St Michael’s Environmental Education Centre
Pre-visit Checklist

School:


Phone no:





Fax no:


Email address:


Dates:





to:


Headteacher:


Staffing Summary

	
	Name
	Teaching Status
	First Aid
	Intro
	Resi Experience/ Quals etc

	Leader
	1.
	
	
	
	

	Teachers
	2.
	
	
	
	

	
	3.
	
	
	
	

	Adults
	4.
	
	
	
	

	
	5.
	
	
	
	

	
	6.
	
	
	
	

	
	7.
	
	
	
	











Group Summary         Year Group(s):  
	
	Male
	Female
	Total

	Number of pupils
	
	
	

	Number of adults
	
	
	

	Total
	
	
	


Accommodation:

Checked gender split in dormitories?

Cottage: (not for pupils) booked?

Programme differentiation:  

Special needs (physical or otherwise) within the group:

Programme 
Course Tutor: ________________________________________



Learning Objectives/Outcomes sheet in progress
      JMA
     Registered
Last group depart on ____________________________ at ________________________
	
	Morning
	Afternoon
	Evening

	Day 1


	
	
	

	Day 2


	
	
	

	Day 3


	
	
	

	Day 4


	
	
	

	Day 5


	
	
	

	Day 6


	
	
	

	Day 7


	
	
	


Next group arrive on ______________________ at ______________________________
Practical details

Arrival time:




         Departure time:


Bus/train bookings – school to make


Daily routines
Emergency car on site (insured to carry pupils)

Medical Consent Forms

Parents/Carers Info Sheet




Padley Talk?

24 hour contact with headteacher/school


Insurance (nb cancellation)

Catering:
1. St Michael’s Catering Package  
Requested














Form received









2. Pool Café  
Date:   



Booked:
Equipment as listed in Teacher Planning Pack.  Parachute, Badge Maker, Search and Rescue stretcher, Resusciannes, Large Games, etc.
Bookings by Centre:






      Separate Contracts*
Parish Church
       Brookfield Manor
EV1/Programme
   
Extra staffing*      Padley Chapel 
       Conservation

Boot List (inc Adults)
Catering Package*      
       Swimming
      Other


Codes of Practice       
HF Minibus*
