Your visit to Burwell House
Before the Course (* = documents available on http://www.burwellhouse.com/schools/downloads/)
*Code of practice/code of conduct - This sets out what you can expect from Burwell House and the expectations we have of our visitors. It may be worth discussing this with all course participants (pupils and staff) before arrival at Burwell House.
*Menu planner and Special diets – Please completed the forms and return them to Burwell House 3 weeks before your visit, with as much detail as possible on any special diets.

*Nominal role/Bedroom list/Emergency contacts/Visitor information – Please return this 3 weeks before your visit, marking the location of any likely bedwetters. Please continue to inform us of any changes in numbers / bed locations.
*Pre-course preparation – The best residentials are completely embedded within the school year, and will have significant pre- and post-visit input back at school.  We’ve noted some ideas here.
*Additional charges – Some activities carry an additional cost – details are provided.
*Kit list – Of particular importance are the requirements to bring indoor shoes (not slippers), and not to bring aerosol sprays (which set off our fire alarms). 

Accessibility – Please inform us of any children who have accessibility needs. If a child needs any 1:1 adult support to allow them to participate, there may be no charge for that adult, but we’d like to know about the support that these children require, and how we might be able to help.

Risk assessments – We hold the CLOTC Quality badge, which should assure visitors that all our processes and procedures have been thoroughly monitored and risk assessed. Schools should not need to see our risk assessments, for our activities, but are responsible for making risk assessments for other times, such as travel to and from school, emergencies overnight, etc.
*Burwell House diaries – A diary/journal is available for children to use whilst they stay at Burwell House.  Some sections are designed for filling in before the visit.  Schools wishing to use these should download one from our website, create them at school in the numbers required, and complete the relevant parts before the trip.
Bedroom labels – Creating labels for the doors of adults and children’s bedrooms gives a positive message to children who may be feeling vulnerable that the staff are accessible if needed.  There are slots on each bedroom door for A4 sized, portrait shaped, unlaminated labels to drop into.  Drawing bedroom labels can also be a great first night evening activity!
Wifi – the house has good wifi throughout the downstairs of the house, and some connection upstairs too.  Visitors will need to provide their own devices.
During the course 

Arrival and departure times – Groups should arrive no earlier than 10.15am on day 1.  Departures are usually directly after lunch on the final day between 2pm and 2.30pm.

Staffing - A member of our education staff will be with you from your arrival (or from just after breakfast) up until dinnertime each night.  Most of the activities you will participate in will be led by our staff, though we will ask that school staff are always present.  For any activities being led by school staff, teachers’ notes and resources are provided. It is helpful if you have decided your staffing for the various activities included in your programme in advance.  

Supervision – School staff are ultimately responsible for supervision of children, and some thought should be given to the level and nature of supervision required – particularly during free time and during activities where the children work ‘remotely’ in the garden, such as Orienteering.  Members of school staff should closely supervise children on climbing equipment and with the PlayPod, following guidelines provided. 
Indoor shoes – Children should bring a pair of shoes to wear just inside the house. This should be a pair of plimsolls, trainers or something similar, as these shoes will be worn outside during the fire drill, which involves walking down an external spiral staircase.  Slippers are not suitable.

Cameras – If the children are to bring cameras to the Centre, we will advise that they are left downstairs at all times. This allows the children easy access to their cameras and also reduces the risk of inappropriate photographs being taken in bedrooms. 

Food and drink – We ask that no food or drink be taken into children’s bedrooms, apart from a water bottle. If children bring any with them we will ask that it is collected and kept by visiting staff.  

Centre shop – The lead teacher will be given the keys to the shop for the duration of the visit.  If used, this is normally run by school staff in the evenings, selling a range of souvenirs and tuck. We suggest bringing no more than £8 per person (the most expensive item is £3.00).

First aiders - Although Burwell House has first aiders on the staff; the school are responsible for any first aid requirements for the children in their care. The school is also responsible for providing a first aid kit, and for administering any medication required by the group.  A secure area is provided to lock this away if required. 

Inhalers - Please ensure that children have access to inhalers at all times. It is also worth asking parents to check that children know how to use inhalers effectively.

Sending children home – Burwell House reserves the right to ask that children are sent home if it is felt they represent a danger to themselves or others through illness or behaviour. Please ensure that provision is in place for children to be collected should this become necessary.

Emergencies – In the event of an emergency, school staff are responsible for checking children are present, though Burwell House staff will make every effort to help manage the situation. Out of office hours, schools are left with appropriate contact phone numbers: 
· Property (Out of office hours) – Phone numbers for Burwell House staff are provided. They can contact any external agencies necessary once you have made contact with them.

· Medical (Out of office hours) - Contact 999 / local doctor / NHS Direct as appropriate.  Visitors are left with these contact numbers and the numbers for local 24hr taxi firms, and are responsible for the transportation of children in the event of an emergency.  
After your course

Evaluating – Every visiting school is issued with an evaluation form for school staff to complete. We take these seriously and strive to act upon any comments received.  We also endeavour to involve the children in providing feedback to Burwell House, by issuing groups with childrens’ evaluation forms, during or after the visit.  

Rebooking - We hope that you will wish to rebook!  Course bookings can be made up to 2 years in advance so please ask in the office.  Certain times of year become booked very quickly.
