
Tag - A  - Long

                                                                                                                       Expeditions

Dear Applicant,

We appreciate your interest in working at Tag-A-Long Expeditions.   As a major concessionaire in National Parks and on public lands, we provide guides and services to the general public.  This requires a highly skilled staff dedicated to guest services, safety, and environmental protection and resource protection.  We have developed a staff training and evaluation program to ensure that our guides and other staff can provide our guests with a quality experience.   Included in this applicant's packet are the forms listed below.  If for any reason your packet is missing one of the listed forms, please contact us immediately.

· Employee Application Form

· Position(s) Description

· Tag-A-Long Expeditions Brochure

· Tag-A-Long Expeditions Mission Statement

· Policies (employee) you should be aware of before applying for a position.

· Accident/Incident Policy

· Drug and Alcohol Policy

· Environment and Resource Protection Policy

· Interpretive Training and Skills Commitment

· Non Discrimination Policy

· Sexual Harassment Policy

· Smoking Policy

· Uniform and Name Identification Policy

You signature on the application will indicate that you understand and agree to work within the policies.  Our brochure will give you an idea of the commitment we have to guest services and trip quality.  It will also help you understand the different types of trips we offer and the guide positions available at Tag-A-Long Expeditions.

Most new staff starts at the position of daily raft guide an/or daily land guide.  We offer an extensive training program to develop you skills so you can obtain the licensing and required credentials for these positions.   Employment is on a conditional basis until the training is complete and you have received your first evaluation.

Guide positions require you to obtain a First Aid Certificate (not less than 40 hours), Adult/Child CPR and a Food Handlers Card before you report to work and training.   You will be scheduled for Drug and Alcohol testing within the first week of your training.  Please fill out the application and indicate the position for which you are applying.   After reviewing the application we will contact you to establish the next step in our hiring process.

Sincerely,

Bob Jones

President

452 North Main Street, Moab, UT 84532 - Tel. 1(435)-259-8946 - Fax (435) 259-890 - E-mail: tagalong@tagalong.com
Tag-A-Long Expeditions Application
452 North Main Street -- Moab, Utah  84532 -- Pho 801 259-8946 – Email  tagalong@tagalong.com

All applicants will be considered for employment without regard to race, religion, color, sex, national origin, age, marital or veteran status, medical condition or handicap, or any other status protected by law.  We are an Equal Opportunity Employer.
Applicant: Read and sign before submitting this application.

Listed below are the policies and requirements for a position at Tag-A-Long Expeditions.  Your signature on this application will indicate that you understand and agree to abide by these policies.

Drug & Alcohol Policy                    _____ 
Env, & Resource Protection Policy _____           Sexual Harassment Policy               _____

Non Discrimination Policy      _____                 
Uniforms & Name Tag Policy _____ 
      Interpretive/Skill Commitment _____

Smoking Policy              _______                   
Accident/Incident Policy_______

The Company has my permission to obtain all necessary information from the references I have listed, or any other sources, concerning my prior employment, personal history; and I release all parties from any possible damages resulting from disclosing such information with or without prior written notice to me.

================================================================================

Name_________________________________ Pho._______________ Email________________

Address_______________________________City_________State_________Zip_____________ 

From________to________




Social Sec No______________

For Past 3 years

Address_______________________________City_________State_________Zip______________ 

Whom to notify in case of emergency

Name_______________________________ Relationship________________________ Pho. ________________

Address_______________________________City_________State_________Zip____________

================================================================================

Position applied for__________________________________ 

Dates available to start______________________________ Date must leave_____________________________
=============================================================================
Technical Information:

Do you hold current: Give details

First Aid Card (Rating)________________________ Exp__________________

CPR _______________________________________ Exp__________________

Utah Guide Lic. ____________ Level ____________ Exp__________________

DOT Physical Examination_____________________ Exp _________________

Food Handlers Permit _________________________ Exp _________________

Last Drug Test ____________________________________________________

=================================================================================

Education Information:

High School _____________________________________________________ City _____________ State______ Highest Grade Completed _______________


             Date of Graduation________________

College_______________________________________ Years_______________ Degree ____________________

College_______________________________________ Years_______________ Degree ____________________

Languages you speak fluently_____________________________________________________________________

Activities and awards____________________________________________________________________________

===================================================================================

Drivers License: Number__________________ State _____________ Type ____________ Expiration ________
Have you every been denied a license, permit or privilege to operate a motor vehicle?    __Yes     __No

If yes explain __________________________________________________________________________

   Has any license, permit or privilege to drive ever been suspended or revoked?    __ Yes      __ No

   If yes explain __________________________________________________________________________

   Have you ever been disqualified subject to  a  “DUI”  or “Substance Abuse ”related violation?  __ Yes   __ No

   If yes explain  __________________________________________________________________________

Guiding and Driving Positions only:    Date of Birth ______________________________

Driving Experience:

Truck or Bus____________________________________ From____________________ to ___________________

Van or 4X4 ____________________________________ From____________________ to ___________________

Accident and violation review--List Vehicle Accidents and Violations for the past 5 years:

____________________________________________________________________________________________

____________________________________________________________________________________________

==================================================================================
Work History and References: Past 5 years work history is required.

Current or Previous Employer __________________________________Supervisors Name  __________________
Address____________________________City____________________St_____Zip____________ Pho_________________ Dates Employed  To_____________From______________

Position(s) ___________________________________________________________

Reason for leaving______________________________________________________________________

Previous Employer ___________________________________________Supervisors Name __________________
Address____________________________City____________________St_____Zip____________ Pho_________________ Dates Employed  To_____________From_______________

Positions___________________________________________________ 

Reason for leaving_____________________________________________________________________________

Previous Employer ________________________________________Supervisors Name______________________

Address____________________________City____________________St_____Zip____________ Pho_________________ Dates Employed  To_____________From______________

Positions___________________________________________________ 

Reason for leaving____________________________________________________________________________

===================================================================================
Additional Information___________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________                 __________________________________
Signature of Applicant





Date

Tag-A-Long Expeditions

Introduction Positions for Applicants that have never been a guide.

Introduction to Position:   Seasonal Daily Raft Guide

Daily raft guide is our introductory position for applicant that wants to row a raft with passengers.  This position is for someone who enjoys working with the public and offering them a day that they will meet their vacation expectations.   You will learn the necessary skills to be a professional raft guide and to provide the Tag-A-Long Expeditions guests with the best possible river experience.  Our trainer will focus on safety for you and the passenger, quality food preparation and interpretation of the area and river ecology, natural history, history and pre-history.  Training for this position is provided by Tag-A-Long Expeditions on specific dates.

Requirements:

· Must be at least 18 years of age.

· No prior experience necessary

· First Aid Certificate (no less than 40 hours course work)

· CPR Certificate (Adult & Child)

· Food Handlers Card

· Drug Testing

· Physically fit

· Public speaking and interpretive ability

· Quality customer service provider

· Work outdoors

Salary Range/Work Availability: Salary range first year -- $50.00 to 65.00 per day.   June through August, after successful completion of training and acquisition of a Utah State Guide License.  Training beings in June.

Introduction to Position: Seasonal Daily 4X4 Guide

Daily Land 4X4 Guides is our introductory position for applicants that want to guide passengers on one-day 4X4 wheel drive tours into Canyonlands National Park.  This is a position for someone who enjoys working with the public and is a safe conscientious driver.   The objective of this position is to learn the necessary skills to become a professional guide and to provide the Tag-A-Long Expeditions guests with the best possible outdoor experience.   Focus is concentrated on safety, quality food preparation and interpretation of area ecology, natural history, history and pre-history.  Training for this position is provided by Tag-A-Long Expeditions during specific dates.

Requirements:

· Must be 24 years of age

· No Prior experience necessary

· Drivers License 

· First Aid Certificate (no less than 40 hours course)

· CPR Certificate (Adult & Child)

· Food Handlers Card

· Drug Testing

· Physically fit

· Public speaking and interpretive ability

· Quality customer service provider

· Work outdoors

· Some knowledge of mechanics

Salary Range/Work Availability: Salary range first year -- $50.00 to 65.00 per day.   June through August, after successful completion of training and acquisition.  Training beings in May.

Mission Statement

Tag-A-Long Expeditions

Offering superb wilderness expeditions in the Canyonlands region since 1964

Recognizing the sublime beauty of the Canyonlands region, as well as its remarkable ancient and modern history, its unusual geology and desert flora and fauna, Tag-A-Long invites its guests from throughout the United States (and, indeed, beyond) to leave their city life behind for a few days to experience the thrill of whitewater rafting on one of America’s most exciting river systems.

Though most visitors come primarily with a whitewater or a backcountry experience in mind, as an integral part of their experience, Tag-A-Long enriches their trip by introducing each guest to their unique surroundings.  At the same time, Tag-A-Long teaches its guests respect for the fragile environmental surroundings, the importance of protecting these heritage resources and how to exist safely and with a certain degree of comfort in the Canyonlands’ magnificent wilderness.  

We take pride in hosting visitors, with widely diverse backgrounds and little, if any, previous experience with rafting, camping or otherwise surviving in a wilderness environment and patiently introducing them to the Canyonlands.  Though Tag-A-Long sells its trips through travel agents and tour operators, Tag-A-Long bases its long term success and profitability on the personal, word-of-mouth, recommendations of clients who have joined us for a tour in the Canyonlands or came for a tour on the Colorado’s rapids and received a much greater experience (and a better value) than they ever anticipated.
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Accident/Incident Policy
Employees are required to report all accidents and/or incidents that may occur on any trip or on Tag-A-Long Expeditions property (any land, vehicle or boat).   The accident/incident report, provided by the company, must be filled out within 24 hours of the trip’s return or within 24 hours of the event if on Tag-A-Long Expeditions property.  An accident is any event that has caused injury or damage to a person, piece of equipment or property (self, guest, boat, vehicle, fence etc).   An incident is any event that has caused a problem to occur in the business operations (a flipped boat, an unintentional swimmer, accustomed complaint, a problem with menu’s or food etc).  

Prevention and Safe Operations

Preventative safety procedures are a requirement of a professional operation and a professional staff person.  Safe operations require a concentrated effort by everyone and are an important issue to this business.  As professionals, the level of concentration and attentiveness to details is a necessity to prevent accidents or injuries.

Equipment Care

Proper equipment care helps to ensure safe operations and longevity of equipment.  Employees are responsible for equipment they are assigned and/or are operating.  Proper available to assist in the maintenance of equipment (i.e. mechanical items, safety inspections and registrations).   Cleanliness is a daily duty.  Improper care of equipment, including improper cleaning, will be treated as damaged equipment if improper care persists.

Damage is classified in two ways:

1. No fault or unavoidable: example – a drunk driver runs into you and there is no way to avoid him.

2. Fault or avoidable: example – You accidentally run into someone else.  This includes avoidable accidents and accidents that indicate the skills you were hired for were not exercised property.

Failure to submit proper accident/incident reports or persistent improper care or avoidable damage to equipment will result in a reduction in pay for a specified time.  Represented by a drop in pay level for up to 5 days or a mandatory dismissal.  Staff demonstrating an exceptional safety and equipment care record will be considered for a “bonus” from funds collected as a result of pays reductions.
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Uniform and Name Tag
Tag-A-Long provides uniform shirts for each employee.  Our uniforms identify you as a Tag-A-Long representative and helps with the first positive impression with our guest.  

Uniforms must be clean and worn in a proper manner.  

Daily Raft Guides
1.
Uniform shirts are to be worn while greeting our guest.  (Hotel, office, bus, and porch).

2.
Riding to and from the river.

3.
Rigging at the put in.

4.
Welcoming guests onto the raft.

5.
Food prep and serving.

Daily Land and Jet Boat Guides
A Tag-A-Long uniform shirt is to be worn when meeting the guest and through out the trip.

Multi Day Land and Raft Guides
A Tag-A-Long uniform shirt is to be worn while meeting our guests, through orientation, and until the trip is  underway.  As the trip continues, guides may change into shirts and jackets that are appropriate to the weather conditions.  Be sure to have your name tag on your shirt or jacket throughout the trip.

Office Staff
The Tag-A-Long uniform is to be worn from April 1st until October 15 during your shift.

Aprons
A clean apron has been provided and is required to be worn during food preparation.  

This creates an appropriate look for food preparation.  It also keeps your clothing clean which reflects a professional image.

NOTE



All clothing worn by Tag-A-Long staff is required to be clean and professional in appearance.

Tag-A-Long Expeditions

Smoking Policy

In compliance with the American Academy of Sciences, the U.S. Surgeon General and the Utah Indoor Clean Air Act, the following policy has been established as required by law.

Smoking is prohibited in the following Tag-A-Long Expeditions areas and situations:

Buildings, vehicles, rafts, jet boats and other property owned or operated by Tag-A-Long Expeditions.

WORKPLACE SMOKING POLICY:
No smoking is allowed in any of the buildings or entrance ways to the buildings owned or administrated by Tag-A-Long Expeditions.  This includes windows and ventilation intake areas to buildings

Smoking on premise is only allowed outside the buildings and only if persons within 25 feet of the smoking area do not object.  Smoking can not be with 25 feet of windows or ventilation intakes to buildings or vehicles.

Further, no smoking is permissible around chemicals, paint, glues or other substances that could be inflammable.  No smoking within 25 feet of the gas facility.

GUEST TRIPS:
Vehicles:
No smoking in Tag-A-Long  Expeditions vehicles, including the passengers compartments and cargo compartments.  This includes staff and guests.

Smokers are to be asked to only smoke outside and where they do not disturb other persons.  The staff is to budget trip time to allow for some smokers breaks during stops and interpretive times.

Rafts and Jet Boats:
No smoking is allowed on the jet boats or rafts during their operation or when drifting.  Smoking areas are to be confined to areas deemed lawful.  The guide is to provide stops to accommodate narrative, rest stops and smoking as frequently as possible and practical.

For additional information about the Utah Indoor Clean Air Act or to report violations of this act, contact 259-5602, the Southeast District Health Department or the Bureau of Environmental Services, Utah Department of Health, 801 538 6856.

Also, contact the Tag-A-Long Expeditions safety and health officer.  (Bob Jones, acting)
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Sexual Harassment Policy

It is policy to maintain a workplace free from any type of harassment, including sexual, ethnic and racial harassment or creating a hostile work environment or demanding sexual favors for work related benefits.  All harassment is a serious concern and will not be tolerated.  Supervisors and employees who violate this policy are subject to corrective action, including dismissal.

Complaint procedures allow an employee to register a sexual harassment complaint either verbally or in writing to any supervisor or manager.  The complaint investigation guidelines will be followed when a complaint is submitted.

The investigation procedure starts with a two person investigation team.  The alleged harasser is interviewed and informed that a complaint was made.  The alleged harasser will be informed that if the conduct occurred, it must cease.  The supervisor of the investigation team notifies the complainant of corrective action and determines resolution agreement.  If resolution is not satisfactory, the complainant has the right to issue a written statement, resulting in a formal investigation. 

Requests for formal investigation shall be forwarded to the President (or in the case of the harasser being the president, the chairman will receive the request).  Documentation of all communication with the harasser, complainant and the resolution must accompany the request for a formal investigation.

Formal Review is required when a complaint includes:

1.  Criminal or unwelcome touching

2.  
Acts which shock the conscience
3.  
Involvement with guests
4.  
The complainant requests a formal review
5.  
Results of an informal investigation indicates a formal review should be 
conducted.
A formal review will result in a written determination of the resolution.  The harrasser and complainant will be informed in writing of the decision and action to be taken.

Explanation of Harassment:

Harassment is defined as “unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.”

These behaviors constitute sexual harassment when certain criteria are met—

· Submission to such conduct is a condition of employment.

· Submission or rejection of conduct by an individual is used as the 

 
basis for employment decisions affecting the individual.

· Such conduct has the purpose or effect of unreasonably interfering with the individual’s work performance or creating an intimidating, hostile, or offensive work environment.

Investigation team—will be assigned by the President.  It will have one Level 1 Supervisor and one other employee.  If it is necessary, the investigating team may secure help from the Department of Human Resources, Utah State to help determine proper investigative procedures and to help make determinations and conduct interviews.

Unwelcome touching, patting, pinching are certainly sexual harassment.  Also, unwelcome references to buttocks, genitals, or breasts is sexual harassment.

This has become a serious subject because of abuse being common in the workplace.  Tag-A-Long Expeditions will not tolerate harassment in the workplace.

Policy

Non Discrimination of Employees, Clients and Purveyors
Tag-A-Long Expeditions will not discriminate against any employee or applicant for employment because of race, color, religion, sex, age, national origin, or disabling condition.  Tag-A-Long Expedition will take affirmative action to ensure that applicants are employed, and that employees are treated during employment, without regard to their race, color, religion, sex, age, national origin, or disabling condition.  This will include, but not be limited to employee promotion, demotion, recruitment and recruitment advertising, layoff, termination, rates of pay or other forms of compensation, training, and scheduling.  This notice and information will be posted in the employee scheduling room and available to the employees in the employee policy book.

Notice will be given on the employee application and in all advertising for employees stating All applicants will be considered for employment without regard to race, religion, color, sex, national origin, age, marital or veteran status, medical condition or handicap, or any other status protected by law.  We are an Equal Opportunity Employer.

Tag-A-Long Expedition will maintain an employment Affirmative Action Plan according to government regulations when required.  Regardless of requirement, management has determined there will be an affirmative action plan to hire, promote and give minorities an opportunity whenever possible.  

Tag-A-Long Expeditions will not discriminate when providing services to the general public or when developing business relationships with purveyors because of race, color, religion, sex, age, national origin or disabling conditions.  

Any discrimination by Tag-A-Long staff can result in dismissal.

Tag-A-Long Expeditions

Policy

Environment and Resource Protection
Tag-A-Long Expeditions operates in National Parks and on Public Lands as well as some private property.    All operation procedures, policies, staff training and activities of Tag-A-Long Expeditions will be designed to preserve the natural resources and environment.  

Tag-A-Long adopts the regulations and rules concerning environment and resource protection of the:

National Park Service--River Management and Operation Management Plans; Mission of Canyonlands, Arches, Glen Canyon Recreational Area, Escalante Area and other National Park Service administrated areas.

Bureau Of Land Management--Operations Stipulations

U.S. Forest Service--Regulations

State Parks and Regulations

State Sovereign Lands

Environmental Protection Agencies--U.S. Government and State of Utah

Tag-A-Long Expedition staff will be expected to conduct their actions and comments both on duty and off duty, to respect natural resources and the environment.


Tag-A-Long Expeditions will maintain appropriate records concerning vehicle inspections, maintenance and operations to reduce air pollution and noise pollution. 

Meet required fuel, oil, anti-freeze and other pollutants and hazardous waste material regulations.  This includes usage, containment and storage regulations and guidelines.

Tag-A-Long Expeditions will have a safety supervisor who is required to monitor and review environmental protection regulations in the yard and support operation and the motorized equipment.

Trip Leaders and other supervisors will monitor and review environmental and resource protection regulations on expeditions on public and private lands.

Tag-A-Long Expeditions management, supervisors and staff  will anticipate and lead in further practices to protect resources and the environment.

Tag-A-Long Expeditions is committed to education of future environmental concerns and adopting procedures to mitigate them.  We believe the future holds additional problems and solutions to the environment.

                                                    Tag-A-Long Expeditions                                    2/97
ALCOHOL AND DRUGS
*Tag-A-Long staff is not to consume alcohol while on duty and during other specified times:

*"On duty" includes the following situations...

a.
6 hours before reporting for a trip

b.
During the day while conducting any guide activities such as operating equipment, hiking, cooking, giving narration, through the evening and until all duties have been completed.

C.
Riding to and from guest contact points in Tag-A-Long vehicles.

On each multi day trip, each day one guide must be assigned as "Designated Guide" and will not consume alcohol in the evening after duties have been completed.  This person must be a fully qualified guide and will be able to take charge of any emergencies that may arise during the evening and night. If a guide is on a one guide trip, they will not be allowed to consume any alcoholic beverage during the entire trip and will become Designated Guide.  Trip assistants (swampers) can not be assigned this role.

All other staff must be able to perform "emergency" duties on a 24 hour a day basis during the trip without being under the "influence" of alcohol, according to the State of Utah.

Tag-A-Long staff and "swampers" are not allowed to consume alcohol and are not to have opened alcohol containers on Tag-A-Long property, equipment, vehicles, rafts or boats.

Tag-A-Long Expeditions is a Drug Free workplace.  Employees are prohibited from the unlawful manufacture, distribution, dispensation, possession or use of a controlled substance in the employing workplace to include expeditions.    Employees must, as a condition of employment, abide by this policy and also notify Tag-A-Long management of any criminal drug statue conviction for a violation occurring in the workplace or while off duty, within 5 days of official accusation.   Tag-A-Long Expeditions, in turn, will notify all government agencies within 10 days of notification of a workplace violation and conviction of drug related statutes.

· All guides, drivers, supervisors, support staff and office staff are required to have  ALCOHOL AND DRUG TESTING with "negative" results.  There is mandatory random testing for the staff.  

· In the event of injury or accident, staff involved in incident will submit to "Drug and Alcohol" testing.  This includes all "Workman Comp" claims.

· With reasonable suspicion an employee will be required to submit to Drug and Alcohol testing.

· Failure of Tag-A-Long staff to pass a Drug and Alcohol testing will result in dismissal from all duties and one of two actions.

a. 
Enter into a Substance Abuse program.  

Be relieved of all duties for two weeks.

After two successful weeks in the Substance Abuse program, the person will return to work in the yard area under the direct supervision of the Operations Coordinator.  He will  go on a pay scale of that position until a Drug and Alcohol Test can be passed within a specific time.  This time will be approximately 5 weeks from the time of the offense.  If the offending person, at any time in this process, fails to attend the Substance Abuse meeting or does not pass the test within the designated time, the person will be dismissed. 

Second offenses will result in immediate dismissal

b.
Dismissal from employment.

Drug and Substance Testing--Required

1. 
Pre employment or we will adopt the results of a current program.

2.
Mandatory Random Testing

3.
Testing for Cause -- This includes reasonable suspicion, involvement in an accident or incident.

Refusal to submit to testing will result in immediate dismissal of all duties and employment.
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Policy

Interpretive/Skills Commitment
At Tag-A-Long Expeditions we recognize the remarkable ancient and modern history, the unusual geology and the desert flora and fauna that we travel through on our expeditions.  We are committed to share the knowledge of the study of these topics with our guests.  We ask our employees to make this commitment also and be prepared to do the necessary study to achieve a knowledge base appropriate for their position with the company.   By sponsoring interpretive/skills seminars, river and backcountry education seminars, interpretive training trips, community lecture events and by providing our guides with a suggested reading list, we strive to provide opportunities for the guide to enrich their knowledge base.

Tag-A-Long Expeditions also recognizes the necessity for the continued improvement of individual guide skills.   We understand that the most important aspect to any outdoor activity is safety.   We believe, that through shared experiences and shared skills training by senior guides, a higher level of awareness will lead to increased skill levels and a higher degree of safety during activities.  Skills can be honed by attending sessions of the interpretive skill seminars, which focus on skills, by attending interpretive trips where senior guides and resource experts are available to instruct and by attending guiding skills and river rescue courses.

As part of our Interpretive and Skills Commitment, we ask the guide to also commit to the importance of education outreach and to the importance of increasing individual guiding skills by attending a minimum of one interpretive skills event per month.

Testing of interpretive knowledge and guide skills is required for maintaining employment with Tag-A-Long Expeditions.  Formal testing is required to be recommended for senior guide level.  To remain at a senior guide level, one interpretive project must be completed each year by August 1.
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