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Guidance Manual for 2017– 2018

Introduction
What is a Rotary Youth Leadership Award (RYLA)?
RYLA is an intensive programme bringing together young people to develop character and leadership skills, and equally important to learn about Rotary. The age range covered by RYLA is 12 up to 30. (see ‘Length and Timing’ below).
A RYLA can take the form of a seminar, camp or workshop of 3 to 10 days duration.
It can be organised by a Rotary District or Multidistrict. The course can be run by suitably qualified Rotarians or organised on their behalf by a specialist institution, or local authority facility.

Participants are nominated/selected by a Rotary Club; Clubs frequently cover all expenses. 
For young adults, Rotary Clubs often work with local businesses in selecting suitable candidates to participate from within their newest staff, regarding RYLA as a valuable part of their employees Personal Development Programme; an employer usually funds these places. 

Programme Structure
Organising a RYLA is a complex task that requires advanced planning and effective teamwork among all parties involved. Initially the aims should be defined and must include; age groups to be served, length and cost of the event, possible venues, and an organisational structure prepared with responsibilities of those involved clearly delineated.
Participants
Each RYLA should be planned for young people within a focused age range, which should consider physical and emotional maturity.
In the age range 12 to 18 the ability to undertake the physical and intellectual challenges varies considerably.  The amount of adult supervision and monitoring will similarly vary. It is recommended that young people at the extremes of this age range are not normally involved in the same RYLA; generally, this age range should form constituents of two separate RYLAs.
This should apply even if the participants are selected from Interact Clubs. 
Young Adults in the range 19 to 30 are usually mature and responsible enough to understand instructions and follow them. 
They will expect challenges focussed on their life and career goals (personal development goals) rather than just leadership skills.
Length and Timing
A typical RYLAs duration can range from a day to more than a week. 
When considering the optimum length of a RYLA:

a. Thought needs to be given to what the RYLA seeks to accomplish. 

b. The available time the organisers, Rotary volunteers and others associated with the event can commit.

c. The cost of the event per participant.

d. Also, the time constraints of any group of participants.
If the anticipated participants are likely to be involved in academically important milestones such as SETS or studies leading to recognised qualifications, these study periods in the school schedule must be considered when selecting the timing of a RYLA.
The likely weather at any time of year must be considered when outdoor activities are scheduled.
Young Adults in full time employment are often unable to be released during the working week, preferring a weekend RYLA.
Effective Planning
Organising Team

To ensure a successful RYLA, the District Organising Committee should consist of an enthusiastic leader and a dedicated support team all of whom have a desire to work with, motivate and encourage young people to stretch themselves mentally and physically.


The tasks requiring attention are listed:
· Selection of suitable venue(s), setting diary dates and deadlines
· Logistics and continuous programme development including rotary content
· Publicity and promotion both pre and post RYLA

· Registration and recording of attendees

· Budgeting and other finance matters including recording income and expenditure, etc.

· Selecting and briefing the supervising Rotarian attendees at the RYLA

· Assuring the well-being and welfare of attendees during RYLA

· Attending the RYLA event and participating in the team building and social activities
· DBS checks for those requiring them, need to be completed in a timely manner
Budgeting & Finance

· In most cases a RYLA should be self-financing, with the sponsoring Rotary Club or employers paying the costs and arranging for the participants to get to and from the venue.

· The District Treasurer should be asked to provide a budget to cover all the setting up costs for the event including:  venue deposit; printing of any promotional material; Costs of Rotarian and Guest travel; RYLA merchandise (certificates; flags; banners; T-shirts; caps etc.)

· The Rotary District should ensure all Rotary responsibilities associated with the RYLA are covered by the Rotary insurance. District funds should be used to cover any additional premium. 
(N.B. the Rotary insurance does not cover a participant’s personal injury, so it is essential this requirement is pointed out on their application form, preferably near where the participant or participants’ guardian sign the form). 
Logistics
To enable all activities associated with a RYLA event to be planned requires the event date(s) to be fixed a year ahead. Working back from the event date(s) scheduled, key dates need to be agreed with the organising team and actions and responsibilities allocated.

(N.B. depending on the specific Police Service involved, DBS checks can take up to 18 weeks to process).
Programme Development
As the organisers of most RYLAs will have little idea of the abilities of the individual participants, the RYLA programme should be challenging, stretching and fun!
Participant Selection
While different RYLAs aimed to cater for the various age groups, participants may have different eligibility requirements and candidates should meet some, if not all, of the following qualifications:

· Demonstrated leadership experience or potential

· Be co-operative and show a propensity to work well within group activities

· Have good communications skills

· Are generally enthusiastic and enjoy sharing new found skills with others

An example of a good RYLA Application is attached as an Appendix 1.
It is a good idea to mix young people who have an association or been exposed to Rotary such as Interactor, Rotaract, Youth Exchange Students, or someone who has been a participant in one of Rotary’s Youth Service competitions with others who know nothing of Rotary. Those with some Rotary knowledge will enhance their knowledge, whilst at the same time be able to relate their positive impressions of our organisation to others in the group.
Rotary encourages applications from socially or economically disadvantaged young people to participate in RYLA. And where adequate facilities and sufficient resources are available, applications from individuals with mental or physical disabilities should be encouraged.
Once a completed application form is received by a Rotary Club for someone under 18 years of age, it is prudent to ensure that the parent/guardian has personally signed the form. Contacting that person also gives the opportunity for them to ask any questions they may have as well as providing someone to contact if necessary during the run up to the event.

Counsellor Selection
Even if a RYLA event is using specialist facilities and qualified facilitators who are not Rotarians, it is essential to have several Rotarians attending and fully involved during the RYLA.
Selecting such individuals carefully and fully briefing them as to their roles and responsibilities will significantly enhance the experience of the participants by enabling them to develop their inherent skills and push the boundaries in a safe and challenging environment.
Counsellors should obviously have complimentary skills including some of the following:

· Enthusiasm and commitment for RYLA and what it can do for young people

· Experience of working with young people
· Able to bring leadership and motivate in stressful situations

· Knowledge of Rotary and its values
Whilst it is unlikely that any one individual will have all the attributes above, getting the team together for some training and fellowship will enable bonding.
It is most important for the Counsellors to appreciate that their role is not just (or even essential) to participate in the activities but to facilitate the group experience.
It is also essential the Counsellors make time during the RYLA for discussion together, to share observations of participants and discuss any issues/problems openly allowing their early resolution.
Course Content & Design
Rotary need to be involved fully with the course content development, even when the RYLA is using local leadership or outdoor organisations and their facilities as a venue.

RYLA should contain the following elements as the core of its focus; Leadership, Citizenship and Personal Development:

· Fundamentals of leadership

· How to positively lead within a set of Ethics

· How a leader communicates effectively

· Problem solving and conflict resolution within a group

· What is Rotary and what it does

· What is good citizenship and being part of a community

The object should be to build on the participant’s leadership potential and use them to develop the elements above using all the best reinforcing techniques including daily formal and informal group interactive feedback sessions and not rely totally on outdoor activities to provide experiential learning. 
Individual and Group Debriefing is an essential part of any RYLA. The objective of these sessions being to build on and reinforce every experience and explore the emotions generated whilst participating in an activity, especially learning to cope with the inevitable conflicts and frustrations of being a team member and achieving a successful outcome together, regarding these as a valuable part of the learning process. 
A RYLA must include time for Socialising and Networking both formally in scheduled activities and informally whilst relaxing at the end of the day.

Event Planning and Management
Whilst this manual is aimed at RYLA organisers for broad guidance, it does not claim to cover all aspects of Event Planning. The hints below should be regarded as an aide memoir. 
Timetabling
As most of the participants on a RYLA are either in training or full time education, the needs of their training or education curriculum must take precedence when fixing the RYLA course dates. An obvious requirement but one which frequently is not at the forefront of consideration.

The schedule of activities leading up to a RYLA should be laid out on a formal activity chart and should work backward from the date of the RYLA to the announcement date.  

a. Included in these activities; adequate time must be scheduled for the sponsoring Rotary Club to advertise/invite and formally select participants.
b. All volunteers and Rotarians attending the RYLA and are staying at the venue must have a valid DBS check. Any unchecked individuals must pass through this process well before the RYLA.  
c. If an outside provider is being used to facilitate the RYLA course they will have First Aid trained personnel in attendance. There are benefits to supplement such persons with suitably trained Rotarians.
d. Risk assessments are of course mandatory for all RYLA events. If an outside provider is being used they will have completed such risk assessments. This needs to be checked by the District Health and Safety Officer and their contents made known to all Rotarians and volunteers attending the RYLA, as well as the participants being suitably briefed before and during an event. 
e. With risk assessments available, Rotary insurance cover is automatically available for a RYLA event, although it is always wise to ensure Rotary’s insurers are notified of the event. Rotary insurance does not automatically cover personal injury to participants attending RYLA. A Rotary Club or District can take out additional cover for participants. If this is not done it’s imperative that the RYLA participants’ application form states this clearly in bold near to the participants and/or Parent/Guardians signature on the form with the recommendation that the participant arranges their own cover.

f. If Rotary is fully responsible for organising the RYLA, it is incumbent upon the event organisers to take all reasonable steps to ensure the safety of participants as far as possible. Many of these activities are operated through Codes of Practice, Health and Safety Executive Guidelines, Trade Association Guidelines, Government Regulations and Health and Safety Executive Guidance Notes.  Rotary’s insurance brokers Bartlett & Co, must be contacted and provided with full details of all the activities planned. They provide a comprehensive list of excluded activities for the normal Rotary Insurance which include:
	·  Abseiling
	(  Assault course

	(  Barfly jumping
	(  BMX cycling 

	(  Bungee jumping
	(  Caving 

	(  Dry slope skiing
	(  Jet-skiing

	(  Pole climbing
	(  Pony-trekking 

	(  Rock Climbing
	(  Sub-aqua diving 

	·  Zip-wiring
	


Compliance
Rotary strives to create and maintain a safe environment for all youths who participate in Rotary activities. To the best of their ability, Rotarians, Rotarian spouses and partners and any other volunteers must safeguard the children and young people they interact with when participating in Rotary organised activities and protect them from physical, sexual and emotional abuse.
A set of expectations or code of conduct for all participants, Rotarians, organisers and volunteers should be established. These should be provided to all participants and further explained and emphasised at the time of the Welcome and Introductory session at the start of a RYLA. It should also be stated that sanctions will follow any breech of these.
Obviously, the organisers must pre-plan for any breech and what course of action(s)/sanction(s) they intend to apply. If this includes isolating the perpetrator(s) from the group and subsequently sending them home, reliable contact arrangements with the sponsoring Rotary Club and family members must be available covering the full duration of the RYLA. 

Cyber Bullying is a serious, ever present risk with group activities such as RYLA. It is recommended that the RYLA application form includes the request that mobile phones and other communication devices are not taken on a course. This statement should be emphasised in bold and be placed close to the authorisation signature. It should be followed by the statement that any such devices taken to the course venue will be confiscated and stored in a safe and secure place, being returned to the owner for use to contact close relatives during the free time in the evening, or in an emergency. After use, they will be returned to safe storage. 
Using such phrases on the application form ensures everyone is fully aware of the requirement and rules. Being adjacent to the authorising signature gives authority for such action by the organisers.
A recommended kit list should be provided for each participant, emphasising if appropriate, all protective clothing and safety equipment necessary for the planned activities will be provided at the venue. A sample list is attached as Appendix 2.
Similarly, the point needs to be made that it is not essential to provide new clothing, just that what is brought is comfortable and fits well, as it could become wet and soiled during use.
A participants’ footwear, however, needs to be strong and fit well to ensure comfort whilst undertaking strenuous physical activities.

The Rotary Club should be informed about the need to ensure the participant is transported to the venue in a timely fashion. If Rotarians are using their own vehicle and the RYLA participant is under 18 years of age, they must ensure the driver is always accompanied by another adult throughout the journey.
Collecting Feedback

Feedback is an essential part of any RYLA.

Feedback evaluation forms should be provided, at least at the end of the final event, to capture the fresh views of the participants (some of the participants, due to the lack of experience of such forms, may need help in completing the form]. Feedback can of course be gathered more frequently if thought appropriate.

Evaluation Forms should seek input on:

a. Quality of activities (listed)

b. Value of presentations

c. 
Favourite/least favourite element of the programme

d. Group activities, difficulties and value

e. Venue and accommodation

f. 
Counsellors/ Presenters abilities and skills

g. 
Application and selection process covering adequacy of the information provided and time received before the event
h. 
Any additional constructive comments and remarks
Reporting
Capturing lessons learnt after a successful RYLA is essential for future progress and continuity. Getting together with the RYLA organising team as soon as possible needs determination and is best achieve as a get together to reminisce rather than a formal structured meeting. Frequently an hour after all the participants have departed works best, everything is fresh and uncluttered by selective memories.
Reviewing participants’ feedback, both formal via their forms and informal via discussion at departure, can be used to brainstorm about improvements and changes to future programmes.
It is also wise to fix the first planning meeting date for the next RYLA before closing the discussion. If as frequently happens, a ‘star’ is discovered within the participants, this individual can be co-opted into the future planning group of RYLA, participating, probably by email, fostering interaction and contributing towards the success of the next RYLA. 
There may be some of the current organising team who, because of other commitments, are unlikely to be able to devote their time and resources at the next event. This is the time for the organiser to seek to keep them involved, their fresh experience is invaluable during the planning stages for the next RYLA. Keep them on the circulation list of meeting notes and encourage comments and advice.  
RYLA Attendees - Keeping in Touch
a. Frequently the only mechanism for RYLA attendees to revisit their sponsor Rotary Club is for them to be invited to give a brief feedback talk post RYLA to Members at a regular club meeting.
Rotary Clubs should be reminded that a Rylarian is an Alumni of their Rotary Club and the club should actively keep in touch with them. They could invite them to participate in Club Community Projects and other activities especially fund raising events such as street collections, Santa’s sleigh, etc. We are talking about the planting of seeds for future Rotarians.
If the sponsored RYLA participant is still attending full time education, encourage the educational establishment to give them the opportunity to speak to a suitable gathering (assembly) about their experiences and the benefits of attending a RYLA.
This publicises RYLA to a group of future applicants but also exposes Rotary to a new audience.
b. The cohort of participants attending a RYLA should be encouraged to form a ‘group’ on Facebook or other social media platforms of their choice, building on the friendships and companionship made.
With the input from the District Communications Officer, a link can be established with this group, and via the District media presence, informing the cohort of events in the District. This again reinforces the Rotary link.

Publicity
Sharing success with RYLA is essential to gain Rotary Club participation in the future. Use all possible means to publicise RYLA both within and outside Rotary, using photographs as well as stories. Encourage sponsoring clubs to do the same within their communities.
Post the material on the district and club websites and on social media.
Share your stories of RYLA via the Rotary International discussion forums for RYLA.  
Appendix 1
Application Form
Rotary District XXXX

Date of event

Entries close (cut-off date)
TO BE COMPLETED IN FULL BY THE CANDIDATE OR PARENT - GUARDIAN IN CONJUNCTION WITH THE REPRESENTATIVE OF THE SPONSORING ROTARY CLUB AND RETURNED TO THE

DISTRICT RYLA CO-ORDINATOR

There are four sections to be completed; Student Details, Previous Activity, Health and details of the Sponsoring Rotary Club. On each section please tick the boxes below and then insert signatures of the student aged over 18 years or Parent or Guardian and the representative of the Sponsoring Rotary Club.
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Details of the student
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Previous Activity





Health (includes an extra section for asthma suffers)





Dietary Requirements (if any)





Sponsoring Club Details

Signature of Parent/Guardian or student over 18 Years old: 
____________________________  
Print Name:






​​​​____________________________
Date:






____________________________

The Data Protection Act requires us to inform the person signing this document that they are giving approval for the personal information on this Application Form to be retained ‘on file’ by Rotary. As an Alumni of Rotary, we like to maintain contact with the individuals who participate in our Youth Programmes, the retained information will only be used for this purpose.
Signature of Sponsoring Rotary Club Representative:

____________________________
Print Name:






____________________________
Date:






____________________________
Section 1
INDIVIDUAL APPLICATION FORM
Please return all pages

Course Date: …………………….
PLEASE COMPLETE IN BLOCK CAPITALS

Candidate from the Rotary Club of  ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​...............................................................
Surname: ……………………….. 
Given Name(s): .......................................……………………………
Date of Birth: ....................

Age: ……....      
Male/Female (required for dormitory allocation)

Home address: .............................................................................................................................................
Post Code: .........…..........……...…..

Daytime Telephone No: ..............………………….
Evening Telephone No: .......……..........…......……

Mobile Telephone No: ………………………….......
E-mail: ...........................….......…………………….
Name and Contact address of Next of Kin/Guardian and telephone number(s): 

...................................................................................………………….........................................................
Post Code......................................

Telephone Number(s)..................................………..……….....

Contact address and name of Next of Kin/Guardian and 24 hour telephone number(s) during the course, if different from above:
...................................................................................…………………...........................

Post Code: .......................................
Telephone Number(s): ..................................………..……….....

Section 2 
Previous experience of the activity(ies): 


None / One or two days only / fairly experienced / regular participation (delete as required)
If canoeing/kayaking - Have you been on moving water?



Yes / No
Can you swim 50 metres?






Yes / No
If climbing do you lead rock climbs?





Yes / No
(Leading rock climbs means going up first without the security of a rope)

Can you ride a bicycle?
Yes / No

Previous Activity course attended at an Outdoor Centre

Type of course



Dates



Activity
............................................
    

..................

    
....................................
...................................……..    
 
        
...................

       
....................................
............................................
    
 
...................

      
....................................
Section 3
Health
Details of any medical condition or recent illness, which might affect your physical performance (e.g. asthma, epilepsy, diabetes):

....................................................................................................................................................................................
(If asthmatic please see additional medical form attached)

Details of any medicines or tablets being taken:

..............................................................................................................................………………………………………
Name and address of family Doctor (for emergency purposes only): ..……..............................................................
..........................................................................................................…………………………………………………….
Telephone Number of family Doctor: ...........................................................................
Please complete the following Dietary sections: Please tick as appropriate
No Special dietary needs


Vegetarian
  
Eggs
   
Dairy Produce

Vegan



Gluten Free

Allergies (in particularly nut allergies)  

Other special medical or dietary needs - please give details (continue on an addition sheet if necessary): ………………………………………………………………….

..............……………………………………..................................................................................................................................
IMPORTANT:
Applicants will be encouraged to take responsibility for themselves as soon as they have gained enough skill, experience and judgement.
1.
I have read the notes for course members and their parents/guardians and understand the nature of the course. I agree to abide by any safety requirements (and, for under 18’s, consent to my child taking part).

2.
I understand that in the event of accident, loss or damage, the organisers will only accept liability where the accident, loss or damage is caused by the negligence of their employees, agents or subcontractors.
3.
I understand that insurance against cancellation, personal injury, loss or damage which is not caused by negligence on the organisers or its employees or Rotary International Great Britain & Ireland is my responsibility.  

4.
I understand that every effort will be made to obtain my/parental consent for any necessary medical treatment (e.g. inoculations, blood transfusions, surgery, or the use of anaesthetics) but that in an emergency prompt action may be required.  I therefore authorise the Course Director or his representative to consent to any medical treatment which a medical practitioner deems necessary. 

5.
I understand that it may not be possible with mixed groups for members of staff of each sex to be present always during the activities evenings and overnight. 

6.
I have an/no* objection to my son/daughter (or Child under my guardianship) having their photograph taken and used to publicise the activities of the RYLA course.  

7.
I understand the need to provide personal accident and personal effects insurance as Rotary do not provide such insurance.
8.
Attendees are asked, for preference, not to bring mobile phones or other communications equipment to the RYLA course. If attendees choose to ignore this request, all mobile phones or other communication devices will be collected and stored for safe keeping prior to going out on the first activity, they will be made available on request in an emergency or during the evening after all formal activities are concluded to enable the owner to contact close relatives. The equipment should be returned for safe keeping after use.  
Signed by Applicant if aged over 18 years old  

..................................................    Date..........................

Signed by Parent/Guardian if Applicant is under 18 years old 

.…………………………………..    Date…………………

*Delete as appropriate
Section 4

ASTHMATICS’ QUESTIONNAIRE AND DECLARATION
TO BE COMPLETED BY ALL CANDIDATES WHO SUFFER, 

OR HAVE SUFFERED FROM ASTHMA

SURNAME: ..................................…………………
GIVEN NAME(S): ....................………....................................
*Delete as appropriate
Questionnaire 
I confirm that I *suffer/have suffered from asthma and wish to declare the following information:
a.
When was your last attack? .......................…........…………………………………………….
b.
What preventative medication/inhalers do you use?  

(include strength and frequency dose) ..................................................................................
c. What reliever medication/inhaler do you use? (include strength of dose):


....................................................................................................................................
d. Indicate frequency of use during normal daily activities, e.g. once a day, once a week, etc:

................................................................................................................................................
e.
Indicate frequency of use during routine exercise


...............................................................................................................................................

f.
Have you ever required hospital admission for your asthma? *YES/NO.  

If YES give details when........................................................................................................
g. Have you sought advice from your doctor or asthma nurse prior to completing this health form?  If YES, what did your doctor or asthma nurse advice? .........…………….............…………………..........................
h.
Any additional comments ........................................................………………………………..
Declaration 
I fully understand that participating in outdoor activities is strenuous, which may be undertaken in extremely cold and, at times, in a “freezing fog” type atmosphere.  Additionally, I can confirm I have been advised that, if I am unsure about my fitness to take part in strenuous outdoor activity I should consult my doctor or asthma nurse before signing this certificate and declaration.  Should my asthmatic condition change, requiring any amendment to the above questionnaire, before arriving at the course, I undertake to advise the course coordinator, or if the change occurs during my stay at the RYLA Centre.  

Signed: .................................................................

Date: .....................................................................
Countersigned: ..................................……………
Date: ……………………………..…………………...
(Person having parental responsibility for a young person under 18 years of age)

Details of Sponsoring Rotary Club

Rotary Club of.................................................................................
Name of Club Contact: ...................................................................

Address: ............................................................................................................................................
Postcode: …………………
Daytime (if applicable): ..........................................

Home: ....................................................................
Mobile (if applicable): ............................................
Fax (if applicable): ................................................
Email: ...................................................................
Contact name, address and telephone number(s) during the course, if different from above:
...................................................................................…………………...........................

Post Code: ......................................

Telephone Number(s): ..................................………..……….....

Please Return forms ASAP to: 
Address: (Organisers address)
Telephone: (number of organiser) 

Appendix 2
SUGGESTED KIT LIST
This is by no means an exhaustive kit list but the following should help you decide what is required.

The weekend will require casual dress and activity clothing. (Designer gear is NOT necessary!!!)
The majority of activities will be such things as rock climbing, abseiling, potholing and water-based activities. Ideal clothing for activities is jogging pants, tee shirts and sweatshirts and trainer shoes.  Spares are essential as the likelihood of becoming wet is very high. The Centre will provide some protective clothing, such as wetsuits and caving suits, for certain activities and will also provide waterproofs, boots, and rucksack if necessary.
Other items of kit are largely common sense:

· Personal hygiene items

· Spare underwear

· Activity kit, including swimwear

· At least two pairs of trainers (one pair may get wet!!!)

· Towels

· Waterproofs (can be provided)

· Warm outdoor jacket

· Warm jumpers /sweater / fleece

· Stout walking boots if you have them (can be provided)

· Wellingtons if you have them (can be provided)

· Socks plus spares /extras

· Beanie hat or similar!

· Gloves

· Small personal first aid kit

· Torch (with batteries!!)

· Hair dryer

· Notepad & pen

· Sun protection cream

There is a safe in the staff room where valuables may be locked away. However, if you bring valuables, neither Rotary nor the centre can be held responsible for any loss or damage.

If you bring a mobile phone or other expensive electronic items they will be confiscated and locked away.  Rings, chains and studs (apart from earrings) are unsuitable for most activities and you will be asked to remove them.

You may wish to bring high calorie foods such as Mars/energy bars.  These are not to be a substitute for eating meals.  It is essential that you eat all the meals provided because of the calorie burning activities that you will be undertaking.

For those on any type of medication please have sufficient quantities for the duration of the course, and have them clearly labelled with your name and dosage.  Please inform directing staff upon your arrival. 

Please have a go at ALL the activities and, most of all, ENJOY YOURSELF & HAVE FUN!










