Poets in School
James Armstrong & Victoria Shoesmith

Flat 1, 3 Royal Road, Ramsgate, Kent CT11 9LE   Tel: 01843 570495   Mob: 07769 723 760

email: poetsinschool@yahoo.co.uk    website: www.poetsinschool.com
School Infopack: Checklist

We would be very grateful if the following items could be provided and actions taken by your school (some of the things in advance of our arrival) to help the poetry day run smoothly:-
In advance of the day 

1. If you have an after school activity in the hall on the day of the visit please bear in mind that it takes us 20 minutes to pack our things away and we’ll be in the way until then.
2.  For KS1 workshops please try to find extra scribes  if necessary (parents, governors or older children) as we like the children to work in the smallest groups possible with a scribe for each (optimum number is 6 in a group). Usually we manage with the Class Teachers, the Assistants and ourselves scribing but to keep the groups small sometimes a few more scribes is helpful. 

3. For KS2 workshops please divide the children into groups of 6 with a nominated scribe from amongst their number in each group.

4. Please order 2 complimentary school lunches or alternative for us if possible.
On the day itself

5. If you have no permanent stage, please put out five large tables in a line against the wall in front of which we will be performing and two chairs and a small table in front of these facing the audience.

6. For the workshops, please have large pieces of paper (A1/flipchart size is ideal) & big marker pens ready for the scribes (2 pieces of paper and one pen per 6 pupils) 

7. Please supply us with tea/coffee or access to drinks during the day.

8. Please provide us with cheque at beginning of day of visit payable to Poets in School
9. Usually  both of us will be present but please note that if, for reasons beyond our control, one of us is unable to take part in a visit this will not affect the fee (which is based on a one person visit). 

Thank you very much for your help!

p.s. If any of these requests pose a problem, please let us know in advance so that we can discuss it with you. 
