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1. The Role of the Visiting Teacher 
 

The visiting teachers accompanying students from their school have pastoral responsibility for 
the students’ welfare whilst at Bewerley Park. Visiting teachers are expected to accompany 
their pupils on activities (although they need not always participate). 
Each activity session will be run by specialist staff from Bewerley Park who is responsible for the 
management and safety of the group during the activity. 
We would hope that a ‘team-teaching’ approach would be adopted whereby the Bewerley 
member of staff and the visiting staff will work together openly to encourage, support and 
control the group, thus ensuring a safe, enjoyable yet challenging experience. 
Bewerley Park staff will make decisions about what exactly happens on each session, based on 
their judgement of the groups’ abilities and the prevailing conditions etc. 
If at any time visiting staff are concerned about the nature of the activity they should not 
hesitate to discuss their concerns with the Bewerley staff. 
 
During non-specialist activity times such as meals, evening recreation and at night time, visiting 
staff have direct pastoral responsibility for the students. Bewerley Park provides strong support 
systems to help visiting staff with this role. 
 
During the first day visiting staff will be asked to attend a meeting with the Bewerley Park 
Course Director, where they will be briefed on the routines and procedures used at the centre. 
 
At mealtimes there is always a member of Bewerley staff on duty who will organise and 
supervise the students in the dinner hall, although support from visiting staff is always 
appreciated! 
 
During evenings Bewerley Park duty staff will facilitate the organisation and running of activities 
by visiting staff. Generally all visiting staff are required to help supervise students during the 
evenings although some larger schools have found it is possible to organise a rota allowing 
some free time for staff. On the first day of the course the centre duty staff will finish after 
supper at about 10.00pm.  For all other nights duty staff will finish at 9pm before supper.  
Before duty staff depart they will ensure all groups are back on site and check each schools 
welfare. From this time visiting staff are responsible for settling the students into bed, securing 
the dormitories and supervising them through the night. 
 
There is always a member of centre staff staying on site who is available to give assistance if 
needed. Contact procedures are outlined on page 7. This member of staff must be informed if a 
student is sent home or in the event of a serious incident such as a student being sent to 
hospital. 
Visiting staff who have dealt with any sort of incident, injury or sickness need to record this on 
the appropriate report forms located in the tea room in block 6. 
 
Occasionally visiting staff may undertake low level walks with their groups without an 
accompanying member of Bewerley staff. Rest assured this will only take place by prior 
arrangement and with the consent of the member of staff concerned. They will be fully briefed 
and equipped with a mobile phone, maps and safety equipment. 
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2. Fire Procedures 
 

Fire Practice and Alarm 
 
On the first day of your visit the Bewerley duty staff will brief the students and organise a fire 
drill.  
 
The briefing will normally take place in the dining room immediately after the evening meal on 
the first day of the course.  The practice will be held at around 20 minutes after the briefing. 
Please attend this practice. 
 
The Course Director should explain what will happen at the practice and where and how the 
course(s) should meet in their dormitory groups. (See map below) 
 
 

 
Students should be in their dormitory areas until the 
alarm sounds. 
 
You should insist on orderly and quiet behaviour 
throughout the practice. 
 
Emphasise the importance of: 
 

 Being quiet and orderly whilst moving to the   
flag pole. 

 Knowing exactly where to stand to be checked. 

 Please note your dormitory fire list should be  
completed prior to this drill. 
 

 
 
When the alarm sounds, you should  
 

 Check each bed in your dormitory. 

 Go through the adjoining dormitory and do the same including the staff room.  

 Close doors as you go through them 
 

Meet at the Flag Pole and check the numbers of students and staff using your fire lists. Spare 
copies are available in the box on the flagpole if needed.   
 
If the alarm sounds during your week your first priority is to evacuate all the buildings and 
check that all pupils are safe.  Centre staff and the fire brigade should arrive automatically.  
However if detected or you suspect a real fire please activate the nearest fire alarm break point 
and phone 999 immediately. Then contact centre staff. 
Personal safety should always be top priority. 
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3. General and Medical Welfare of Students 

 
General Welfare 
 
In the morning please make sure the students get up in time to get to breakfast. If necessary check for 
soiled beds and inform duty staff, or centre staff at the staff meeting who will arrange a change of 
sheets.  Please emphasise correct making of beds on the first night as a matter of hygiene.  
 
On completion of the day’s activities the students may need some help or supervision to clean up and 
sort out kit from the day and to clean them selves up. Please encourage the students not to spend too 
long in the showers because the hot water supply is not limitless and others may need one too. 
 
After the evening meal we ask you to carry out an evening inspection at 6.45pm which is an opportunity 
to ensure that the dormitories are being kept clean and tidy, clothing and equipment suitably looked 
after. 
 
You should also check the drying rooms and wash blocks and if necessary encourage the students to tidy 
these areas and hang clothing to dry properly in the correct places.  
Any centre equipment found such as wetsuits, boiler suits, and buoyancy aids etc. should be returned to 
the correct stores. 
 
For many students this could be the first time away from home and the experience can be quite 
challenging and even frightening. Please monitor students carefully for signs of unusual behaviour, 
nervousness, homesickness etc. These signs are far more likely to manifest themselves during the calm 
of the evening or early morning than during an activity.  
 
Many students are also quite fussy eaters and is important to be aware of any students who are not 
eating properly because as the week progresses they will become increasingly tired. 

 

Medical Welfare 
 
All Bewerley teaching staff are qualified in first aid and, during activities, they will generally deal with any 
incidents. Visiting staff take responsibility for the administration of students’ personal medication and 
the group leader should ensure that this is done in line with the organising establishment’s policy on the 
administration of medication. Personal medication that needs to be carried on activities (such as 
inhalers) should be clearly labelled with the young person’s name. Bewerley staff will carry such items in 
a ‘dry’ bag if necessary. 
 
At the centre there is a surgery in building 12. It can be open by our duty staff after Breakfast or after the 
evening meal if needed.  We can deal with minor bumps, scrapes headaches etc.  We will refer other 
conditions to centre management or yourselves. 
 
For any serious injuries or illness we will contact the local health centre or the A&E department at 
Harrogate. We will try to help provide transport to either the local doctor or the hospital but one of your 
staff will need to accompany the student.  Please ensure you take a copy of the child’s medical form with 
you to the hospital.  If neither the centre nor visiting staff have any suitable vehicles or drivers available, 
an ambulance or taxi will be called.  
 
If, at any time, you perform first aid treatment on a young person or colleague, please record this on the 
sheets provided in the tea room block 6. 
 
If you need any further help at any time please don’t hesitate to contact the centre staff (See page 7) 
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4. Emergency Procedures 

 
If there is an emergency on site, inform the centre staff or office as soon as possible to obtain 
assistance. 

 During the evening or night when the Bewerley duty staff  
are not available please use the phone in the staff tea room, building 6, to contact a member of centre 
staff.  

 
Page 7 of this book lists the emergency contact   

           numbers in order of priority. 
 

 
If you need to use an outside phone line you can use the telephone in the 
staff tea room. To get an outside line you need to press button 9 before 
dialling the number. 

 
 
 

Dealing with an emergency whilst out of the centre. 
 
At the start of the course all visiting teachers will have been issued with an ‘emergency crib card’.  This 
should be carried with you at all times and referred to in the unlikely event of you having to deal with an 
emergency alone. Possibly as a result of injury to centre staff or if you are on an unaccompanied walk, 
the basic procedure is as follows: 
 

 Ensure the safety of the rest of your group and yourself 

 Contact the centre* or, if the injury is life threatening, dial 999 and then the centre. 

 Administer basic first aid as you deem appropriate 

 Await assistance and/or further instructions. 
 
*All groups operating out of the centre are given a mobile phone and have an accompanying 
instruction card with a list of emergency numbers. Unfortunately, in some areas, signal reception 
can be poor. If you find yourself in a blind spot you will need to seek assistance from the nearest 
dwelling. 
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EMERGENCY SERVICES 
 

It is now necessary to dial 9 and the area code for all external calls, including Harrogate (01423) numbers. 

CASUALTY DEPT. (HARROGATE HOSPITAL) 01423 885 959 
DOCTORS SURGERY (PATELEY BRIDGE) 01423 711369 
DENTIST (Dr Thakkar) 01423712799 
POLICE 0845 60 60 247 

 

CENTRE NUMBERS 
 

MAIN OFFICE (& ANSWER MACHINE OUTSIDE OFFICE HOURS)  01423 711287 

Duty Mobile Phone (9pm – 8am) 07791 649634 

 

CHAIN OF CONTACT (FOR EMERGENCY ASSISTANCE) 

(Numbers redacted from public view – available in centre during visit) 

 

                             Head - Erica Caswell            Mobile (work) 
Private residence on site          Home 

                                                                            Mobile (personal) 

07791 649634 
01423 712154 

07599 405771 
                Senior Teacher -  Tony Boyle          Home 
               Private residence on site                    Mobile               
                                                                          (personal/work) 
                                                                              

01423 711699 
07769 700718 

Head of Service – Adam Pritchard Jenkins      Mobile(personal) 
                         Private residence off site           Home 
                                                                                  Mobile (work) 
(To be contacted in the event of serious emergency) 

07712165104 
01765 689108 
07870835769 

                Facilities Manager Ade Fagg 
                          Private residence off site      Mobile 
                                                                                Home 

 
07817510342 
01765692373 

               Call out -  Dave Hubbert  
                                 Private residence on site (Mon/Wed)  Home 
                                                                                              Mobile 

 
01423 711031 
07552758152 

Office Manager – Maggie Scholefield 
Private residence off site 

Mobile         

 
01423 780634 
0778 333 6760 

INTERCOM SYSTEM 
1. Lift receiver 
2. Press 4 digit number on keypad: 

EXTENSION NUMBERS: 

5036 Maggie 5149 Helen and Anne’s Office 

5042 Reception – Margie 5180 Kate’s Office 

5083 Head’s Office (Erica) 5283 Head’s Home 

5091 Spare Office Phone 5349 Tony’s Home 

5063 Shirley’s Office 5258 Kitchen – Head cook (Ian) & Facilities (Ade) 

5098 Staff Office – bottom meeting room 5202 Teaching Staff Tea Room 

5156 Tony’ Office 5325   V.I. Bungalow 

5215 Staff work room (mobile)   
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6. The First Days’ Routines. 
 
Your arrival at Bewerley can be rather hectic and confusing especially if you haven’t been 
before. Don’t panic. Go with the flow and let our staff organise things. Basically the day of your 
arrival for a week long course goes as follows: 
 

 Arrive by coach and get dropped off in our car park. A member of visiting staff should notify 
our office in building 6 of your arrival whilst the students bring their baggage down the drive 
and assemble outside the Common Room (building 1). Porter trolleys are available for 
moving bags. 
 

 Our staff will come out and meet students and staff and take them to their allocated 
dormitories and rooms. 
 

 In no particular order; 
- The students and visiting staff will be issued with boots and waterproofs for the week. 

Visiting staff can help by recording the numbers on students’ gear after it has been 
issued. 

-  The students will meet in their dormitory with a member of Bewerley staff who will give 
an introductory talk about dormitory life, rules and duties.  Please emphasise the correct 
making of beds. 

- The Bewerley staff member will take the students on a brief tour of the centre,   
identifying important buildings and out of bounds areas. 

 

 If time is available before lunch the students may be put into their activity groups and have a 
short introductory group meeting or icebreaker activity. 
 

 Lunch is at 12.20pm. The students enter the dinner hall and are briefed on mealtime 
procedure. Visiting staff meet with Bewerley staff in the staff room, (Building 6), before 
going on to lunch.  

 

 After lunch staff will have a meeting with the Head of Centre to go through your roles and 
responsibilities throughout the week. 
 

 After lunch there is a half-day activity session. Activities finish by about 5pm. Students then 
return to their dorms, where they can clean and clear up from the activity. It helps greatly if 
visiting staff supervise students during this time. 

 Evening meal starts at 5.45pm. 

 There is a fire drill after the evening meal at approximately 6.50pm. 

 Evening activities commence, run by visiting staff with the assistance of Bewerley duty staff. 
 

 After activities and common room time, your staff team, with the assistance of Bewerley 
duty staff organise and run supper which consists of drinks and cake/biscuits left ready by 
the catering team. 
 

 Bewerley Duty staff finish for the evening at about 9.00 pm and you settle students for the 
night. There is always a member of Bewerley staff ‘on call’ on the site in the event of an 
emergency. 
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7. Normal Daily Routine. 
 
 
7.15 

 
Rising. 

 
Pupils to wash and dress; make beds and start on dormitory duties 
shown on dormitory notice board. 
 
 

 
8.00 

 
Breakfast. 

 
When pupils go to breakfast, staff should check for wet beds 
(inform duty staff at breakfast). Centre staff working with your 
group will be responsible for collecting packed lunches.  Juice will 
be available for pupils to collect from outside side door of dining 
room. 
 
 

 
8.45 

 
Inspection. 

 
Bewerley Park staff will do this. Students should be in their 
dormitories until they have been inspected and then should go to 
their base to wait for their teachers.  
The common room is out of bounds in the mornings except as a 
base. 
 
 

 
9.00 

 
Staff meeting. 

 
All staff meet briefly to discuss matters arising from the previous 
day and organisation for the present day. After this they meet 
pupils in their bases, explain the programme for the day, and 
brief them on what clothing/equipment they will need.  
 
 

 
12.30 

 
Lunch. 

 
On Monday  there will be a cooked lunch in the dining room. On 
other days all groups will have packed lunches. Packed lunches may 
be eaten in the dining room if a group is in the centre at lunchtime. 
 
 

 
16.30 

 
Return. 

 
Time of return to the centre may vary depending on time of year 
and activity. On return please return all equipment to stores, 
packed lunch containers to the dining room and flasks and mugs to 
the kitchen.  
Get pupils to wash waterproofs and boots if necessary; shower and 
put wet clothes in drying rooms.  
Please supervise showers and limit time to a few minutes per group. 
 

 
17.45 

 
Dinner. 

 
During the meal, visiting staff should liaise with duty staff over use 
of centre facilities for evening programme e.g. tuck-shop, common 
room, library. 
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18.45 

 
 
Inspection. 

 
 
This is the responsibility of the visiting staff. The main emphasis 
should be check tidiness of dormitories and drying rooms and to 
ensure that pupils have cleaned centre gear and put it and their 
own clothing to dry. 
 
 

 
19.00 

 
Evening 
Activity. 

 
The evening programme is the responsibility of the visiting staff. 
There is, however’ a member of the centre staff on duty until 9pm 
to help with any equipment required and transport. The tuck shop 
key is available from the duty member of staff.  When you have 
finished in the tuck shop, please lock up and return the key to the 
duty member of staff.  
If you are going off the site in the evening please make sure the duty 
member of staff knows where you are going and what time you 
intend to return. 
 
 

 
21.00 

 
Supper. 

 
There is no fixed time for supper. It is up to each group to make 
their own drinks in the kitchen when they are ready. Cakes or 
biscuits will also be available in the kitchen for each group. Groups 
may wish to co-ordinate their supper times, particularly if they are 
sharing dormitory blocks, to minimise disturbance once pupils are 
in bed. After supper the tables should be set ready for breakfast, 
each group is responsible for setting their own tables. 
 
 

 
22.00 

 
Bedtime 

 
Again this time depends on circumstances, if your group is later 
going to bed than others, please emphasise not to disturb others 
already in bed. Please make sure all external doors are locked and 
all lights are out. 
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8. Night Time 
During the evenings of your visit, Bewerley Park duty staff will facilitate the organisation and 
running of activities by visiting staff. Generally all visiting staff are required to help supervise 
students during the evenings although some larger schools have found it is possible to organise 
a rota allowing some free time for staff.  

 
There is no fixed time for supper. It is up 
to each group to make their own drinks 
in the kitchen when they are ready. 
Cakes or biscuits will also be available in 
the kitchen for each group. Groups may 
wish to co-ordinate their supper times, 
particularly if they are sharing dormitory 
blocks, to minimise disturbance once 
pupils are in bed. After supper the tables 
should be set ready for breakfast, each 
group is responsible for setting their own 
tables. 
 
 

The centre duty staff will finish at 9pm or as soon as all the groups are back in the centre. 
Please can visiting staff ensure that if they are the last people to use a building in the evening, 
lights are switched off and doors closed.  
 
From this time visiting staff are responsible for settling the students into bed and supervising 
them through the night. If your group is later going to bed than others please stress the 
importance of not disturbing students in other dormitories already in bed. Please make sure all 
external doors are locked, security alarms are set and all lights are out.   
 
Quietness is requested after 11pm so residential staff in building 7 and pupils can get the 
necessary rest they need. 
 
If visiting staff have discipline problems during the night seek assistance, don’t bring disruptive 
pupils into staff bedrooms or isolate them in other rooms or places where they cannot be 
directly supervised. 
 

There is always a member of centre staff staying on site who is available to give assistance if 
needed. 

 
Contact procedures are outlined on page 7. 

 
If there are any problems the Head of Centre must be informed in the event of a serious incident 
such as a student being sent to hospital.  
 
Visiting staff who have dealt with any sort of incident, injury or sickness need to record this on 
the appropriate forms in the staffroom which are situated next to the first aid kit. 
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9. The Last Day 
 

As with your first day, the last day of your course will run differently to the full days. The 
programme for a typical Friday is as follows: 
 

 Before breakfast please strip your own bed and put out the 3 laundry bags in the dormitory 
for students who should also strip their beds before breakfast. All laundry bags should then 
be taken to staff laundry block 11 before breakfast.  . (Please do not let students remove the 
white/brown ‘under-duvet’ cover, blankets or the mattress cover). Students should use any 
available time before breakfast packing non-essential clothing. 

 

 Breakfast is at 8:00 as usual but there is no morning inspection or staff meeting.  
 

 There is a staff meeting as usual at 9.00 a.m. and then groups go into a short activity session 
from 9:00am to about 10:30 or 11:00am. They then have some time to clean up and gather 
their equipment which is then returned to the stores in the assembly hall.  They then meet 
for a short debrief and job allocation before lunch. 

 

 On return to the dormitories you need to ensure students pack all their clothing from the 
dorms and the drying room. Finally they need to put their bags outside and clean the 
dormitory, empty bins, hoover floor etc. according to the tick sheet on the notice board.  
Our staff will be there to assist and to give the dorm a final inspection.  This should include 
staff rooms. 

 

 Please do not allow pupils back into the dorms once they have been cleared.  Other toilet 
facilities will be available in block 11. 
 

 The liaison teacher from each school will meet with the course director in the staff room to 
discuss the course and give feedback.  Please discuss any feedback from other staff on Thus 
night and bring this information with you to the meeting. 
 

 Final assembly for students 
 

 Packed lunch 
 

 Collect bags and depart from centre at approximately 1:30 to 2:00pm. 
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10. General Information and Policy 
 

 Security and Personal Belongings 
All centre buildings have locks on the doors. All residential buildings have a key pad on the door 
needing a security code. A master sheet for the security codes are in the office building 6.  All staff 
bedrooms have a lock operated by an individual key located in the office; this key ring also has an 
additional master key to let visiting staff into communal areas like common room and assembly 
room. You will be given the key ring and the security code on your arrival to the centre. 
 
At night it is essential that you set the security alarms for all external doors in your dormitory.  This 
alarm system is located in one of the bedrooms at each end of the dorms. This needs you to turn the 
alarm key in your bedroom to 1 rather than 0.  Please switch the alarms off again in the morning 
before breakfast. 

 
Students should be encouraged not to bring large sums of money or valuable items.  If they do it is 
recommended that they give them to their staff for safe keeping. These items can be safely locked 
in your staff room for which only you have a key.  
 
The centre stores operate on a different master key. The centre staff are responsible for opening 
and locking these stores. The Bewerley duty staff will lock all stores before leaving.  They will also 
lock the main gates to the centre.  If you need access late at night please ask the duty staff before 
they leave at 9.  

 

 Staff Facilities 
The staff rooms generally have an adjoining toilet and shower or bath. These are intended for staff 
use only and students should be discouraged from using them. There are additional staff showers in 
the swimming pool changing rooms. 
 
There is a staff common room with a television. Next to the staff common room there is a ‘tea 
room’ where visiting staff are free to make hot drinks, tea, coffee, hot chocolate and have some 
cake.  This is all available free of charge. There are also hot drink facilities in staff bedrooms. If staff 
need any additional drinks for the bedroom please ask in the kitchen and extra stock will be 
provided. 
 
The centre has a ‘No Smoking’ policy and the staff rooms are no smoking areas. 
Some visiting staff do bring and consume alcoholic drinks, however caution should be exercised. 
Remember you are responsible for children overnight and may have to drive to hospital! Please 
confine all such drinks to the staff common room area and not dormitories and staff rooms. 

 

 Mini Buses 
Centre minibuses can only be driven by staff who hold the MIDAS award and have a clean driving 
licence. 
If you already hold a current MIDAS certificate and wish to drive a centre minibus please bring it and 
your driver’s licence with you on each visit. 

 

 Common Room and Tuck shop and souvenir shop 
The centre has a common room for students to use during their free time. Its use is at the discretion 
of visiting staff and by negotiation with other groups. It should be supervised at all times. There are 
various games available for a small fee. Change is available in the tuck shop.  
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There is a CD player locked in the tuck shop which is available for pupils to use under your 
supervision. 
The tuck/ souvenir shop key is available from the Bewerley duty staff.  Visiting staff can open the 
tuck/souvenir shop during the evening for students and are responsible for running it. Change is 
available in the float which stays in the shop. At the end of the evening it should be locked up and 
left in the tuck shop. 
It is recommended students are discouraged from buying too many sweets at one time. 
Please encourage students to put litter in the bins provided and if necessary organise a clear up at 
the end of the common room session.  If you do not want your students to use the vending 
machines sweets and drinks please put an out of order sign on the machine which is located in the 
tuck shop. 
It is worth mentioning all profits from both tuck and souvenir shops go back into buying facilities for 
the students. In the past this money has bought the common room stereo systems and furniture, 
the high ropes course and centre digital cameras. 

 

 Mobile Phones 
It is centre policy to discourage the use of mobile phones by pupils. Where possible students should 
be encouraged to leave them at home. If this is not possible, whilst at the centre, visiting staff 
should collect phones and keep them locked in their rooms. The carrying of phones on activities is to 
be strongly discouraged.  
Students should be allocated a time during the evening when the phones will be made available.  

 

 Playing Field 
If pupils are playing ball games on the field in any free time please remind them that:- 
a) The ropes courses and staff accommodation are out of bounds. 
b) Balls should not be used near any buildings. 
c) The field is not a maintained pitch; we have rabbits that dig holes so be careful! 
d) Due to this don’t let pupils play ball games after dark. 

 

 Illness 
If pupils are ill during the night you have spare bedding in your rooms and a ‘sick’ bucket with special 
sawdust located in your bathroom.  There is also a first aid kit in your bedroom. Special bodily fluid 
kits are available in the ‘surgery’ in Block 12 if required. Please let our duty staff know and they will 
inform the facilities manager in the morning so bedding and area can be properly cleaned. 

 

 Intruders 
If you come across, or have reported to you, anyone on site who is unknown, unexpected or acting 

suspiciously, establish who they are by politely asking them if you can help them. Do not approach 

anyone who appears threatening or dangerous, call the Head of Centre. 

 

Never allow anyone unexpected/ unknown arriving on site to communicate with a child, or take a 

child off site without first taking the new arrival to meet the relevant Lead Teacher to authenticate 

who they are and that they are authorised to do so. 

 

Do not allow anyone arriving on site access to children’s accommodation. Do not give dormitory 

security code numbers to parents coming to collect children. Get the visiting staff to bring the 

children to meet them. 

 
 


