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Your Pack

Thank you for your interest in bringing your pupils to Manor Farm & County Park (MF&CP). Enclosed in this pack is all the information that you need to plan your day with us. Please read through it and either fill in the booking form and send it back to us or if you have any questions please give us a call and we can answer them for you. 

Contact School Bookings Administrator on 01489 772811 or email bev.brenton@hants.gov.uk
This pack contains the following: 
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          5.                   Essential Information 
          6.                   Educational Activities
          8.
           Staff Led Activities in Detail 
          9. 
           Booking & Availability
         10.                   Checklist Information for Teachers

         11.                  Information for Group Leaders / Adult Helpers

         12.                  Health & Safety Guidelines

         15.                  Education Visit Booking Form

         17.                  Education Visit Evaluation Form
Essential Information

Manor Farm & Country Park is a perfect place to bring learning to life. This unique site, right on the river Hamble offers something for all ages.  With a large 400 acre country park and  a wonderful historic farm, it is the perfect place for a school to enjoy and learn about this historic location. 

Manor Farm has been a working farm for over 600 years. The farm is set around 1850 -1950 period. With a chance to see many aspects of traditional mixed farming, and to explore the realities of everyday country life, Manor Farm provides a valuable outdoor and indoor learning experience.
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Educational Activities

We offer a range of activities upon request and subject to availability. All the activities can be adapted to suit your school group’s needs and to relate to the National Curriculum. 

Essential Information to be aware of when thinking of booking a school visit:

· All Educational group visits and support materials must be booked in advance.

· Bookings will only be confirmed with a booking form completed and a pre visit to the site.

· The farm is generally open for pre-booked school group visits during the school term, from February to November inclusive. 

· Appropriate footwear should be worn, since the farm can be muddy and uneven in places. Wellington boots are advisable in wet weather. 

· Please ensure you adhere to your governing body’s guidelines with regards to offsite activities and have informed the relevant people that you will be visiting the site. 

Staff Led Activities

We offer a range of exciting Victorian Life Special Activities for Key Stage 1 & Key Stage 2 pupils during term time and activities for community led groups which are led by our Social History Demonstrators and our Rangers. Teachers & Group leaders are encouraged to become involved in all the activities. For more information please see page 8 for details.
Self Guided Visit

Self guided groups have the freedom to enjoy the special atmosphere of the working farmyard and farmhouse while learning about rural life in the early part of the 20th Century. Please note that access to some areas, such as the milking parlour, school room and farmhouse, may be restricted before 1pm if they are being used by a Staff Led group. 
Suitability of Activities

All school and children’s clubs are welcome to take part in our education activities. Please contact the School Bookings Officer if you would like to discuss the suitability of any of the activities for children. 
Prices

Victorian Life Special Activities are charged at £6.00 per child. There is no charge for group leaders and adult helpers. Self guided farm visits are charged at £4.00 per child. As part of your education visit there is free parking for coaches and mini buses. 
Prices are reviewed each year as part of our pricing policy. 

Supervision

You and your adult helpers are responsible for the control and discipline of the children at all times. Please note the information given in the Health & Safety section.

Immediate supervision (i.e. every child must be accompanied by a responsible adult at all times), is required for all children up to the age of 18. Hampshire Education Authority guidelines for off-site activities such as MF&CP stipulate this and recommend a ratio of at least 1:6 adults for children under 5 years, 1:8 for under 8 years and 1:12 for 8 to 18 year olds, with a minimum of one qualified teacher for every group or class. Loco parentis remains with the accompanying teachers / group leaders throughout the visit. 
Please ensure that all teachers and adult helpers accompanying the party are properly briefed about their responsibilities and have all relevant information relating to the visit prior to arrival.
Refreshments & Lunch Facilities
Please note, for health & safety reasons, no food, including snacks or picnics, may be brought into or consumed inside the farm itself. Picnic facilities are available on the green outside the farm entrance / reception barn and also in Barnfield and Toplands areas of the Country Park. In the event of wet weather, cover is usually available for the children to eat their packed lunches. Please seek advice from the farm reception staff on the day. 

Refreshments, including tea/coffee and light meals are available on-site from the Café at Manor Farm, if required. The Café is situated between the farm car park and the farm entrance / reception barn and is open every day throughout the year. 
Toilets and Hand-Washing Facilities
The main toilets and hand-washing facilities, including provision for disabled visitors, are located just outside the farm entrance / reception barn. In addition, hand washing facilities are located outside the farmhouse, in the milking parlour and at the front of reception.
Clothing & Costume

The quality of visit, particularly for those participating in the Victorian Life Special Activities, can be greatly enhance if the children are able to dress in period costume. The discussion and investigation involved in researching the clothing of the period is one example of the many opportunities associated with the classroom study. 

However, MF&CP is an outdoor facility and it is strongly recommended that all visitors dress appropriately for this. Please make sure that all children wear suitable outdoor shoes that are flat and bring appropriate clothes to protect them from the prevailing weather conditions. The farm will be muddy following wet weather. Consideration should also be given for suitable sun protection in hot weather. 

Staff Led Activities in Detail
Below is a detailed list of activities that we offer. Please note that we can change some of the activities to suit the requirements of the group. 

Victorian Life Special Activities for KS1 & KS2
Our Victorian Life Special Activities start at 10.30am and run until 1pm. We have a variety of activities that can be catered to your requirements. A maximum of 4 can be selected. 

These activities aim to bring history alive as the children spend the morning working alongside ‘Victorian’ farm staff. 

Teachers and helpers are actively encouraged to assist with the delivery of the sessions, under guidance of the farm staff. 
Domestic Life - This activity focuses on Victorian life; looking at washdays, where children will get to have a go at using a mangle. Children will also learn about food preservation, cleaning and living arrangements in our Victorian farmhouse. 
Victorian School Room – A typical Victorian school lesson in our Victorian schoolroom. They will learn how to write with chalk & slate / pen & ink (depending on the age of the class). They will learn about  how Victorian children were disciplined and punished. Our Victorian teacher will get the children to do some simple arithmetic and spelling. 
Meet the Animals - Meet some of the smaller animals and discuss why they are so important on a Victorian farm and what they were used for. Children will get to explore what types of food are produced by farm animals.
Farmyard - Visit some of the bigger animals around the farm and help the farmer with his daily duties. In most cases, children will learn about the process of milking in our milking parlour and how milking has changed over time. Children will have the chance to learn how to hand milk a cow. They will also be introduced to other animals around the farm. 
Field to Table - This activity explores how crops are grown in the farmland fields and how they end up in food on our tables. Children will learn about the different crop production, how it is harvested and foods it can make? They will get to see the different types of grains grown on the farm and how it can also be used for animal feed, not just human consumption. 
Mini Beasts - Children will get to look at different invertebrates and bugs that can be found in our woodland, gardens and the wider countryside. They will also get to learn about how small insects survive thanks to the use of camouflage. 
Booking & Availability

Please call Manor Farm on 01489 772811 or email bev.brenton@hants.gov.uk to enquire about availability and to make a booking. Once you have provisionally made a booking, please fill in and return the booking form. Please also arrange a pre visit to the site. 

Pre- Visits

A pre-visit for all group leaders is essential for Staff Led activities in order to secure your booking. This not only ensures that the children will gain maximum benefit from their visit, but also gives teachers the chance to familiarise themselves with the workings of the site and to discuss the itinerary with the farm staff. To arrange a pre-visit please contact the Heritage & Community Engagement Officer on 01489 772812 or email Katherine.gardiner@hants.gov.uk 
Checklist Information for Teachers
Before Your Visit: 

· All educational group visits, both Self-guided or Staff Led Special Activities, must be booking in advance. This can be done by telephoning our Booking Officer on 01489 772811

· If booking a Staff Led Special Activity session it is strongly advised that teachers attend a pre-visit planning session with our Heritage & Community Engagement Officer on 01489 772812
· We recommend that you visit MF&CP prior to your intended sessions, to enable you to both familiarise yourself with the farm and to carry out your own risk assessments. 
· Please ensure that all teachers and adult helpers accompanying your party are properly briefed regarding their responsibilities prior to your visit. 

On Arrival:
· There is free coach parking for all school educational visit vehicles. 

· The farm is situated within MF&CP, the main entrance to which is at the end of Pylands Lane, near Bursledon; half a mile from Junction 8 of the M27. MF&CP is signposted from the motorway. However when planning your arrival times please note that the farm itself is situated a further 2 miles (approximately 8 minutes) beyond the park entrance. Please also allow time for checking in at the farm reception and use of the toilets.  

· On arrival, the group leader should report to farm reception for checking in and payment. A storage area is available in the farm reception theatre for lunch boxes and bags etc, which are left at the owner’s risk. Reception staff will direct you as necessary. If you are undertaking a Staff Led Special Activity session, our Education Staff will meet you at reception. 

During Your Visit:
· You are responsible for the safety, well-being and disciple of your children at all times, including during Staff Led Special Activities and particularly for Self-guided activities. If safety, wellbeing and disciple of children is not adhered to then MF&CP have the right to refuse a school visit. 
· Immediate supervision (i.e. every child must be accompanied by a responsible adult at all times), is required for all children up to the age of 18. Please see the Supervision Section, page 6 for details.

· In the event of a minor first aid incident please make your way to the main reception. In the event of a more serious incident please contact the nearest member of staff. 

· In the event of / discover a emergency situation please contact a member of staff immediately. 

After Your Visit:

· You will be asked to complete an evaluation form for yourself and your class. We value any feedback or suggestions from our visitors. 

Information for Group Leaders / Adult Helpers
Thank you for offering to help with your school visit. Although you may received information from the school we hope that the information provided here will give you a clear idea of what to expect from your visit. 

Working in Groups

We expect the children in your assigned group to:

· Stay close to you

· Behave sensibly
· Listen carefully to instructions

· Ask and answer questions

We expect you to:

· Make frequent head counts and alert us immediately if any child is missing

· Help children actively engage and become involved in activities to get the most out of the visit

· Praise sensible behaviour

· Encourage children to ask and answer questions 

Other notes:

· Please dress appropriately for the weather conditions

· Keep valuables to a minimum and do not leave them of display in any vehicles

· Enthusiastic support from teachers, parents and other adults is of paramount importance. Please lead by example. Remember if adults show disinterest and reluctance to get involved in the activities children will copy them
Health & Safety Guidelines
We place great importance on your safety during your visit to MF&CP. Please read the following section carefully to ensure all group helpers are made aware of the necessary precautions. 
As an outdoor facility there are a number of possible risks to health & safety of visitors. We have undertaken risks assessments specifically for educational visits and activities, copies of which will be given on your pre-visit. We strongly recommend that group leaders visit the site before a school visit to help with the preparation of their own risk assessments. If this is not possible, a telephone call to the Heritage & Community Engagement Officer is required to run through the pre-visit information.
In the event of an emergency during your visit please report immediately to a member of staff or go directly to the farm reception.

When visiting the farm:

· Keep your hands away from your face, particularly your mouth and eyes

· Wash your hands thoroughly after your farm visit and before eating

· Cover any cut, graze or open wound with a waterproof plaster

· Instruct children not to climb on or into any of the animal pens

· Instruct children not to climb on any farm machinery, exhibits or straw / hay bales etc. 

· Children must stay in their groups and be supervised at all times
· Tetanus injections should be up to date

Leaders and parents should consider whether some activities are suitable for students with asthma or allergies. Students  might also come into contact with fur, feathers, dust, hay and straw. Please discuss any concerns you have with our Heritage & Community Engagement Officer during your pre-visit. 

Animal related health risks
Please consult the HSE information sheet AIS23 – Preventing or Controlling ill health from animal contact at visitor attraction  for more information. This is available as a pdf download at www.hse.gov.uk

Below is a health & safety table. Please not that this is not a risk assessment but a guide to help you when completing your own. MF&CP have a more detailed risk assessment which will be provided at the pre visit. 

	Location
	Hazard
	Risk
	Severity
	Controls

	Coach/ Car 

Parks
	Injury from Traffic
	Low
	High
	· Speed bumps to slow traffic down. 5 mph speed limits in place in the car parks
· Group leaders to supervise pedestrian access through public car park when disembarking / embarking coach

· Activities will be held away from the car parks

	Farm

	Farm Animals

	Low
	Med
	· Ensure that teachers are aware of the risks

· Farm staff to reiterate there are hand washing facilities around the site. These should be used once coming into contact with animals

	
	Natural Allergens
	Med
	Med
	· Children with respiratory or allergy issues to be identified by school group leader and access controls applied as necessary

	
	Slips, Trips & Falls
	Med
	Low
	· Play area and most used areas of the farm are inspected daily

	
	Weather Conditions

	High
	Med
	· Clothing and activities to reflect prevailing weather conditions (e.g. sun protection, wet weather, clothing, footwear)

	
	Farm Machinery & Vehicle Movements
	Low
	Med
	· Vehicle movements on farm restricted while schools are on site

· Where vehicle movement is absolutely necessary, access to be supervised and controlled by farm staff

	
	Abduction/ assault by member of the Public
	Low
	High
	· Groups advised on ratios of adults to children and to make regular head counts

	
	Working Coal Fired Rangers & Hot Surfaces


	Low
	Med
	· Visitors do not have access to the fires / ranges, therefore will not have contact to hot surfaces



Manor Farm and Country Park 

Education Visit Booking Form

Booking Details

	Name of School: 




	Address:

Post Code:                                     Email:


	Tel. Number:                                                  Date(s) of visit:




	Name of Teacher in charge/group leader: 




	Start time for the Victorian Special Activity is 10.30am. Please allow sufficient time for checking in etc. 

Intended time of Arrival: 

If you require a mid morning break please tick [  ]



	Number of Children:                                Age and year group of Children: 

Number of Adults: 
(Please note for all visit types there must be a supervisory ratio of at least 2 adults to every 15 children)

Will the children be visiting the gift shop ?  Yes [  ]          No [  ] 


	Have you completed a pre visit of the site?  Yes [  ]   No  [  ] 

Has the school done its own risk assessment of the site?  Yes [  ]  No [  ] 



	Special Requirements – Ability/Behaviour/Special Needs:




Payment

	Activity Type
	Price
	No. of people
	Total £

	Special Activities (No charge for group leaders & adult helpers).

	£6.00 per child. 
	
	

	Self Guided Farm Visit 
	£4.00 per child


	
	

	Pre School Visits (1 free adult per 6 paying children. Must have min of 2 adults per 12 children). 
	£3.50 per child

£5.50 per adult

Free adults
	
	

	Resources
	
	Quantity
	Total £

	Set of Sensory Trail cards for KS1 (As part of Self guided visit)
	Free Loan for self guided visits. £5 returnable deposit required
	
	

	
	Grand Total:
	£


	Method of Payment: Schools maybe invoiced for their visit. 

H.C.C Schools wishing to be invoiced please provide your D.C.F.S No………………….

For all other methods of payment please pay at the farm reception on the day. Cheques to be made payable to Hampshire County Council. 


	Booking Advice

For booking enquiries please contact Manor Farm reception on 01489 772811. Once this form is completed please return to: School Bookings, Manor Farm Country Park, Brook Lane, Botley, Southampton. SO30 2ER. 
Please note that the booking will only be confirmed once a pre visit has been completed. 

(Please note, this address is for postal use only. Access is via Pylands Lane, Bursledon.) 


	OFFICE USE ONLY
	Signed
	Date

	
	
	

	Booking form received
	
	

	Copy of Booking form to passed to Heritage & Community Engagement officer
	
	

	Date of Pre Visit
	
	

	Pre visit form completed
	
	

	Evaluation Form provided
	
	

	Evaluation Form returned 
	
	



Manor Farm and Country Park 

Education Visit Evaluation Form

We hope you enjoyed your visit to Manor Farm. Please complete this short evaluation form below to let us know what you thought of your visit. This information will help us in our efforts to continually review and improve our service.

	Name of School:………………………………………………………………………………………………..
Date of Visit: ………………………………..………………………………………………………………….
Name of Teacher………………………………………………………………………………………………
Type of Visit:           Victorian Life Special Activity  [   ]                 Self Guided   [   ]              
                                Wartime Week Activity [  ]                             Other      [   ]




	How did you find out about our education programme? 




	Did you come for a pre-visit? 

Was it helpful? 




	What were your learning outcomes? 

Were your learning outcomes met? 



PTO
Please rate the following elements of your visit: 
	
	Excellent
	Good
	Average
	Poor

	Booking your visit
	
	
	
	

	Victorian Special Activities (if applicable)
	
	
	
	

	On site facilities (Lunchroom, Toilets etc)
	
	
	
	

	On site information (interpretation boards, self guided trails etc)
	
	
	
	

	Children’s Enjoyment of visit
	
	
	
	

	Site Staff
	
	
	
	

	Value for money
	
	
	
	


	Please add any additional comments of the above information:



	Would you consider booking an education visit with us again? 
              Yes  [   ]           No  [   ]
Please explain why: 




	Please add any additional comments you would like to make:




	If you would like to be kept up to date with forthcoming school activities please supply a contact email address:



Thank you for taking the time to complete this form. 

Please hand to a member of Manor Farm staff or return to: 
Educational Visits Feedback, 

Manor Farm Country Park, 

Brook Lane, 

Botley, 

Southampton 

SO30 2ER

Email: katherine.gardiner@hants.gov.uk
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