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Working for you




Guidelines for Education Groups

Harrogate Museums and Arts offers a valuable learning and leisure resource for everyone. We hope that every person who visits has a rewarding experience. 

In preparation for bringing an education group to the Royal Pump Room Museum and Mercer Art Gallery, we request that all adults accompanying your group – teachers/tutors and adult helpers – read the guidelines below.  Included are practical details of your visit.

· Use www.harrogate.gov.uk/museums and any trail provided to help the children to become familiar with the setting.  

· It would be useful to bring your own clipboards, pencils and paper/copies of the trails so that you are guaranteed to have enough.

· It is also useful if you can give the pupils name labels.  

· Please inform us of any pupils who have special individual needs – learning, behavioural or medical – as it helps us to be aware of this during the day.

· Educational visits are allowed to take photographs so please feel free to bring cameras. 

· We like to take photographs during educational visits to use when publicising our educational resources.  No children or schools will be identified in any publicity.  Please let us know if there are any children we cannot photograph.

· Please arrive no more than 5 minutes before the time stated on your booking form.

· Please identify the lead adult for the group on arrival.

· If you are going to be late please ring 01423 556188 to advise us of your estimated time of arrival.  For led workshops, this will allow us to adjust any content accordingly; for teacher-led visits this information is useful for front of house staff.

· Please ensure you bring any appropriate payment and paperwork with you.

· Coaches should be able to drop off nearby, outside the Mercer Art Gallery. 

· It should be noted that children will need to cross a busy road between the gallery and museum.

· There may be a range of other visitors during your visit and we would be grateful if you could brief your group accordingly; we request that all visitors show respect for one another and the venue during their time here.

· Please ensure that Group Leaders remain with their groups at all times and remember that they are responsible for the behaviour of their groups at all times during their visit. 

· We would be grateful if visitors did not eat or drink, or carry open food or liquid, while on the museum or gallery for conservation reasons.

· There may not be space to each lunch indoors, unless your group is booked for the full day.  Please ask when booking.  The nearby Valley Gardens can be used and does have enough covered space for a class, as well as some seating.  

· There are three toilets in the Royal Pump Room Museum (1 female, 1 male and 1 disabled) and 3 in the Activities Room of the Mercer Art Gallery (1 female, 1 male, 1 unisex) and 1 disabled at the back of the main gallery.  It may be advisable to go before you set off from school.

· There is a small gift shop in both venues so please advise children to bring some money with them if you would like them to visit the shop, and to allow time during your visit.

· Both the museum and the gallery are no-smoking buildings.

· The first-aid box is located in the kitchen of the museum and gallery.  The front desk is always manned should you require help.

· Should the fire alarm sound on the day of your visit, please exit the building as directed by staff.  Do not re-enter the building until instructed to do so.
In the Royal Pump Room Museum the fire exits can be found at the front and back of the building as well as through the double doors within the temporary exhibition space.  The fire assembly point is located in the Valley Gardens.

In the Mercer Art Gallery the fire exits can be found at the front and back of the building.  There is also an exit at the back of the Activity Room. The fire assembly point is to the right of the main entrance, at the poster display cases.

Thank you for your co-operation

Diane Taylor 
Audience Development Officer [image: image1.png]
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