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	School / Organisation                                                      

	

	Address
	     

	
	     

	Postcode
	     

	Telephone
	     

	Name of teacher organising and leading visit
	     

	Email address
	     

	Local Authority
	     

	

	Visit Details

	Date of booking
	     

	Intended arrival time
	     
	Departure time
	     

	Number of teaching staff attending
	     
	Number  of other adults
	     

	Number of pupils
	     
	Year group(s)
	     

	Goody bags
	Y/N
	If Yes, number and value
	

	We want to ensure our activities are inclusive for all pupils so please indicate if any pupils have any special needs we should be aware of:
     

	Session/activity title(s):
	     
     


	Are there any learning points (in addition to the stated objectives) you would like us to emphasise?
	     


	I agree to the terms and conditions and have read the guidelines overleaf (authorised signatory) 
	____________________________________ (Signed)
___________________________________(Title)

	


Please return this form to:  The Education Team, Attenborough Nature Centre, Barton Lane, Attenborough, Nottingham NG9 6DY or email education@attenboroughnaturecentre.co.uk
	Office Use Only


Date of meeting or telephone conversation with teacher:
	_________________

	Notes and action points:
	     
     


	Confirmation letter, risk assessments and plan of visit sent to school  (Date):

	_________________



Cancellation policy

If the school cancels a visit:

· At more than 8 weeks notice, no charge is incurred.

· At between 8 weeks and 2 weeks notice, 50% of the fee is charged.

· At between 2 weeks and 1 weeks notice, 75% of the fee is charged.
· At less that one weeks notice, the full fee is charged.

If the Trust cancels at any point, the fee will be waived. Staff may offer to reschedule the visit.

Payment policy
We request that schools pay on invoice. Payment terms for other parties are arranged on a case-by-case basis.
Further Information for your visit
The information below will ensure you and your group have a safe, memorable and fun day out with Nottinghamshire Wildlife Trust:
· Our activities take place on our nature reserves, some of which may be Sites of Scientific Interest and may be surrounded by deep water.  Our team know the sites they are working on very well.  Please support them by ensuring the site rules are followed and instructions and guidelines are carried out.
· Responsibilities - Whilst our education staff will lead the activities we consider the senior teacher to be in charge of the party and therefore responsible for discipline during the day and at lunch time and departure.  We reserve the right to exclude disruptive pupils, particularly if they threaten the health and safety of themselves or others.  If the party is split into 2 or 3 groups we ask that 1 member of teaching staff per group is available to act in loco parentis.  This information will be clarified in your confirmation letter.
Health and Safety
We are proud of our health and safety record but would like to highlight the following points:

· Clothing - Please ensure that pupils are dressed appropriately for their visit with appropriate footwear.  In hot weather our sites can be very exposed so we recommend that children wear hats and long trousers and that their shoulders are covered.  Please note that only extreme weather conditions will disrupt our activities.

· Risk assessments - for the activities will be sent to the trip organiser in advance of the visit.  Please note that risk assessments for the coach journey and at any other times are the responsibility of the school.
· First Aid - All our education staff are first aid trained and will carry first aid kits but schools should also bring their own and a designated first aider.  All accidents should be reported to the teacher and a member of our team.  Please advise us overleaf and on the day of the visit if any children have any medical conditions that require them to carry inhalers, Epipens etc. Please note that a designated adult from the school should accompany them at all times so they can assist with administering medication if necessary.
· Site Movement - Due to the nature of our sites, some of which may be used by the public, we ask that pupils move around the site by walking in pairs behind the activity leader with a designated adult at the rear of the line.
· Hygiene - We ask for your co operation in ensuring that pupils do not eat anything they find on the site and that they wash their hands before eating their lunch or a snack.  Please ensure that open cuts on hands are covered as a precaution against Weils’ disease which is a rare water-borne disease.  Trust staff will have plasters and gloves available for use if necessary when pupils are pond dipping.
Thank you for your attention.  We look forward to your visit!

