ANDERTON CENTRE VISITING GROUP LEADERS INFORMATION
BOOKING INFORMATION
Group Leaders Wishing to book activities at the Anderton Centre should follow the procedure below:
1. Contact reception and check availability of dates, and request booking form / booking information, (a booking form can also be downloaded from the Anderton Centre Web Site) a provisional booking can be made at this point.
Tel: 01257 484220

Email: rachel.shorrock@uuplc.co.uk
2. Complete booking form and return by email, fax or post. When completing booking form please consider:
· What activities would be suitable for the group, if you are not sure please see the ‘Activities Information Pack’ or contact the Anderton Centre, or if coming for a full days activity just tick ‘Multi Activity Day’ box on the booking form, and we will design a programme using our experience to ensure you get the most out of your visit.

· If not all of the group are participating in the same activity please enter the numbers in the relevant activity box (ensuring that they are in groups of 8).

· Please note that most activities require a full session (i.e. a morning, afternoon, or evening) but some can be combined with others in one session, see Booking Form and ‘Activities Information Pack’ (available on web site or from reception).
· Please ensure that the times stated for arrival etc are as accurate as possible.

3. You should receive a Time Table (where applicable), and Invoice within a week of us receiving your booking form.

4. Ensure that the consent procedures are followed (see below).

5. Print off the Kit List and ensure all visitors have a copy.

6. Let us know if there are any changes to the booking.

CONSENT / MEDICAL INFORMATION
It is the responsibility of the visiting group leader to ensure the following:

1. All participants under the age of 18 have consent from their legal guardian to take part in the intended activities and any alternative activities that may replace the planned activities in event of bad weather etc. 
2. Consent should include:



The participant’s personal details 




Emergency contact details



Doctors’ information



Medical information



List of medication (if any)


Consent from Legal Guardian 

3. The group leader must ensure that the above information is with them at the Anderton Centre.
4. Please ensure that participants bring any medication that may be required during your visit (e.g. inhalers, insulin etc).
5. Group leaders should complete the ‘Visiting groups register’ including any medical information supplied on the consent forms. Ideally this should be forwarded to the Senior Instructor at the Anderton Centre one week prior to the activities taking place (alternatively this can be brought along on the day, please note that this could result in a delay to the start time of the activities).

6. The group leader should also supply (on the register) any information about the participants that could affect the safety, welfare and well being of the group, instructors or other clients at the Anderton Centre.

7. It is acceptable for group leaders to use their own consent / medical forms if they include all the information listed in point 2 above, Anderton Centre consent / medical forms are also available - see below.
KIT LIST
The kit listed below is essential for all activity days at the Anderton Centre. Any items marked with * are available to borrow from the Anderton Centre, if you are unable to bring any other items please let a member of staff know.

· Warm old clothing (tracksuits are ideal no Jeans)

· Waterproof Top and Bottoms*
· Warm Fleece type Jacket*
· Hat and Gloves (dependant on time of year)

· Sunhat and sun cream (dependant on time of year)
· Strong shoes / boots

· Complete change of clothing

· Packed Lunch

· Drinks for the day

· Any personal medication e.g. inhalers

Additional kit for water activities 

· Swimming costume / shorts and t-shirt

· Towel

· Spare jumper for getting wet (fleece if possible)

· Old trainers for getting wet

· Plastic bags for wet clothing
Additional kit for residential programmes.

· 3 Complete changes of clothes (depending on length of stay)
· Spare underwear
· Indoor shoes
· Toiletries / Towel 
· Nightwear

· Sleeping bag (check with your group leader)

All visitors will need a packed lunch and drinks for the day as these cannot be purchased on site (some groups may supply food and drink please check with your group leader).

The Anderton Centre is available for Schools, Colleges, Youth Groups, Business, Corporate, Private groups, Birthday Parties, Courses, and many more contact us on the above number.
ANDERTON CENTRE VISITING GROUPS REGISTER

To comply with the Centres health and safety policy the table below should be completed before the visit. Ideally this should be forwarded to the Senior Instructor at the Anderton Centre one week prior to the activities taking place (alternatively this can be brought along on the day, please note that this could result in a delay to the start time of the activities). Please specify any medical, physical or emotional conditions and any medication on the register below.

All information will be treated as confidential.

Group name:

Date of visit:

	No
	Name
	Condition/

Medication
	No
	Name
	Condition/

Medication

	1
	
	
	21
	
	

	2
	
	
	22
	
	

	3
	
	
	23
	
	

	4
	
	
	24
	
	

	5
	
	
	25
	
	

	6
	
	
	26
	
	

	7
	
	
	27
	
	

	8
	
	
	28
	
	

	9
	
	
	29
	
	

	10
	
	
	30
	
	

	11
	
	
	31
	
	

	12
	
	
	32
	
	

	13
	
	
	33
	
	

	14
	
	
	34
	
	

	15
	
	
	35
	
	

	16
	
	
	36
	
	

	17
	
	
	37
	
	

	18
	
	
	38
	
	

	19
	
	
	39
	
	

	20
	
	
	40
	
	


Please use additional sheet if required.

I / we confirm that the organisation has obtained parental consent forms (for under 18’s) and emergency contact details for all activity participants and that parents / guardians are made full aware that the nature of the activities may be hazardous.

Signed…………………………………(Group leader)
Anderton Centre Consent / Medical Form (UNDER 18)
Name_______________________________Male / Female

Age_______________years


Date of Birth_____________________

Address_____________________________________________________________
              _____________________________________________________________

              _____________________________________________________________

Post Code____________________________

Home Telephone________________________Mobile_______________________

In case of an emergency please contact:

Name______________________________Relationship______________________

Address_____________________________________________________________

            ______________________________________________________________

Home Tel:________________________Mob:______________________________

Activity Date (Group leader to complete)                                                
           


Please detail below any medical conditions and medication required by the participant























































I understand that the activities may be hazardous by nature and give consent for the above named person to participate in the activities provided by the Anderton Centre. 
I give consent to the use of any photographic material containing the above named to be used for any promotional material by The Anderton Centre, United Utilities or the Lancashire Outdoor Activities Initiative.

Signed:_________________________________________ Parent or Guardian

Anderton Centre Consent / Medical Form (ADULT)
Name_______________________________Male / Female

Age_______________years


Date of Birth____________________

Address     __________________________________________________________________________________________________________________________________________
Post Code  ____________________________

Home Telephone_______________________Mobile_________________________
Doctor’s name ________________________________________________________
Doctor’s Contact Number___________________________________________    
In case of an emergency please contact:

Name______________________________Relationship______________________

Address_____________________________________________________________

            ______________________________________________________________

Home Tel:________________________Mob:______________________________

Activity Date                                                 
           


Please detail below any medical conditions and medication required by the participant






















































I consent to participate in the activities.  I understand that the activities may be hazardous by nature and that while visiting the Anderton Centre every individual has a duty of care towards others and agree to adhere to any instructions and procedures as communicated by Anderton Centre Staff. 
By signing below the above named gives consent to the use of any photographic material containing their image to be used for any promotional material by The Anderton Centre, United Utilities or the Lancashire Outdoor Activities Initiative.

Signed:_________________________ Print Name:________________________
