ASO is responsible for producing and submitting risk assessments for all specialist training to the ATO with a copy of the T17 when applying for a training event.
2.0
GENERAL STANDING ORDERS 

TO ENABLE THE TRAINING ROUTINE TO RUN EFFICIENTLY THE FOLLOWING STANDING ORDERS MUST BE OBSERVED BY ALL PERSONNEL ENGAGED ON AREA ORGANISED TRAINING EVENTS:-- 

2.1
Marks of Respect – Cadets & Senior Rates are to salute all officers who are in uniform. The senior rating shall call the ships company to attention when an officer approaches the vicinity of a group of cadets not under formal instruction. Cadets are to stand to attention when being addressed by an officer or senior rate. At all times during official parades cadets are to address each other by their rate. Officers shall be called Sir / Ma'am and Senior Rates shall be addressed by their correct title e.g. Petty Officer, Chief Petty Officer, Colour Sergeant, Sergeant  etc. Staff shall use cadet’s rate and last names at all times.

2.2
Dress - All SCC personnel who are engaged in the training or who are carrying out any duty in conjunction with the training, (including team HOD/Instructor etc), must be in the rig specified by the HOD.
2.3
Discipline - The Codes of Conduct
 
, SCRs
 and appendices are to be followed at all times. 
2.4 National Policy statements – National policy statements on the following issues are included in SCRs3 and are to be followed during all training events. All staff should familiarise themselves with these policies: 

a. Smoking, alcohol and drugs – Smoking and the use of alcohol or non prescribed drugs by cadets is forbidden at all times when involved in Sea Cadet Corps activities. For adults the SCC policy on smoking and use of alcohol and drugs is clearly laid down in Chapter 8 of SCRs  and requires all adults to abide by the law, to set an appropriate example to the young persons in their care, to uphold the image of the SCC in the public eye and to be fit and able to carry out any duty which they might reasonably be expected to do whilst engaged in training activities, both on and off duty.  
b. Mobile phones – This policy is laid down in Annex A to Chapter 8 of SCRs.

c. E mail & the internet - This policy is laid down in Annex B of SCRs.
d. Photography & videoing - This policy is laid down in Annex C to Chapter 8 of SCRs. 

2.5
Bullying – Any national guidance on Bullying applies to all Area Training Activities and is issued as a guide separate to SCRs. All staff should be familiar with this guidance.
2.6
Training routine - On no account is the routine promulgated in the Training Event Orders (see below) to be altered without the permission of the HOD of that specialisation, the DATO or the ATO. Only the ATO has the authority to override the routine or training programme when required.

2.7
Conduct in Training Establishment Messes
 - Conduct must be exemplary at all times.  Staff members and their guests must comply with the rules of their respective messes and ensure that their behaviour reflects upon the Corps in a positive light at all times and in every respect. Any staff member who fails to comply with this requirement may be subject to disciplinary procedures Which may result in exclusion from future training events.
2.8
Dress in Training Establishment Messes

The standard of dress in the mess is to comply with the general standards set throughout the Corps and should demonstrate good judgment, commonsense and should be acceptable to fellow users of the mess. Generally dress should not cause offence and should be appropriate for the occasion. 

a. The following guidelines are to be used in setting the standard in the mess and are the minimum for all public rooms:

(1) Acceptable Civilian Clothing. 

Trousers, skirts, collar attached shirts, knitted/tailored tops (both short and long sleeve) when worn with a collar attached shirt, polo shirts, trainers and shoes (with socks). (No Sports Shoes). 

Collar attached Rugby and Football shirts may be worn but only if clean and presentable and not used in a sporting environment. 
2) Unacceptable Civilian Clothing. 

Jeans, Sports rig of any description, with the exception of PTI’s working uniform, including tracksuits and jogging bottoms, ‘T’ Shirts, slippers, flip-flops or un-strapped sandals. 

The Dress standard for all mess functions will be promulgated in advance.

3) Mobile ‘Phone Use.

Mobile ‘phones should be switched to silent. Taking calls or texting in the mess is unacceptable.

2.9
Valuables
Cadets and Staff may leave valuables with the Accommodation Officer or OOD for safekeeping. The Area does not accept responsibility for loss or damage to personal gear which is not handed in. It is recommended that valuable items of personal equipment are not brought to the event but if needs must, then the owners are recommended to arrange private insurance to cover these articles. 

3.0
HEALTH, SAFETY & WELFARE
3.1
Training Event Orders will be produced for all Area training events, although the scope and content will be tailored to the level and type of activities being conducted, the location, the number of staff and cadets present etc.  The significant constituent parts of the TEOs are as follows and the level of content will be reduced to the essential aspects by avoiding repetition of standard documents which are promulgated elsewhere (access through the use of links). 
Training objectives

Pre-requisites for the event

Equipment and facility requirements
Training staff roles and responsibilities
Safety precautions and risk mitigation measures

Event administration details

Event programme

Emergency arrangements and actions
Post event analysis and reporting 
3.2
Risk Assessments will be completed and made widely available for all training events and the individual activities taking place within those events. These assessments will clearly identify all known Hazards and the Risks associated with them and also detail all of the controls required to remove the risk from the hazards as far as reasonably practicable. The Risk Assessments will be available for all candidates and training staff to reference at each individual Training Event, the control measures will be included in the TEOs, and where necessary briefed to all staff in the joining routine.

The types of Risk Assessments that must be completed include: 
a. travel to and from the event
b. fire and emergency

c. security
d. accommodation
e. individual activities
f. establishment hazards and risks
g. safeguarding
3.3
Emergency arrangements and emergency actions will be established for each Training Event and Individual Training Establishment. The Emergency Arrangements Plan will include the following:

a. establishment requirements for Fire and Evacuation Procedures.
b. emergency actions to be taken in event of a casualty
c. emergency contact numbers for Hospitals, Emergency Services and Senior Command Personnel.
d. travel and contact details to the nearest Accident and Emergency Unit, including a detailed route of the journey.

e. actions to be taken in event of a safeguarding incident
3.4
Reporting and investigation of accidents and incidents will be carried out in accordance with SCC requirements defined in SCR and its appendices (particularly App 5
 the Safety and Environmental manual and App 8
 managing allegations, complaints and investigations). TEOs must define the responsibilities for the reporting and investigation of accidents and incidents during the specific event.  This section of the TEOs should, in conjunction with the emergency arrangements and actions detail:

a. how to report an Accident/Incident and to whom
b. the immediate action to be taken

c. the reporting mechanism
d. who should be informed

e. who should initiate the investigation process

f. mechanism for reviewing the lessons learned and amending the TEOs accordingly.
4.0
TRANSPORT 

4.1 Transport general orders are as specified in App 15 to SCRs
 which must be read by all those who control or drive transport used during SCC training activities.

4.2
Approval of drivers - only drivers approved by the OOD, XO or OiC of a training event or by their own CO/OiC may drive vehicles being used in conjunction with SCC training activities. Before approval drivers must provide evidence that they hold a licence appropriate to the duties being carried out. Particular attention is required to the rules for driving minibuses and for towing trailers. For MoD/Whitefleet vehicles other than class B a FMT 600 permit may be required.
4.3
Driver’s responsibilities - the Unit transport log book should be completed for all journeys undertaken in that vehicle, the driver must carry out the required checks of the vehicle before use and all defects must be recorded and reported. Drivers are reminded that in law they are responsible for the vehicle in all respects whilst it is in their charge. 
4.4
Safety - Vehicle drivers are responsible for the safety of cadets within the vehicle, ensuring that safety belts are worn, that vehicle limitations are not exceeded, that exit routes from the vehicle are not blocked and that cadets behave appropriately at all times. Except in an emergency there must always be at least 2 adults in a vehicle with cadets.
4.5
Accidents - Should the vehicle be involved in an accident the first priority is to ensure the safety of cadets and staff, followed by other personnel involved in the accident. A report of the accident is to be made by the fastest possible means to the OiC of the training event as soon as is practicable. DO NOT ADMIT LIABILITY but take necessary details including names and addresses of any witnesses. 
5.0
TRAINING STRUCTURE
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� � HYPERLINK "http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 13 - Code of Conduct - CADETS - 2008 Edition.pdf" ��http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 13 - Code of Conduct - CADETS - 2008 Edition.pdf�


� � HYPERLINK "http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 12 - Code of Conduct - SCC Adults - 2008 Edition.pdf" ��http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 12 - Code of Conduct - SCC Adults - 2008 Edition.pdf� 


� � HYPERLINK "http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/SCRs/Sea Cadet Regulations - 2008 Edition.pdf" ��http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/SCRs/Sea Cadet Regulations - 2008 Edition.pdf�


4 � HYPERLINK "http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/Guides and Manuals/Customs and Etiquette - 2001 Edition.pdf" ��http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/Guides and Manuals/Customs and Etiquette - 2001 Edition.pdf�


� � HYPERLINK "http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 5 - Safety and Environmental Manual - 2008 Edition.pdf" ��http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 5 - Safety and Environmental Manual - 2008 Edition.pdf�


� � HYPERLINK "http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 8 - Managing allegations, complaints and investigations - 2007 Edition.pdf" ��http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 8 - Managing allegations, complaints and investigations - 2007 Edition.pdf�


� � HYPERLINK "http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 15 - Road Transport Regulations.pdf" ��http://www.sccheadquarters.com/UserData/root/Files/Publications-Regulations/ASCRs/ASCR 15 - Road Transport Regulations.pdf�
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