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In addition to this booklet you will be sent:

· Standard programme for either a

-Primary School group

-Secondary School group

· Information for Students and Parents (please photocopy one per pupil)

· Parental consent form (please photocopy one per pupil)

· Bedroom list

· Activity/Duty Group list

· Course Aims and Programme form

· General Course Administration form for pupils

· General Course Administration form for staff

· Staff Medical form (please photocopy one per adult)

· Insurance Statement

· Local Access charge

· Deposit Invoice for the course

· UPN form

Introduction

Thank you for organising your course at Woodlands.  This booklet contains essential information to assist you with course administration and planning. 
Working in partnership with you we aim to provide a high quality course that will suit your needs and requirements. To do this we will ask you to send us your course aims well in advance, this will allow us to plan and draw up a course that is best suited to your needs.

You should also refer to the enclosed ‘Information for Students and Parents’ leaflet for additional information.  

The timescales requested are essential for us to complete our administration in advance of your arrival. Please make every effort to follow them, however if you experience difficulties with this then please contact the Centre.

If you are sharing with another school please ensure that you discuss arrangements with them before returning forms etc to the Centre.

In planning this course with your EVC please note that the Centre has its own Risk Assessment procedures and Health and Safety documents, these can be viewed at the Centre should you wish to do so. By using an Oxfordshire Centre the bulk of your work in terms of risk assessment is taken care of.

All curriculum related (and other) material used in support of your course will be fully explained on arrival. If you would like copies please feel free to ask and we will gladly supply them.

I appreciate that this admin will take some time but can reassure you that it is vital to help us to design and deliver a course suited to your needs.  Please feel free to contact the Centre if you would like to discuss anything, particularly if you have specific ideas regarding course design and content. 

Please ensure that your Deposit Invoice has been paid before you set off. Advice received suggests that failure to do so might result in the Insurance Company not recognising or meeting any resultant claims.

Many thanks for your time and effort. We look forward to meeting you soon.

Yours sincerely, 

Chris Pierce

Head of Centre

Woodlands Outdoor Education Centre

Tel: (01497) 847272

Glasbury on Wye




Fax: (01497) 847447

Powys
Via Hereford




e-mail:    cpierce.woodlands@ocnmail.net
HR3 5LP






   aclipson.woodlands@ocnmail.net 








Website: www.woodlandsoec.org
Our contribution to raising pupil achievement

We use challenging programmes of outdoor activities; social interaction and responsibility for domestic routines to build self-esteem, co-operation, trust and independence. All pupils are given the opportunity to lead and are taught about hazard recognition and risk control. By the end of their course pupils will have developed a deeper understanding of themselves and the contribution they can make to group success. They will have a broader understanding and appreciation of the natural environment and how to reduce the impact that we have on fragile habitats. Teachers frequently report positive effects on pupils of all abilities on return to the classroom. Pupils will return home buzzing with memories that will last and influence them into the future. 

The educational contribution of our courses:

Our courses contribute to the following curricular areas, differentiated for each key stage:

. 

PSHCE
Health and Safety Education

Citizenship
Key Skills

Curriculum specific
Sustainability



Curriculum

At Woodlands we have developed a curriculum that specifically focuses on individual and group development.  We use a range of challenging outdoor activities and venues to concentrate on:

Self Awareness
Communication


Interaction with others
Responsibility


These are further developed through a series of differentiated criteria detailed in the Group Development Profile. We will provide you with copies of these reports at the end of the course and you are also welcome to take copies of the criteria if you wish.

Group Development Profile

This is used for each activity group to chart individual and group progress. It forms the basis of the daily morning staff meeting between the visiting staff and the Woodlands teaching staff. We complete these at the end of each day and your involvement in this process will be valued and appreciated.

Reviews
All participants are actively involved in a series of reviewing and goal setting processes designed to maximise successful learning.  Participants will learn to give and receive praise and positive criticism from their peers.  This area of student self-evaluation is an extremely important part of the course.  We also use elements of Assessment for Learning and Social and Emotional Aspects of Learning throughout our teaching.
Recording Achievement

· Course participants are provided with an end of course certificate detailing achievement

· Each school will be provided with a CD of the images taken during the week. This will also contain a slide show for your use back in school.

Sustainability

The Centre has ECO Centre status and will actively involve your pupils in developing good practice throughout all aspects of the course.

COURSE AIMS

Establishing your course aims 

In order for you to get the most out of your course please take some time to identify your specific aims.  We strongly advise you to discuss details prior to filling in the course aims and programme form. We will do our best to help you get the course planning right for you and your pupils.

Issues to consider when setting you course aims and programme

· Will this be a first trip away from home for some / all of your pupils?

· Have any pupils been on a residential outdoor education course before? How will you plan for and develop prior experience?

· Are you bringing a whole class group or will this be the first time together for some pupils? What will be the implications? 

· How will you reflect pupil ages and ability levels / experience in your aims, programme and selection of activity groups? 

· Do you have pupils with specific needs? 

· Do you have specific ideas for inclusion in the programme?

· Are you able to involve your pupils in the setting of course aims and course content?

ACTIVITY PROGRAMMES

Choosing your activity programme

Please consider the ages and ability levels of your group when deciding. An example of our ‘standard’ activity programme is provided for your age group. We can of course alter your programme to meet any specific aims that you might have – please contact us if you have any queries. Please note that the activities may change in accordance with the weather conditions and needs of the group.  Please let us know as far in advance as possible if you would like to take advantage of an overnight expedition as part of your course.
Activity programme – choosing the activities

Activities to choose from include;

Whole day activities
     
     Half day activities

            Evening activities

Caving 


     Jungle Gym


Orienteering

Rock climbing
+ abseiling
     Orienteering


Problem solving

Mountain walking

     Local hill walk


Woodlands quiz

Gorge walking

     
     Abseiling



Night walk



Canoeing


     Pony trekking*


Indoor Climbing wall *
Kayaking


     Climbing wall*


Self-programmed activity

Pony Trekking*

     Leisure Centre*


Leisure Centre *

*These will incur additional costs and please contact the Centre beforehand 

Expeditions
The Centre is able to offer training and assessment for the DoE Award. If you would like this to be included in your programme then please contact us in advance.

PREPARING YOUR GROUPS

Experience has shown that the more prepared the group the better the course outcomes. 
Listed below are some ideas you might find helpful:

· Explain course aims and expectations to all involved in the course, including other staff and adult helpers 

· Ensure that all individuals know exactly what will be required of them during their stay

· Let all pupils know which bedroom / activity / duty groups they are in, unless you have specific reasons why this should not be the case

· Explain the importance of domestic routines and why they need to operate (explained on Pg 5)

· Ensure that pupils know exactly what clothing they need to bring with them – preferably labelled  (this helps to avoid the ‘jumble sale’ of lost property at the end of the course)

· Collect in pocket money

· Ensure pupils do not bring mobile phones and other valuable items

· Explain that this will be a school course and not a holiday 

· Ensure that parents are informed of course and programme requirements; course aims; contact details; travel arrangements (particularly for the return) and that the activity programme is a guideline and can alter according to the needs of the group and weather conditions.
· Please refer pupils and parents to our website: www.woodlandsoec.org
GROUP SIZES

Total group size – single school courses

We can normally accommodate up to 60 students.  You have already confirmed a set number of places for your course. Please remember that you will be charged a deposit of £75 for this number of places unless you have contacted us at least 4 months before the course start date. A full charge for this number of places will be made unless you have contacted us at least 3 months before the course start date.  If you wish to book additional places please contact the Centre. 

Total group size – additional information for shared courses

Where possible, mixed school groups should reflect similar ages of students and similar aims.  Please let us know if you require any guidance or assistance.
Activity Groups

Group size up to 12 = 1 activity group 
Group size up to 36 = 3 activity groups

Group size up to 24 = 2 activity groups 
Group size up to 48 = 4 activity groups

Group size up to 60 = 5 activity groups

It is advisable to have 1 adult per activity group, in addition to the Woodlands member of staff.

Please divide your group into activity groups with a maximum size of 12.  We recommend that you mix your groups if you are sharing with a school whose pupils are of a similar age. 

SAFETY
At your Parents Evening you may well be asked about the nature of the programmed activities and the safety of them. This might be of help:

Instructional staff at Woodlands are either qualified teachers or qualified instructors and all hold a wide range of National Governing Body Awards. All are experienced and qualified for the activity they are teaching. Every 2 years Woodlands is inspected by the Adventurous Activities Licensing Service (AALS) and holds an operating Licence. LEA Officers and Advisers monitor the work of the Centre.

All participants are required to follow safety instructions. Additionally they need to assume responsibility for their own actions. Failure to do so could compromise the safety of themselves and others.

If you have any questions you feel you cannot answer please refer parents to the Head of Centre.

CANCELLATIONS
Please note that your course is subject to the booking conditions agreed previously (SEE PAGE 9). In the unfortunate event of you having to cancel places you may be eligible to claim under the Insurance scheme. To do this you will need to:

· Have paid the deposit invoice

· Contact Insurance Section (OCC)

· Inform the Centre as soon as possible

DOMESTIC ARRANGEMENTS
All pupils will be fully involved in the domestic routines of the Centre. These only take a short amount of time and are designed to promote greater ownership and responsibility for the course. This will involve at some stage:

· Keeping bedrooms tidy (we will run a bedroom competition each morning to assist with this)

· Being part of a duty group system that will help with serving and clearing away meals, laying tables, emptying the dishwasher, stacking clean crockery onto shelves, ensuring the Dining Room is ready for the next meal. All pupils will have responsibility for an evening meal and breakfast during the course

· Responsibility for following the Centre ECO Code

· Responsibility for cleaning a designated area of the Centre – typically this takes about 5 minutes and is undertaken each morning

· Being responsible for all personal clothing and centre issued kit (e.g. boots, fleece, waterproofs, rucksack etc)

Bedrooms

Please find enclosed a bedroom list showing the maximum occupancy for each room.  If sharing your course please discuss these with the other school(s). These guidelines will help you when deciding on room groups:

· Each floor should be designated ‘single sex’

· Try to prevent problems by separating potentially troublesome pupils

· Ideally there should be one adult on each floor

Daily Routine

In order to get the most out of your stay we recommend the following time schedule and encourage punctuality.  We can of course alter some times if you wish.
Timings in brackets refer to primary school groups.

7.15           
Wake up. Pupils clean bedrooms and prepare for the day.

7.55          
Duty group prepare dining room for breakfast.

8.00 – 8.30  
Breakfast. Duty instructor arrives.

8.45

Pupil room check and duties.

9.00

Staff meeting (Woodlands instructors and visiting staff).

9.15 Pupil meeting with Course Director in Lounge.

9.30

Activity groups meet instructors for day’s activities.

4.30 – 5.00
Return from activities. Shower etc.

5.50 (5.20)
Duty group prepare dining room for evening meal. 

6.00 (5.30)
Evening meal.

7.30 approx.
Evening activity.

9.30 Duty instructor leaves. Visiting staff responsible for settling group

Please let us know your pupil bedtime requirements when you arrive.

Duty Groups

For any group size please organise 4 duty groups.  If possible, these should be the same as activity groups.  Please note, if you are arriving on a Sunday then you will need to organise 5 duty groups.

TRANSPORT ARRANGEMENTS

We will arrange coach transport to and from the Centre (Tappins Coaches 01235 819393). If you have specific requirements please contact the Centre first as the company will only act on our instructions.

The pick up time is generally 7.45 am on Monday from School.  Where 2 or more schools are sharing, you will be advised beforehand of scheduled times. For courses arriving on Sunday the pick up time is usually 2 p.m.

Departure time from Woodlands is 5.00 p.m. with arrival at school approximately 8–8.30 p.m.

Woodlands operates a fleet of 5 minibuses, all of which have 3 point seatbelts. All Woodlands teaching staff are qualified under the LEA guidelines to drive these vehicles.

AT THE CENTRE

On arrival

Please report to the Main Office 

Coach

Please ensure that your group leaves the coach clean and tidy.

Meals

The course is fully catered. Parents are asked to detail any special dietary requirements on the Parental Consent form. Please also let us know of any staff requirements.  Please note:

· On arrival at the Centre lunch will be provided before going out on activities. 

· For courses arriving on Sunday an evening meal will be provided.

· A light snack will be provided before you depart on Friday.

Medication

Please ensure that all prescribed medication is collected before arrival at the Centre. We can assist you with storage but it will be your responsibility to arrange for the administering of this medication.

Please ensure that the Centre is notified of pupils (and staff) requiring prescribed medication and also of those pupils who have specific medical requirements and needs. These will be discussed at the first staff meeting and all information will be treated confidentially.

Pupil pocket money and valuables
A safe is provided for secure storage of these items. 

Centre Shop
We have a small shop selling a range of postcards, stamps, souvenirs, T- shirts, hats etc. some of which are Fairtrade products. Please refer to our website for prices. We can send a pre order form to you if you wish. The responsibility for running the shop is normally that of the visiting staff team, we do advise limited opening to make things easier for you.  The shop runs on a credit system and a spreadsheet will be prepared for you.

Group Photo

We will arrange for a whole group photo to taken, this will be recorded onto a CD for you. 

Contacting school / parents

Please ask and we can make a phone available for you.  It is advisable to ensure that pupils and parents do not make unnecessary contact during the course. We request that mobile phones are collected for the duration of the course.

Your facilities
Details of these will be explained on arrival.  
Access Charge

Please pay this direct to Annie at some stage during the course if you have not already sent it.

Final Course Invoice

This will be sent directly to your Finance Officer once the course has been completed.

Evaluations

Your comments and feedback are valued and extremely useful to us as they help us to monitor our courses and improve our service to you.  We will ask you to complete an end of course evaluation, usually on the last night.

YOUR RESPONSIBILITIES AS VISITING MEMBERS OF STAFF

The role that you and your colleagues play during your course at Woodlands is extremely important and we greatly value your input and contributions.  Your work will have a significant impact on your group and on the tone of the course.  We will work closely with you during the week to ensure that we deliver an enjoyable, challenging and educational experience for your pupils. 

The following list details your main responsibilities during the course:

· Monitoring course aims and discussing pupil progress with Woodlands staff

· Supervising ‘get up’ times (7.15 to 7.30am), and preparation for the day. 

· Supervising breakfast (8 – 8.45 am). 

· Supervision of the duty group in the scullery and dining room areas

· Supervising down time when not on activity and ‘bed times’. Please ensure your group is orderly and settled overnight.

· Liaising with (and assisting) Woodlands staff over disciplinary issues.

· Overseeing the pastoral welfare of the group and advising Woodlands staff of any issues arising.

· Running the Centre shop for your group and keeping accurate accounts. 

· Assisting with the daily programme – this will depend entirely on your own level of experience and qualifications – together with your course aims.

· Assisting the Duty Instructor with the evening programme.

· General supervision of your group whilst in the house/grounds and during those times outside of programmed activities.

· Completing a course evaluation sheet to help us to improve our service.

Depending on your activity programme you may be asked to:

· Supervise some (not all) of the evening duties – we will brief you on how to do this and provide relevant materials.

· Drive minibuses – subject to OCC driving regulations

ON CALL RESPONSIBILITIES

A member of the Woodlands teaching staff will be on call each evening during your course. This will give you essential back up should you need it during the night however please note that Centre staff are not resident during this time. The system will be fully explained to you on arrival.
COURSE CHARGES AND INSURANCE

The total cost per place for a standard 5-day course will be £285.00 per pupil (where you are arranging your own transport please contact the centre for a price). 
This is made up as follows.

Board and Lodging

This is a legitimate charge to parents.

Transport

The transport cost for residential visits cannot be charged to parents if the course takes place in school hours or outside school hours but is required by the National Curriculum or as part of the syllabus for prescribed examinations.  However, voluntary contributions can be sought.

Insurance

Insurance cover for participating pupils/students and adults on courses at the centres will be provided automatically dependent on payment of deposit invoice.  The cost of this cover (which includes travel) will be added to the charge for the course and no other insurance cover will be necessary.  This charge is to be met by the school but voluntary contributions can be sought.

Deposit, Cancellation, Insurance & Charges

The school will be required to pay £75 per place as a deposit three months before the course takes place.  The full cost of the insurance (£1.75 per place) must also be paid at this stage.  The remainder of the charge, including transport, will need to be paid after the course takes place.

If the school cancels more than four months before the course takes place deposits and insurance will be reimbursed.

If the cancellation is within four months the deposit and insurance will be retained, and the school will be liable to pay the full charge if the places booked are not filled by another school.  
The insurance taken out provides for full reimbursement of deposits lost as a result of any entirely unforeseen event, subject to the insurers’ acceptance.  A £15 excess is payable, per person, per incident, in respect of any other claim.  Details of the insurance cover are enclosed.  

Please refer to the LEA Charging Policy for up to date details

IT RESOURCES

Digital cameras

We use these to assist pupil self evaluation. We have a camera for each group. Images are downloaded every day into group files. Each course receives a complementary CD containing the week’s pictures and reviews. On the Consent form is a section for parents to give their permission for images of their son / daughter to be included.  We will ask you if we can use any of your images on our website.  Please also refer to your school protocol.

Please feel free to bring your own cameras / digicams etc

Group PC network
Individual workstations including smart card / compact flash card readers are available. All groups are involved in recording their progress throughout the week. This is a useful aid for group reviews and preparing presentations.

Electronic Certificate

These will be available for individuals to select their own action shot. They can be printed off at school or at home.

Group CD’s

Available for a set price we will ask your group to order these during the course. The CD will contain images taken during the week of the respective group together with relevant supporting information.

Digital projector 

This is linked to the network. We have a full course presentation usually on a Thursday evening.

Smartmedia Boards

For use during the course to supplement teaching and learning, reviews etc.

DVD / Video/ Home Cinema 

Located in the student Lounge. An ideal way to wind down the evening after an exciting day out.  Complete with sound surround system. Can also be used to play audio CD’s. We do have a selection to choose from or feel free to bring your own films / music suitable for your pupils.

Tuck shop 
Using Excel spread sheets, set up for each course on arrival, this is an easy way to monitor shop accounts.

Website

The Woodlands web site is www.woodlandsoec.org.

Internet  / Email Access

This can be arranged for yourselves and for your group to contact school. Please ask on arrival.

CHECKLIST OF WHAT TO DO NEXT

A simple tick list for you to use:

	PLEASE COMPLETE AND RETURN AT LEAST 3 WEEKS PRIOR TO COMMENCEMENT OF YOUR COURSE
	Done?

	Activity and Duty Group lists

	

	Bedroom Group list

	

	General Course Administration form

	

	Course Aims and Programme form 
	

	Parental Consent forms (please double check that parents have signed these forms)


	

	Staff Medical forms 

	

	Pupils UPN Numbers


	

	BEFORE YOU DEPART HAVE YOU:



	Briefed your group regarding course expectations, individual responsibilities etc?


	

	Collected deposits?


	

	Processed and returned the Deposit Invoice to the Centre?


	

	Collected in pupil pocket money?


	

	Collected Access Fees (£1 per pupil)


	


Please note
The final invoice will be raised whilst you are at the Centre

Thanks for your hard work – we look forward to working with you soon
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