Date of visit:

______________________________________________________
Date of pre-visit:
______________________________________________________
Group Visits to Bedfont Lakes / Hounslow Heath
Booking Form
SCHOOL DETAILS
Name of School/group:
______________________________________________________
Has the school/group visited us before:
Yes  /  No
Address:


______________________________________________________




______________________________________________________




______________________________________________________
Name of contact:

______________________________________________________
Phone number(s):

______________________________________________________
E-mail address:

______________________________________________________
How did the school hear 



about our education 
______________________________________________________
programme?

GROUP DETAILS
Year / Age group:

______________________________________________________
Number of pupils:

______________________________________________________
Number of teachers/

______________________________________________________
assistants:
Any allergies/disabilities/
______________________________________________________
medical conditions 

we should be aware of?
______________________________________________________
Time of arrival 

______________     until   ___________________
and departure:
  
Mode of transportation:
Walking / Coach / Other: ___ _______________________
Please contact us if you have any questions about transportation
If coming to Bedfont Lakes
Which entrance will

Clockhouse Lane / Bedfont Road (please delete as appropriate)
the group arrive at?

The activities will take place near the Information Centre, which is situated at the Clockhouse Lane entrance, however rangers will be happy to meet your group at the Bedfont Road entrance if you will be arriving there.
EDUCATION PROGRAMME DETAILS
Topic of study at School/badge: 
___________________________________________________
Main activities to be included: 
___________________________________________________ 
___________________________________________________
Programme for visit (to be completed by Ranger):
	Time
	Activity
	Comments

	
	Arrival and Introduction (10-15 mins)

TBC
Depart back to school / home
	


NB:  If your group is being split in to sub-groups, please arrange this if you can before arrival 
Cost:



£ (as indicated in Terms and Conditions overleaf) 
All cheques payable to Continental Landscapes Ltd. 

Please bring payment with you on the day.
Signed by teacher/leader: 
________________________________  Date ______________________
Print name: 


___________________________________________________________
FOR RANGERS USE ONLY:
Notes: Who led visit? Any changes to programme and reasons? Any suggestions or other feedback?
Terms and Conditions and Teachers Notes
COSTS
£2 per child for ranger-led visits up to 3 hours in duration / £3 per child for ranger-led visits over 3 hours in duration
Payment by cheque or cash on the day if possible. Please let the rangers know if you require an invoice.


The following notes set out our standards for ensuring that groups visiting our sites receive the level of supervision necessary for their safety and for a valuable learning experience.

HEALTH AND SAFETY
Please follow guidelines set by your Local Education Authority or parent organisation with regard to taking groups on trips and carrying out fieldwork. Schools/organisations are responsible for the safety and well being of the children at all times, including during guided activities. Groups of children must be accompanied by a responsible adult at all times. Schools/organisations are responsible for completing their own independent risk assessments and lost child policy and conducting any site visit that may be required prior to the group’s outing. We can provide generic risk assessments (as a guidance document) and you are welcome to use the information in this form to help you complete your own risk assessment.  If possible, please provide rangers with a copy of your risk assessment prior to your visit.

FIRST AID PROVISION 

It is the responsibility of the school or organisation to provide first aid kits and qualified first-aider(s) appropriate to the size of the group. It is the responsibility of the teacher or leader or child's guardian to carry and administer any medication that may be required.

RECOMMENDED PUPIL TO ADULT RATIOS 

For children aged up to 5 years a ratio of 3:1 (pupil:adult) is recommended

For children aged 6 to 8 years a ratio of 5:1 (pupil:adult) is recommended

For children aged 8 to 18 years a ratio of 10:1 (pupil:adult) is recommended
Please do not include the rangers in your ratios

DISCIPLINE

Please be aware that the Rangers are not responsible for discipline of pupils and expect teachers/assistants to actively maintain control of the group.  Should a child pose any danger to the rest of the group, he/she will no longer be able to take part in the activity. 

SUITABLE CLOTHING

It is the responsibility of the school to ensure that children have adequate waterproof clothing and appropriate footwear for the activity (wellingtons or sturdy shoes) which they do not mind getting a bit dirty. Sun hats, sun cream and bottled water are advisable in hot weather. Long trousers are recommended to avoid grazes, scratches and insect bites. 
CANCELLATION OR ALTERATION OF ACTIVITIES 

Although we appreciate that this may cause inconvenience to the group concerned, the rangers may cancel or alter agreed activities under any of the following circumstances at their discretion:

· If inclement weather makes the activity unsuitable.

· The behaviour of a pupil or pupils is endangering themselves or others.

· Not enough adult supervision is available (or any other Health and Safety concerns).

· Other circumstances beyond the Ranger's control.
If the school decides to cancel or postpone the visit, please let us know as early as possible (there will be no charge).
HAND WASHING
Although it is rare, Weils Disease (which is passed on from Rats Urine) can be contracted from bodies of water. It is essential that children wash their hands after activities to avoid bacterial infection, particularly after pond dipping and before eating. You may want to bring anti-bacterial hand cleansers or wipes for use between activities.
INSURANCE

Continental Landscapes ltd has its own insurance for any accidents that occur on our site but all groups visiting the site should have adequate insurance cover for their visit.

LUNCH ARRANGEMENTS
At Bedfont Lakes, lunch can be eaten on benches outside the Information Centre, on the grass, or inside the Information Centre (please note that space is limited to a maximum of 30 people in the Information Centre).  We do not have facilities to prepare food but lunchboxes and bags can be stored in the Information Centre at your own risk.

At Hounslow Heath we have toilets and hand washing facilities but no undercover/classroom area so lunch must be eaten outside.

For further details or to discuss your group’s requirements please contact us.  We are only too happy to help. 
	Carolyn Herbert
Education Ranger
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