Hagg Farm Outdoor Education Centre
Planning Sheet
	
	Task
	Completion date
	Completed
	Name

	
	Discuss with SMT/EVC.  Decide course focus.
	
	
	

	
	Book centre.
	
	
	

	
	Dates on calendar
	
	
	

	
	Agree staffing
	
	
	

	
	Check staff qualifications/experience
	
	
	

	
	Book coach
	
	
	

	
	Identify staff responsibilities – payments, food coordinator etc
	
	
	

	
	Print initial letters
	
	
	

	
	Launch recruitment and distribute letters
	
	
	

	
	Paying in sheets
	
	
	

	
	Meeting with Hagg Farm staff
	
	
	

	
	Print pupil diaries
	
	
	

	
	Print staff guides
	
	
	

	
	
	
	
	

	4 weeks to go
	Parents’ meeting
	
	
	

	
	Submit EV1 to Local Authority
	
	
	

	
	Dormitory/activity/duty groups
	
	
	

	
	Balances to collect
	
	
	

	
	
	
	
	

	2 weeks to go
	Confirm coach
	
	
	

	
	Check insurance
	
	
	

	
	Dietary requirements to Hagg Farm
	
	
	

	
	Dormitory list to Hagg Farm
	
	
	

	
	Invite SMT/Governors
	
	
	

	
	Preparation with pupils
	
	
	

	
	
	
	
	

	1 week to go
	Food shopping (if self catering)
	
	
	

	
	All consent forms in
	
	
	

	
	
	
	
	

	On return
	Assembly/display
	
	
	

	
	Organise reimbursement for free school meals
	
	
	

	
	Governors’ report/news and views
	
	
	

	
	
	
	
	

	Remember to take:
Medical forms

Food

Sick bags

Litter bags

Your own kit!





