



Freelancer Standard 
Operating Procedures


Updated 23/4/19

By Rob Brown


v.1 23/4/19 �1 Omega Guiding Ltd



Contents


1. Vision and Mission


2. Freelancer Duties and Expectations


3. Data Protection and Confidentiality 


4. Omega Clients


5. Photographs and Social Media


6. Payment


7. Customer Complaints


8. Contact Details


v.1 23/4/19 �2 Omega Guiding Ltd



Vision and Mission 

“Become the leading local provider for Outdoor 
adventures on the West Coast of Scotland, whilst 

remaining environmentally conscious and aware of 
the impact of high levels of tourism in the area.”


Omega Guiding aims to provide high quality 
experiences based around being outdoors and 

involving adventure. We will start to do this using 
qualified and experienced staff, in house training, 

working with local partners, maintaining high 
standards of delivery and having robust 

environmental policies in place. 


The five year goal for the company is to be operating 
at least 70% of the weeks of the year at full capacity, 
with a full time administrator and at least one full time 

member of staff in salaried roles.


We value our staff team and aim to pay above 
standard rates as well as in the future providing 

uniform and equipment where possible. as a result of 
the this we expect a high standard of instruction.
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Freelancer Duties and Expectations 

1. The freelancer agrees to fill in the Freelance Instructor form on the 
Omega website as directed before the first contract of employment.


2. All NGB qualifications will be kept up to date and validated and a copy 
of these must be kept on file at Omega.


3. Up to date liability insurance must be held by the freelancer and a copy 
of this must be held on file by Omega. Where this is not possible the 
freelancer may operate under Omega Guiding’s insurance but then will 
be required to adhere to the SOPs and RAs and sign to say these have 
been read rather than operating as a bona fide sub contractor.


4. All freelancers agree to work within the remit of their qualifications and 
understand that Omega Guiding will never ask them to work outside of 
these unless working specifically on a task overseen by OG and under 
our own insurance not the freelancers.


5. All freelancers must have read the Omega Guiding emergency 
procedures protocol and understand the steps outlined in the 
document.


6. All freelancers agree to conduct themselves in a professional manner at 
all times with Omega clients, being courteous, on time for meeting the 
clients and smartly dressed in appropriate clothing are all considered 
parts of this.


7. When Omega branded clothing has been provided this is to be worn as 
an outer layer if possible and at no point are branded items from 
another company to be worn.


8. Instructors are required to carry appropriate safety equipment during the 
activity. This needs to include but is not limited to; a suitable First Aid kit 
and a group shelter big enough for the clients. These items can be 
provided by Omega Guiding if required.


9. A client briefing is to be given at the start of every activity, details of 
what is required can be found in the instructor pack. Most importantly 
checking up to date medical details is essential.
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Data Protection and Confidentiality 

Omega Guiding has a privacy policy as set out on our website, 
we collect information about our clients through a number of 

ways.


When out guiding you will be provided with confidential client 
information in either a hard copy or digital format. This is to be 

carried for the duration of the activity and then deleted or 
shredded. Failure to do this could be seen as a breach in data 

protection laws.


Omega Clients 

Omega Guiding puts a lot of time and money into gaining the trust 
of our clients and keeping them as returning customers. As such 

any attempt to canvas clients from Omega will be seen as a breach 
of contract and will result in termination of any working agreement.


This includes handing out business cards or exchanging email and 
phone numbers. Omega Guiding chooses to pay good rates to our 

instructors and in return we hope to build good relationships.


If a client shows an interest in returning to do more activities please 
direct them to book through Omega, if they do return and you are 

available to do the work then an increased rate of pay can be 
negotiated for bringing more work to Omega.
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Photographs and Social Media 

• Where is is possible and safe to do so please take photos of the 
clients during the activity. It would be appreciated if some 
photos could be sent through to Omega for use in our social 
media streams.


• On the Omega booking form all clients agree to having their 
photo taken and are aware that these may be used for 
promotional purposes. If the client has requested for this to not 
be the case the freelancer will be informed.


• Photos can be forwarded to the clients by the freelancer or if 
sent through to Omega we can send them out.


• Photos taken of clients whilst working for Omega should not be 
used as promotional pictures for yourself or other companies. 


• When posting photos or on social media please link to Omega 
Guiding, we have active Instagram, Facebook and Twitter 
accounts. 


• Use of a business account to post photos or experiences from a 
day out with Omega clients is not really appropriate. If it is 
necessary then clear tagging of Omega Guiding and the fact that 
you were working for us is important.
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Payment and Cancellation 

Omega Guiding aims to pay within 5 days of receipt of the 
freelancers invoice, where this is not possible a reason will be 
given. 


Pay structure is as follows: 


ML/TCL/BC L2/Tours 	 	 £150 per day

MBL/BC L3  	 	 	 	 £160 per day

WML/MCI 	 	 	 	 £170 per day

WMCI/Guide	 	 	 	 £180 per day


Payment will be made via Bank transfer and the Freelancer invoice 
number will be used as reference.


Omega Guiding is not responsible for the Tax or National insurance 
contributions of the Freelancer. A Unique Tax Reference should be 
visible on the invoice.


If the freelancer is unable to do the work which they have been 
booked for, where possible a months notice should be given. If less 
than this the Freelancer should notify Omega Guiding as soon as 
possible and potentially attempt to assist in finding a replacement 
if necessary.


If the work is cancelled by Omega Guiding the following applies:


More than 28 days prior to agreed work - 0% of the fee

Within 21 days 	 	 	 	 	 - 25% of the fee

Within 14 days		 	 	 	 	 - 50% of the fee

Within 7 days	 	 	 	 	 	 - 100% of the fee


If the work is cancelled by Omega Guiding in agreement with the 
freelancer due to conditions etc. if the client wishes to re-schedule 
then the freelancer if available will be contracted for that work. If 
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they are unable to do the re-sheduled work then payment in full will 
be made.


Customer Complaints 
 


Obviously we hope that this will never be an issue however if a 
customer believes they have not had the experience they were 
looking for then Omega Guiding would like the opportunity to 

rectify this.


Please direct any complaints straight to a member of Omega full 
time staff, this could be via Email, Phone or by getting a member of 

staff to meet you at the end of the day.


Do not offer anything on behalf of Omega Guiding, please just say 
to contact Omega. 


Likewise please do not voice your opinion to clients on how things 
could be run, if there are things to do with the running of the 

company you think could be improved then please speak to Rob 
and we will look to make changes. These are not things to be 

talking to clients about and could be seen as affecting the 
reputation of Omega.


Contact Details 

Omega Duty Phone - 07742231784 
Email - info@omegaguiding.co.uk 

v.1 23/4/19 �8 Omega Guiding Ltd

mailto:info@omegaguiding.co.uk

