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ORGANISING YOUR VISIT

HOW MANY ACCOMPANYING ADULTS DO | NEED TO BRING?

EYFS and KS1 groups require a minimum ratio of 1:6 staff to pupils. The ratio is 1:10 for KS2
groups and 1:12 for KS3. In the interests of safety, we reserve the right to refuse entry to groups
who arrive without this ratio. Some of our galleries hold a maximum of 10 people, so when you
are independently exploring the Museum, you will need at least 3 adults capable of actively
leading a group to ensure supervision of your whole class. We ask that staff remain with pupils
at all times. The Museum is a public space and will be open at the time of your visit.

WHERE CAN WE EAT? WHERE DO WE STORE BELONGINGS?

Our Activity Space seats 34 and is available for your sole use for lunch, breaks and as a base

throughout the day. Pupils will be able to leave belongings here while exploring the galleries.

It is a private space, but it is not lockable, so you are advised not to leave any valuables. Food
and drink is not permitted anywhere else in the Museum. Please be aware there are no
facilities for buying food and drink on-site. The nearest food outlet is a 5 minute walk away.

WHAT FACILITIES DOES THE MUSEUM HAVE?

There are 4 female toilets, 4 male toilets and a disabled/non-gendered toilet which should
be used by accompanying adults.

There are trolleys and coat pegs in the Activity Space for storing belongings.

The Museum Shop sells a range of art and history-themed merchandise for all ages. It is a
small area and can accommodate 10 pupils at a time who must be accompanied by an
adult. Please let us know prior to your visit if you intend to visit the shop with your group.
Queen’s Park is the nearest outdoor space. It is a 5 minute walk away.

WHAT IS ACCESS IN THE MUSEUM LIKE?

The Museum has full disabled access. The building is accessed via 10 steps or a disabled-
access ramp. The Museum is on the first floor. There are stairs to the first floor, or a disabled-
access lift. Once inside the Museum itself, there are no changes in level. There are portable
seats and a wheelchair available for use. There are seats in many of the galleries and a
disabled access toilet is available. Please make us aware if your group has any access needs.
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e
ORGANISING YOUR VISIT

WHAT SHOULD | BE AWARE OF IN TERMS OF INCLUSION?

We work hard to ensure the Museum is a safe, welcoming and accessible space for all.

The Museum is a calm space with no audio or additional sounds.

Some of the galleries are relatively small and hold a maximum of 10 people.

Some of the galleries have low light levels because of the need to protect objects or
artworks on display.

The Activity Space is relatively small and can seem busy with a full class group. There is a
quiet space with chairs in the corridor outside if necessary.

If pupils need a quiet space while exploring the galleries, the Activity Space is available
for your use.

Our Learning Team are all qualified teachers with extensive experience in delivering
museum education. Sessions are differentiated for different ages and abilities. Please let
us know on your booking form if there are pupils with additional needs who will require
significant differentiation.

The Museum contains some very precious artefacts and artworks. We would be grateful if
schools could ensure that pupils receive adequate support and supervision for their needs.

WHAT ELSE SHOULD | KNOW?

There will not always be a member of the Learning Team with you, although you will always
have resources to use. A member of the Visitor Experience Team will always be available at
Museum Reception if you have any questions during the visit, or in the event of emergency.
There is a first aid kit available at Museum Reception on the first floor and a defibrillator at
Building Reception on the ground floor.

The Museum will be open to members of the public during your visit.

We ask that food, drinks, coats, bags and stationery are not taken into any of the gallery
spaces. Belongings, food and drink should be left in the Activity Space on arrival.

After the visit, we will send you some digital teaching and learning resources for use back in
the classroom. These will expand on pupils’ learning during the visit and give opportunities
for reflection and extension.
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WHERE IS MUSEUM & ART SWINDON?

Museum & Art Swindon
First floor, Swindon Borough Council Civic Building,
Euclid Street, Swindon, SN1 2JH

The coach drop-off point is on Euclid Street, just outside the Museum.
Please be aware there is no coach parking on site.

Floor plan of the Museum All galleries are on the first floor.

Accompanying adults will receive
copies of the floor plan and
orientation upon arrival.
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HEALTH AND SAFETY

We take the safety of our visitors very seriously and work to the highest safeguarding
standards. The Learning Programme is delivered by a specialist team of educators
with extensive experience in teaching and working with children in the cultural sector.
Museum staff are easily identifiable by their orange lanyards and ID badges.

Please read the following documents carefully and share with all accompanying adults. It is the
responsibility of the group leader to ensure that all staff are aware of their responsibilities:

* Health and Safety Conditions - see below. Schools are required to adhere to these at all times
as a condition of booking.
e Museum Risk Assessment - this is a generic risk assessment for a Discovery Visit which will need to

be amended by schools to suit their needs.
* Swindon Museums Safeguarding Policy and Procedures.

Health and Safety Conditions for visits to Museum & Art Swindon:

Stringent policies and procedures are in place to ensure safe and welcoming school visits. School
staff are reminded however that the main duty of care remains with the school.

1. It is the responsibility of the group leader to be absolutely familiar with these conditions and the
relevant safety documents and to ensure all accompanying adults and pupils are fully briefed.

2. Pupil behaviour and well-being are the responsibility of the group leader. We would be grateful
if pupils could be reminded about behaviour expectations before visiting the Museum. This helps
us to safeguard pupils, the general public and the museum collections. Failure to comply with
behavioural expectations may result in your group being asked to leave.

3. Pupils must be supervised by an adult at all times and should remain within their smaller
designated group throughout the day. There should always be a ratio of 1:6 for EYFS and KSI
groups, a ratio of 1:10 for KS2 groups, and a ratio of 1:12 for KS3 groups.

4. We make every effort to safeguard visitors’ possessions, but they are brought on the visit at the
School’s risk. We accept no liability for any items lost, stolen or damaged during the visit.

5. Accompanying adults will need to supervise visits to the toilets, managing pupils in and out of
the bathroom. Please be aware that toilets are available to general visitors as well as schools.

6. You are welcome to take photographs of your own pupils, but we do not permit photos or video
being taken of the Learning Team, volunteers or general public. The Learning Team will arrange
an opportunity for a group photograph on the Museum steps during the visit.

7. Please raise any issues with the Learning Team during the visit itself. We are keen to ensure that
visits are positive and we learn from feedback.
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TERMS & CONDITIONS

1.A booking is deemed to be confirmed once a Booking Confirmation email has been sent to the
school by the Learning Team. At this point, the booking is established, the cancellation policy comes
into effect, and the school agrees to meet these Terms & Conditions.

2.The maximum group size for all Discovery Sessions is 34 pupils. Schools are required to adhere to
supervision ratios as laid out in the Health & Safety Conditions.

3.An invoice will be sent out as soon as possible after the date of the visit. Schools will be charged
for the number of pupils on the booking, plus any extra who attend on the day. A member of the
Learning Team will carry out a head-count and ask the group leader to sign to agree it. The
Museum does not issue refunds for pupils absent on the day of the visit.

4.Payment is required within 30 days of invoice. Payment options can be found on the invoice.
5.Museum & Art Swindon is run by Swindon Borough Council and finance communication may come
through the Museum or the Council Finance Team.

6.Schools who arrive late will still be liable for the full cost of the visit. The Learning Team will do their
very best to accommodate late arrivals to ensure that pupils do not miss out on any elements of the
visit. It is the responsibility of the group leader to ensure that groups arrive on time. The Museum

takes no responsibility for unforeseen circumstances including transport delays, weather conditions,

problems with coach companies or teacher illness.

7. Schools are able to cancel and obtain a refund up to 28 days before the date of the Discovery
Visit. After this, the Museum is unable to move bookings, make amendments or provide a refund.

8.Schools are responsible for the cost of transport to and from Museum & Art Swindon and for any
optional extras, such as purchases from the gift shop.

9.Educational activities at Museum & Art Swindon are VAT exempt.

10.1n the exceptional circumstance that the Museum is unable to deliver a booked visit, schools will not
be charged and will be offered the opportunity to re-book.

1.1f the behaviour of pupils adversely affects the safety or enjoyment of other pupils, staff or general
visitors, or endangers the Museum Collections, staff may need to stop the activity and/or require
the group to leave. The Museum will not provide a refund in these circumstances.

12.Schools are requested to leave the Activity Space in a clean and tidy condition. There are general
waste and recycling bins available for use. Please inform the Learning Team of any spillages or
issues immediately.

13.Schools must adhere at all times to the Health and Safety Conditions and Risk Assessment included
in this pack. They should follow all instructions given by the Learning Team on the day.

14.1t is the responsibility of the Group Leader to be absolutely familiar with these Terms & Conditions,
the Teacher Pack, Health & Safety Conditions, and Risk Assessment, and to ensure that all
accompanying adults and children are fully briefed.

15.The Terms & Conditions are valid at time of booking but may change following any update in
guidance from the Government or Swindon Borough Council. Any changes will be communicated to
schools before their visit.
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