Glyn-Coch Craft Centre Group Booking Form
Introduction.
We do not intend to put off potential visitors by insisting on an over formal booking procedure. We are a very small organisation and hope that one of the benefits will be that we are flexible enough to put you first. However what follows is a list of some of the information that we will need from you to ensure that your visit fulfils your expectations, is enjoyable and above all safe. 

You do not need to return this form with every box filled in, but the more information we have the better directed our efforts will be to ensure the success of your visit. You are recommended to visit us before the group comes to discuss details. This is strongly recommended if no one from your group has been here before.

Hazards
Most of the hazards here are natural, and even in the pottery most materials are also supplied to school craft rooms. However one has to be prepared for normal tumbles, and contact with brambles, stinging nettles, insects and possibly barbed wire. There is also a small risk of direct contact with animals or with objects with which they have been in contact. For this reason I carry antiseptic wipes with me when guiding a school party, and find that they are soothing for minor stings (e.g. nettles) as well. We have a basic (but inspected by the County Council) first aid kit in the tearoom, but this is designed for general public use. I would guess that an official school / college / care-home kit might have different materials, and would recommend that leaders bring a small kit more appropriate to their group.


Name of group

	
	



Address and phone number

	
	



Name of organiser

	
	



Phone and e-mail address of organiser

	
	



Name of leader on the day of the visit

	(If other then organiser)
	



Phone/mobile phone and e-mail of leader

	
	



Date of visit

	
	



Expected time of arrival

	
	



Expected Departure time

	
	



Number in party

	
	


	If children’s visit: age range of children

Ratio of staff/supervisors to children. (If fewer then 1 adult to 6 children we would need to find extra help.)



	Required activities and expected level of achievement.

We are not teachers, but telling us what the educational objectives of the visit are will remind us to show you the relevant features.
	


	
	


	HEALTH 
1) (We don’t mean to pry, and do not wish to turn anyone away. However knowing that people may be affected allows us to 

2) Ask for more information if we need to

3) Tailor the visit so that everyone gets what they want.

4)  Some conditions may not affect the planning of the visit, but knowing of the condition may prevent us intervening inappropriately, or may help us to give correct first aid, when required. 

5) Knowing that signers use Makaton or BSL etc. is also helpful.

Please give us an idea of the numbers that might be affected

	


Physical Disabilities

.

	
	



Learning difficulties

	
	



Allergies

	
	



Phobias (We all have them, but we need to be warned if someone is likely to collapse into a speechless jelly at the site of a spider etc.)

	
	



Known sensitivities to chemicals plant extracts etc.

	
	


	Other medical conditions, which may affect a visitor’s enjoyment of the visit



	
	


	EMERGENCY PROCEDURE


	

	Thelma is our first aider. The first aid kit is in the mirror cabinet in the tearoom kitchen.


	Fire/ alarms are manual, there are hand-bells on the shop counter, on the table in the pottery and mounted on the wall by the door of the house.



	

	Fire extinguishers are by the door of the pottery, shop, and the entrance to the tearoom kitchen



Standpipes are in the car park and by the main entrance of the Nissen Hut. (Look for yellow buckets.)

	

	

	Telephones are on the shop counter and to the right of the pottery window (near electric potter’s wheel) in the pottery.


	In emergency visitors must meet on the grass car park (drive side of toilets) and wait for instructions.



	

	Once emergency services have been called no one should leave until given the all clear by a member of the emergency services or by the proprietors. (This is to ensure that the drive remains clear for emergency service vehicles

	

	
	



Lost Property

During the visit people may change clothes, e.g. before making a pot or before going on the walk, and at these times may lose clothes, etc. Please try to ensure that clothes and other property are picked up before leaving. Please tell us how to return them to you if they are forgotten.

Hand Washing

It is very important that visitors wash their hands after completing an activity, before eating and before leaving. This is especially so, as we have farm animals on site. It is a good idea for group leaders to bring antiseptic wipes with them so that hands can be wiped immediately after known contact with animals or animal matter. Children should be taught correct NHS hand washing procedure. (Or the equivalent method adopted by relevant authority for your group.) Failure to obey personal hygiene recommendations exposes visitors to the risk of e-coli infection. (No specific risk has been detected here, but the organism is present in most healthy farm animals, and we believe that its is important to take precautions..)

