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TOWNSEND CENTRE

Notes for Teachers
TOWNSEND RESIDENTIAL STUDY CENTRE

Notes for Teachers

Notes for Party Leaders – Secondary weekend groups
These notes are intended to try and make your stay at the Centre a happy and harmonious one.  They are also intended as a checklist to help you gather essential information for your visit.
6 MONTHS IN ADVANCE OF YOUR VISIT:

If relevant, the centre will write to you confirming your booking and check the number of pupils you wish to bring.  If you have not used the centre before, and wish to come for a pre-lim visit and/or to discuss your programme of study, you are most welcome to utilise our bungalow accommodation for this purpose.  A member of our teaching team will happily show you around, talk through all relevant centre information and programme ideas.  If you wish to arrange a visit just contact the office anytime before 1.30pm.  

All relevant information that you will need for your visit can be down loaded from our website:

www.widehorizons.org.uk (then click on the Townsend Centre).  All the following pre-lim resources are available in the resources section, as are risk assessments, and activity information is held within activities/programmes sections.   If you cannot access any of the following information please contact the centre and we can assist.

Your programme:

The cost of your weekend visit doesn’t include centre teaching.  However, if you require teaching we can arrange this with you.  We have devised numerous sessions from which you can choose and develop your programme (see website or enclosed leaflet), and we are happy to work with schools to adapt sessions for their specific needs.  In the evenings, although schools run their own activities, we can give you many ideas/resources for activities or follow up work during these times.
Accommodation:

The centre has 3 dormitories.  Normally we have 2 schools on site at one time, the smaller group use Peveril dorm, and the larger group is allocated Durlston and Ballard dorms.
Peveril dorm holds 28, with pupils in rooms with 4 beds and a couple of rooms with 2 beds.  Inside the dorm, there are 2 en-suite staff rooms at either end of the dorm, separate from pupil accommodation.

Durlston and Ballard dorms hold 24/26, and are more open plan, with 12 beds in each side of the dorm.  There are 3 staff bedrooms in each, and access to staff rooms is through the dormitory.  One staff room is en-suite, the other 2 have their own shower room but it isn’t en-suite and access is through the dormitory.  Due to this set up, allocation of staff needs to be carefully considered.
LEADING UP TO YOUR VISIT – RELEVANT PRE-LIM INFORMATION:
· All contact information and medical information needs to collected on individual student medical forms.  The party leader must be aware bring all medical forms to the centre and keep them close at hand.

· Contact and medical information should be summarised on the centre ‘Nominal role’, and a copy given to centre staff on arrival.  The party leader must make the Head of Centre aware of any necessary medical information that may require extra knowledge or special arrangements.
· Dietary information needs to be summarised on the dietary sheet and faxed to the centre.
· Accommodation plan needs to be completed with the names of the students and staff in appropriate dorm areas, and then faxed to the centre.  Bedding will be laid out accordingly, and the list then doubles as a fire plan.

· Weekend information sheet – this summarises for us basic information for your weekend stay.  This needs to be faxed to the centre.

· We are happy to discuss possibilities with you for a programme of study.  If you require centre teaching, a programme needs to be completed, signed by your head teacher and faxed to the centre.  If no centre teaching is required, we still find it useful to have a programme of study, so that we can assist with advice, equipment etc. 
· Relevant risk assessments need to be written by the group leader prior to the visit.  These need to relate to any activity/event being led by the party leader.  The centre holds many relevant risk assessments on our website which you are welcome to use for essential information.  The centre has carried out risk assessments for all sessions both on and off site and takes full responsibility for the safe running of centre led sessions.  We also have risk assessments for all areas of centre operations.  If you need further information, please contact us directly.  
TWO WEEKS BEFORE YOUR VISIT:

Please send or fax : 

· List of dietary requirements

· Accommodation layout for girls, boys, and staff

· Weekend information sheet

· Signed copy of programme, agreed by head teacher (esp. if centre involved in teaching) 
TRAVEL DOWN AND ARRIVAL PROCEDURE

· Group arrives at the Townsend Centre in the afternoon – no later than 5:00pm
· Pupils take their luggage to their rooms and make up beds – this needs to be supervised and checked!!!!
· Introductory talk by Centre staff (approx 10 mins)

· Pupils unpack while staff check arrangements and programme with Party leader.
· Talk with party leaders;.  Copy of Nominal Roll to centre.  Any changes need to be made to dietary information, nominal roll, fire plan etc.  If changes need to be made to the teaching programme, a form must be completed and signed by the Party leader.  Other information given -  H&S contacts /safety /practical information/fire information.
· Fire drill 
DURING YOUR STAY 

Health and Safety

[image: image1.png]
Fire Information

Relavant fire information can be downloaded from the website.  At night when centre staff are absent, the Party Leader becomes the fire Controller and must follow procedures as outlined in the information and as explained on arrival.  The centre upholds a very strict no smoking policy throughout the site

Supervision 

There must always be a teacher on site with the group, including after lights out.  At night, once students are settling in dorms, we strongly advise that one adult remains in the dorm to ensure the security of the pupils
Student/teacher ratios

Schools must ensure that they bring the appropriate number of adults and qualified teachers based on the centre’s ratio of 1 adult:10 pupils.  Even if the group is very small, 2 adults are required as a minimum, male and female for mixed groups.  For groups up to 30, one adult must be a qualified teacher and for groups with over 30 pupils and 2 adults must be qualified teachers.  
Centre Duty Staff 

A point of contact will be given throughout your stay at the Centre.  Refer to the notes in your bedroom for the emergency telephone numbers.  Jimmy Hollywood our Premises Assistant always tries to be contactable, but other points of contact are always available in his absence.
Centre Security

The gate at the bottom of the drive is locked by centre staff after 5.30pm.  Groups accessing or leaving the centre need to lock the gate accordingly.  The code is 2448, the last 4 digits of the centre number (check your key ring).  A small black button releases the lock once the number has been dialled.  Please scramble the numbers once access has been gained.
Leaders in charge of school parties will be responsible for ensuring that:
· all medicines are in their possession and secure from misuse

· the group is equipped with suitable clothing, sun cream etc.
· the swimming / paddling guide lines are adhered to

· when on group walks, there needs to be staff at the front and back of the group.
· they have the centre telephone number, address & relevant mobile numbers 
· medical/consent forms are taken on all off site visits

· first aid kits are taken on all off site visits

· all accidents/near misses are reported to centre staff and forms completed

· the no smoking/alcohol policy is upheld

· food is not taken into dormitories

Unwell Student
Supervision has to be undertaken by the school as no nurse is available.  Serious medical cases must be dealt with by the local medical services and centre staff will assist fully with the necessary arrangements for this.  If the student is then unable to continue with the planned programme, a decision will be made as to whether he/she should go home.  
ON SITE FACILITIES

Telephone 

· Official calls may be made in the office

· There is one pay phone in the Poole Room (Swanage 422448 - no operator connected or 118 services available).  
Field Lab & Classroom  

· Pupils should not be left unattended

· Library books are checked at the end of visit

· Other materials are available on loan

Dining Hall 
· It is important that groups arrive on time for their meals.

· Breakfast 8:30 am 

· Evening meal 6:00 pm

· Helpers are needed 10 mins before meal times to lay tables 
· A menu for the week is made available on arrival.

· The students are provided with supper 

· Let us know if a student will have a birthday whilst he or she is here

Staff room  

Tea and coffee items are available and cheese and biscuits are supplied for the evening

Dormitories 

· Each pupil will have wardrobe and drawer space for personal effects

· Dormitories should be locked when teachers are not supervising them or groups are out.
· Wellingtons/outside boots are to be placed in the shoe racks provided.
· No food or drink should be taken into the sleeping accommodation, especially sweets

· The dormitory should be made tidy before breakfast and checked by school staff

· Doors can be latch locked from the inside. 

Drying Room 

For all wet clothing/wellingtons. Careful arrangements will ensure efficient use of space and heating.

Recreation 

· Indoors the Poole Room has TV, pool tables, table football.  There is also a table tennis room

· Outdoors the grassed areas near the Field Lab and Classroom may be used for organised activities
Damage and Maintenance 

Please report any breakages or non-working items so that they may be put right.

Breakages and Losses 

Any breakage, loss of equipment or damage to buildings which in the opinion of the duty staff, occurs as the result of careless or malicious action will be charged to the school/organisation which caused the damage or loss.

Post 

Two post boxes are nearby: one on the High Street and one towards the hospital.

DEPARTURE ROUTINE

We ask that:

· All visitors strip their beds prior to departure

· All bags are vacated from the dorms prior to breakfast at 8.30am

· All visitors need to have completely vacated dormitories by 9.20am

· Any litter around the site is correctly disposed of

· Any equipment borrowed is returned

· The Party leader completes an evaluation form

PAYMENTS

· Main invoice for board/lodging is sent direct to the school from Widehorizons Education Trust
· Transfer coach is invoiced directly to the school from coach company. 
· Excursion coaches put on main invoice from Centre. 
· Tuck shop: cash or cheque payable to The Townsend Centre to be paid to the office.

· Speakers, museum entry fees, and donations need to be paid on the day in cash or by cheque.   We can offer free entry for schools using National Trust establishments.
OTHER USEFUL INFORMATION FOR SECONDARY GROUPS

SMOKING



The centre upholds a very strict no smoking policy throughout the site
OFF-SITE


At Leaders discretion.  Please be aware that local youths can cause trouble for visiting groups.  Most groups therefore limit visits off site and make sure they are fully supervised in the evening.
ALCOHOLIC DRINK 

None to be brought on site by students.

SHOPPING



Be aware of shoplifting: particularly 'easy' in Swanage.

QUESTIONNAIRES


Disliked and banned in Swanage.  If at all then very short and only by a small number.
PERSONAL PROPERTY 

If allowed, music units to be used in the dorms or classroom.  No responsibility can be accepted

by Centre staff for items left unattended.

GRAFFITI


All units are checked before you arrive.  Any graffiti found during your stay must be removed by

the school.

PLEASE NOTE:

· Taking specimens of plants, animals or rocks is prohibited 

· No live seashore animals should be brought back to the Centre

· Please stay on footpaths

· Please ensure that no offence is occasioned by pupils' misconduct
One of the accompanying teachers must be an experienced Party leader as he/she will take full responsibility for the student’s welfare at times when sessions are not being led by centre staff and overnight.  As there is no residential accommodation for the Head of Centre on site the party leader becomes the Health and Safety Manager at such times.
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