Camping guests
Welcome to Aztec-Upton Warren.
Please ensure that you take a few
moments to read through the
Welcome Brief pack to familiarise
yourselves with the Centre.
We hope that you enjoy your visit to
us.
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Welcome Briefing
Generic
Welcome to Aztec-Upton Warren, we hope that your visit to us is fun, enjoyable
and safe. Please find included in this pack important and useful information which
you need to be aware of for you stay with us.
➢ Fire Procedure – raise the alarm by going to the muster point on your campsite
and using the hand fire bell. Those hearing the fire bell should also go to the
muster point on the campsite.
➢ Group leaders should account for all of their group members.
➢ Deal with the fire if you are competent, trained and it is safe to do so.
(Do not deploy a powder fire extinguisher from within a chalet).
➢ If necessary call the fire service on 999 or 112 (make sure that there
is someone at the gate to let the fire service in and guide them to the
incident, remember the gate key is part of your camping pack).
➢ Call the centre’s Duty Officer on the emergency number (01527
861426).
All incidents must be reported to the centre’s staff as soon as possible.
➢ Driving on site - Driving onto the campsites is not permitted. You may drive to
the entrance of the campsites to drop off your belongings, once your belongings
have been unloaded please return your vehicle to the car park.
➢ Toilets and showers – the brick building has toilets and showers which are
signed male/female and over/under 18. There is also a disabled toilet facility.
➢ Smoking – the centre is a no smoking site.
➢ Care of the centre – please look after the centre buildings and equipment so
that it is in good condition for others to use after you. While we feel privileged
to operate in such a stunning area, we are only too aware of the impact that we
as a business make on the environment and so have made a conscious decision
to operate responsibly and take the best care we can of our surroundings. We
hope that our guests will embrace the stance we have taken, enjoy the
environmental displays and information we have at the centre and maybe think
about what they can do to help make a difference.

➢ Visitor Conduct – please be aware that the centre is used by many different
groups at a time. Please allow other users to enjoy their visit by conducting
yourself in a way which is considerate to others.
➢ Personal equipment – all of the centres portable appliances are tested
regularly to ensure there are no electrical malfunctions. Please ensure that any
electrical equipment that you bring onto our site is fit for purpose and will not
provide a hazard for the centre or its users.
➢ Out of bounds – the pontoons, climbing/poles course and the lake are out of
bounds unless you are taking part in a session which is being conducted by an
approved instructor.
➢ Others on site – please be aware that the majority of the site is open to the public,
although they are not permitted to go as far as the campsites.
➢ Security – as there are often many people on site, please ensure your belongings
are kept in a safe place. Either use the room which has been allocated to you, or
the lockers which are available in the changing room foyer. The centre will not
be held responsible for any loss/damage of items.
➢ Session times – if you are taking part in activity sessions with the centre staff,
they will meet you and arrange the timing. Typically sessions run from
9.30am-12.30pm and 1.30pm-4.30pm.
➢ End of stay – please ensure that you have remembered to take all of your
belongings with you. Please ensure that your group vacate your allocated
room(s) at the end of your agreed booking time, failure to do so may result in
extra costs being applied to your booking.

Camping / Chalet Groups
Setting out the Campsite
Due to Fire Regulations the campsite should be set out as directed below:
• No tents should be pitched within 12 meters of the muster point.
• Tents should not be pitched within 6 meters of each other.
• On the New Campsite, (the one opposite the centre), tents should not be
pitched within 12 meters of the bonfire site.
• On the Old Campsite, (the one with the chalets), if the fire pit is being used, it
should not be used within 12 meters of the tents, or the muster point.
• Rubbish – a wheely bin will be provided on your campsite, please make sure
that all of your rubbish is disposed of in the bin provided.
• Toilets – if your group number is 40 or more we will provide a portaloo on your
site. Otherwise the nearest toilet is the brick building toilet/shower block.
• Water supply –
-New Campsite: the tap is beside the entrance to the camping field
-see attached map.
-Old Campsite: the tap is beside the face board beside the surf shack
-see attached map.
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Information for Group Leaders
The overall responsibility for the wellbeing of the group remains that of the
visiting group’s leader for the whole of their visit to Aztec Upton Warren.
1. Arrival at the centre
• If your expected time of arrival at the centre is going to vary by more than
one hour from the time previously advised, please contact the centre so
that our staff can be advised accordingly.
• Upon arrival please report to Reception to collect your camping pack and
keys, unless prior arrangement has been made to collect these. Tents
should not be pitched or chalet keys picked up before 4.00pm.
• It is the responsibility of the group leaders to supervise the loading and
unloading of luggage belonging to their group. Driving onto the campsites
is not permitted. You may drive to the entrance of the campsites to drop
off your belongings, once your belongings have been unloaded please
return your vehicle to the car park.
2. Considerate use of the centre
• Quiet in the campsite/chalets must normally be observed after 10.00pm.
After that time, voices and music should be moderated accordingly.
• Groups returning after 10.00pm must enter the centre quietly.
• Smoking is not allowed.
• Anybody drinking excessively, taking recreational drugs, showing any
sign of drunken behaviour, or use of drugs will not be tolerated and may
be asked to leave the site.
• Any member of the group who acts inappropriately may be asked to
return home. It is the group leader’s responsibility to make any
necessary arrangements.
• The main buildings will be open from 9.00am, although groups will have
access to showers and toilets at all times, apart from when they are being
cleaned, usually 5:30am-6:45am.

•
•

Please ensure that members of your group keep away from the water and
activity stations unless they are supervised by instructors. They should
not throw stones into the water.
We are sure that everyone will understand the need for our groups to be
thoughtful and considerate; this way a smoothly run, trouble free visit
can be assured.

3. Facilities
Aztec-Upton Warren provides the following facilities:
Toilet and washing facilities
The main toilet and shower facilities are located in the brick building by the
centre, your keys will give you access to this area. The facilities are split into
male/female under 18 and over 18, please ensure your group use the
appropriate one. During the day this area will be shared with other activity
groups.
Camping rubbish
You are expected to dispose of your rubbish reasonably. A wheelie bin is
provided on the camp site for this purpose. This will go to landfill – groups
wishing to recycle can also be provided with a green bin on request.
Evening activities
With prior notice, activity staff can be made available to run evening activity
session. No activity may take place on the water or on centre equipment
without the direct supervision of approved staff.
Off site
Adjacent to the centre is a 24-hour garage. We recommend that all school
and youth groups are accompanied if visiting the garage. The nearest
town is Bromsgrove, which is a ten minute drive away. Worcester City is also
within a short distance drive.

Damage to facilities – please report any damage to equipment to a
member of staff in order for it to be repaired promptly. Your group will
be invoiced for the cost of damage caused by wilful practice or
negligence.
4. Departure
• Please ensure that your camp area is left clean and tidy, keys & camping
pack should be returned to a member of centre staff, or if non available a
prior arrangement made. The campsite and chalets should be vacated by
10:00am.
5. First Aid Kit
• First Aid kits will only be available while the centre is conducting sessions.
IT IS THE DUTY OF THE PARTY LEADER TO ENSURE THAT YOUR GROUP
TRAVELS WITH AN APPROPRIATE FIRST AID KIT.
6. Emergency procedures (including fire procedure)
• The fire procedure outlined on the welcome briefing should be explained
to your group members. If you suspect fire or the centre fire alarms go
off please call 999 and inform the nominated centre rep (see emergency
contact sheet) who will come and deal with the fire alarms.
7. Group management
Individuals’ safety
• Centre staff take responsibility for groups during activity sessions. It is
the responsibility of group leaders to check and supervise group
members at all other times. It would be advisable to produce your own
risk assessment etc for this.
Throughout the night
• A member of centre staff will remain on call for the group leader by
mobile phone. All staff are trained in first aid and the implementation of
centre emergency procedures, which include raising the alarm and
contacting the local police if necessary.

Boundaries
• The boundaries of the centre are clearly visible and are defined by fences,
hedges and trees, please don’t cross them other than through the gates
provided.
Visitors
• Aztec-Upton Warren must be given prior notice of any expected site
visitors such as parents, relatives etc.
8. Other centre users
• Night fishing – Camping groups should be aware that we have a night
fishing club and anglers may be present on the lake side during the night.
• Birdwatchers – Birdwatchers may be seen walking through the centre to
access nature reserve.
9. Illness and accident procedure
• All accidents, injuries and illnesses must be reported to our staff. An adult
member of your group must supervise any unwell group members under
the age of 18.
• Accompanying staff are responsible for the pastoral care of the group at all
times. In an emergency they may be required to drive individuals to
hospital and supervise emergency procedures for the group.
10.

Quality assurance
• We always try our best to ensure that visiting groups are entirely happy
with all aspects of their visit. It is, however, sometimes difficult to judge
the exact needs of each individual group. Please help us by giving us any
feedback that may be useful.

11.

If you have a problem
• If you have a problem during your visit you must inform a member of
centre staff. If the problem is not resolved satisfactorily, you should
consult the Duty Officer.
• It is very important that you follow this procedure and enable us to act
whilst you are still at the centre.

General guidelines for preparing for activities
• Medical and any special needs information should be provided for each
participant taking part in activities. If the condition is unusual please give
the instructor plenty of warning so that this can be taken into
consideration.
• Please ensure that participants are appropriately dressed for the activity
taking into account the weather conditions.
Watersports in particular tend to need warmer clothing and waterproofs
as well as soft soled footwear which is secure. Please try to avoid heavy
cotton such as denim. Fleecy clothes/sweatshirts and jogging trousers are
particularly suitable, waterproof top and trousers are important.

KIT LIST (One day visits)
We advise all visitors taking part in activities to bring a complete change of clothes, including towel, underwear and shoes. Clothing for
activities is very much weather dependent and it is always better to plan for the worst and bring too much clothing rather than too
little. However, please use the following as a guide.
Activity
Canoeing, kayaking and
sailing

Information
Due to the sheltered nature of our site
and the pontoons which assist the
launching rather than wearing
wetsuits we recommend warm
comfortable clothes with waterproofs
(if you have your own wetsuit and
wish to wear it you may do so). Please
be aware there is no guarantee of
staying dry as these boats can capsize

Windsurfing / SUP

As windsurfers / SUP paddlers are
almost guaranteed to get wet we
usually supply wetsuits

Improvised rafting

Immersion, although brief, is highly
likely and we recommend plenty of
old clothes (as many layers
as possible) with waterproofs over the
top (wet-suits will not be issued)

Land activities

Although immersion is unlikely,
students may get wet and muddy and
will require a complete change of
clothing

Non-essential useful items

Essential items for all groups

For more information see our website: www.aztecadventure.co.uk

Recommended kit
• Tracksuit bottoms or old trousers – not jeans
• T-shirt or long sleeved shirt
• Sweatshirt or old jumper
• Fleece top
• Warm socks
• Old trainers / wetsuit boots
• Waterproof jacket (cagoule style)
• Waterproof trousers
• Warm gloves and washing up gloves in very cold
weather
• Swimming costume or trunks
• T-shirt
• Waterproof jacket (cagoule style)
• Old trainers/wetsuit boots
• Tracksuit bottoms or old trousers – not jeans
• T-shirt or long sleeved shirt
• Sweatshirt or old jumper
• Fleece top
• Warm socks
• Old trainers / wetsuit boots
• Waterproof jacket (cagoule style)
• Waterproof trousers
• Warm gloves and washing up gloves in very cold
weather
Old clothing:
• Tracksuit bottoms or old trousers
• T-shirt, polo shirt or long sleeved shirt
• Sweatshirt or old jumper
• Fleece top
• Warm socks
• Old trainers
• Waterproof jacket
• Waterproof trousers
• Pen and paper
• Log books or money for log books / handbooks
• Warm gloves plus washing up gloves in cold weather
• Warm hat / sun hat
• Sun cream
• Waterproof jacket
• Bin bags for wet gear
• Complete change of clothes including underwear and
shoes
• Towel
• Packed lunch and a drink or small amount of money for
café (café at Upton Warren only)

Student expectations
Students:
• Will be treated with respect, without prejudice and favour.
• Should be valued and made to feel welcome.
• Should be able to trust staff to do their best to ensure an enjoyable visit.
• Will be expected to participate willingly.
• Should not reject opportunity before they understand what is involved.
• Should be briefed, primarily by accompanying staff, and before activity
commences, by centre staff, as to the aims, expectations and commitment
needed for a successful course.
• Should be willing to listen, ask questions and learn. Personal views
should always be expressed and considered.
• Should maintain good self-control and behaviour.
• Understand that:
o
Running around jetty areas;
o
Pushing each other into the water;
o
Splashing with paddles;
o
Capsizing each other;
o
Ramming other craft;
o
Sailing/canoeing too close together;
could be dangerous and is not permitted.
• Should understand that they are expected to help each other and act in a
social manner.
• Should not dismiss themselves from activities until centre staff have
accounted for all group members and are satisfied that all equipment is
safely stowed away.

Accompanying staff
The overall responsibility for the wellbeing of the group remains that of the
visiting group’s leader for the whole of their visit to Aztec Upton Warren.
The accompanying staff should:
• Liaise between the organisation and the centre.
• Consider the needs/requirements of the group.
• Provide background for course planning purposes.
• Book according to centre procedures.
• Arrange Personal Accident Insurance.
• Maintain consistency of attendance and time keeping.
• Ensure that students are equipped in accordance with the kit list.
• Prepare students both mentally and organisationally for the course.
• Be responsible to both the organisation and the centre for maintaining good
discipline and conduct. Specifically this centre does not accept: uncontrolled
aggression, swearing, bullying, dissent, horseplay, irresponsible drinking of
alcohol, use of recreational drugs, vandalism, prejudice or any other behaviour
that would compromise the safety and well-being of other centre users. Failure
to maintain good self-control will result in the exclusion of the individuals
concerned.
• Be responsible for effectively managing non-activity time, including food
breaks, changing time and evening/overnight periods.
• Be a good example and to maintain high standards of personal leadership.
• Participate alongside students in order to best carry out pastoral and
disciplinary roles.
• To notify the centre of any medical or social problems within the group that
would affect performance or safe behaviour.

Health and Safety
Duties of Leaders
All group leaders can never relinquish the responsibility of the safety of their group,
this even includes times when the group is participating in sessions run by centre
instructors. Should you feel uncomfortable with anything which is taking place
please do not hesitate to represent it to the Duty Officer for that day.
All employees must take reasonable care for the health and safety of themselves
and others who may be affected by what they do or fail to do at work. This duty
implies taking positive steps to understand the hazards in the work place, to
comply with the safety rules and procedures and to ensure that nothing they do or
fail to do puts them or others at risk.
Reporting and Recording of Accidents
For any accident or injuring involving a member of staff or group member a full
report must be completed. The files for recording such instances are to be found
in the staff room. The Duty Officer should be informed of any incidents, as soon as
practically possible and can assist with/complete the necessary forms.
Near misses / Incidents / Accidents which don’t require hospital visits
If an incident or near miss should happen, it is still vitally important that these
occurrences get passed onto the Duty Officer and appropriately recorded to help
us, as a centre, learn from incidents and put procedures in place to help reduce such
incidents re-occurring.
Accidents which require hospital visits
These may require a RIDDOR 3 form to be completed in addition to the above form.
The Duty Officer will organize this, but may need to ask you for assistance.

Emergency Contacts
• Aztec Adventure-Upton Warren 01527 861426
• Fire, Ambulance, Police 101 / 999
Accident and Emergency
• The Alexandra Hospital, Woodrow Drive, Redditch, B98 7UB
01527 503030
• Worcester Royal Hospital, Charles Hastings Way, Worcester, WR5 1DD
01905 763333
Minor Injuries
• Princess of Wales Community Hospital
(08:00-20:00 Mon-Fri & 12:00-20:00 Sat & Sun)
Stourbridge Road, Bromsgrove, B61 0BB
01527 488000
• Local Doctors 01527 832423
• Local Police Station 0300 333 3000
Aztec Adventure-Upton Warren Centre Emergency Contacts
Emergency contact number (Duty Officer): 01527 861426
If the above number is unavailable, only in the case of an emergency
please contact: 01386 860013

DIRECTIONS TO PRINCESS OF WALES COMMUNITY HOSPITAL
Princess of Wales Community Hospital
Stourbridge Road
Bromsgrove
Worcestershire
B61 0BB
Tel: 01527 488000

•
•
•
•
•
•
•

Leave Aztec-Upton Warren turn right at island onto A38 towards
Bromsgrove
At the roundabout, take the 1st exit onto Worcester Road/B4094
Continue onto Rock Hill/B4091
Turn left onto Fox Lane
Continue onto Whitford Road
Continue straight onto Perryfields Road
Turn right onto Stourbridge Road/B4091

MEDICAL ASSISTANCE
- THE ALEXANDRA HOSPITAL, WOODROW DRIVE, REDDITCH, B98 7UB
01527 503030
•
•
•
•
•
•
•
•

Turn right at the roundabout onto the A38 to Bromsgrove
After 1 mile take the second exit at roundabout to Birmingham
Take first exit at roundabout, pass Morrisons at roundabout continue on A38
(second exit)
Take third exit at roundabout to Redditch on the A448
Junction with A441/A4189
In 0.3 miles branch left (signposted Evesham)
At roundabout take first exit into Rough Hill Drive
At next roundabout take third exit into Woodrow Drive, hospital on right

MEDICAL ASSISTANCE
– WORCESTER ROYAL HOSPITAL, CHARLES HASTINGS WAY,
WORCESTER, WR5 1DD
GENERAL ENQUIRIES - 01905 763333,
ACCIDENT & EMERGENCY ADVICE – 01905 760745
•
•
•
•
•

Turn left at the roundabout for Motorway
Take the M5 South to Junction 6
Exit at Junction 6 and follow the sign to Evesham
Turn right at roundabout for Worcester
Follow signs for the Accident and Emergency Unit

IN CASE OF FIRE
•
•

Raise the alarms by smashing break glass

Leave by the nearest exit and go to the fire assembly point – see map below
•

Account for all of your group members
•

•

Dial 999

Contact nominated centre emergency contact

Aztec Adventure – Upton Warren

Fire
Assembly
Point

