Hagg Farm Outdoor Education Centre
Leader’s Checklist
	As soon as possible:


	Discuss with senior management team/Educational Visit Coordinator (EVC).

Refer to LA’s Educational Visits Policy.

Booking form dates confirmed.  Dates on school calendar.

Staffing agreed, first aid/induction courses booked if necessary.

Delegate planning tasks between staff team.

Book coach and/or minibus.

Copy admin forms.



	4 to 6 months:
	Pupil recruitment launch (Hagg Farm promotional leaflet and DVD available), letter for parents.
Arrange payment system.

Meeting with Hagg Farm staff.



	4 weeks
	EV1 form, programme and Specific Risk Assessment to LA.
Meeting with parents (see below).  Meeting with your staff team.

Arrange insurance if necessary.  Check if your school has cover for all visits.

If self catering: plan menus (check special diets) and arrange shopping.



	2 weeks
	Sort out dormitory groupings, working groups (up to 12 in each) and duty groups (3-6 in each).

Dormitory/boot size list to Hagg Farm (and special diet info if using Hagg Farm catering).

All money collected in.

All medical forms in, copy to your Headteacher.

Check coach booking.

Agree staff responsibility areas, invite other staff to visit.



	Last week
	Sort staff travel arrangements (maps).
Final details to pupils (travel times, packed lunch, medication).

Buy food if self catering.

Cash available for expenses during the visit.

Sick bags and medical forms in coach.

Don’t forget to pack your things too!



	Parents’ meeting
	Meet parents about 4 weeks ahead to explain:  purpose of visit, Hagg Farm facilities, the programme and activities, what to pack, travel arrangements, insurance, medical and contact details (issue forms), practical details, eg behaviour expected, bedtimes, duty groups.  DVD available.





