SCHOOL SKI TRIP CHECK LIST
	ACTION
	NOTES
	TICK OFF

	
	
	

	1. Decide on criteria for ski   

trip
	See www.skigower.co.uk – Ski Trip Teacher Zone -School Ski Company Choice

	

	2. Inspection Visit
	If you are required to undertake and Inspection Visit, let Ski Gower know before we provide you with a quote, so that this can be factored into the initial cost


	

	3. Attain Quote
	Contact Ski Gower for an initial quote


	

	4. Seek permissions
	Seek permission from The Head or Governors or other internal authority for the ski trip


	

	5. Research response
	Research response from students


	

	6. Take Provisional Reservation with Ski Gower
	Ensure you have a provisional offer of a ski trip and take note of the minimum numbers required to retain the price quoted. You will receive a Booking Form at this point and Booking Conditions, which can be viewed and downloaded from the checklist page on our website

	

	7. Send official letter to parents offering the Ski Trip
	You will find a template for a letter to parents at www.skigower.co.uk – Ski Trip Teacher Zone – Promoting Your Ski Trip

	

	8. Posters in School
	You can download a poster for your resort to advertise the ski trip within school from www.skigower.co.uk – Ski Trip Teacher Zone – Promoting Your ski Trip


	

	9. Collect deposits
	Keep Ski Gower informed of your deposit collection progress towards the minimum numbers. If you need more time or a re-quote just call 


	

	10. Send in Booking Form and deposits
	Once you have achieved the required amount of deposits, complete the Booking Form and send a school cheque made out to GOWER TOURS LTD. 


	

	11. Receive Booking Confirmation
	Within a few days you will receive a Booking Confirmation from Ski Gower


	

	12. Insurance declarations
	Part of the Booking Confirmation will contain a letter that needs to go to parents immediately about “pre-existing medical conditions” you can also download this letter from www.skigower.co.uk – Ski Trip Safety – Insurance and EHIC

The parents need to read this and if necessary make their own contact with our insurance brokers M.P.I.
Note:- You do not need these forms back. Your responsibility is to distribute them. Any issues are solely the responsibility of the parents


	

	13. Departure Time during the School day
	This does not usually apply for flights as they usually depart on Saturdays, but if you are travelling by coach the ferry times will not be released by the ferry companies until late Autumn and you may need to seek permission from the Head to depart during the school day 
	


	ACTION
	NOTES
	TICK OFF

	
	
	

	14. Departure Day Timings
Inform Ski Gower a.s.a.p.
	If you cannot depart during school time, you must let Ski Gower know a.s.a.p. after receiving your Booking Confirmation so that we can do our best to attain the right crossing  time for you

	

	15. Visa
	If any of your students require a visa then this must be arranged a.s.a.p.


	

	16. Helmet Policy
	There is no requirement in Switzerland for students to wear helmets.

Your school or your L.E.A. may insist on the students wearing helmets.

If this is the case then parents need to know at the earliest opportunity of the requirement for them to buy/hire a helmet.

If it is a free choice for the parent/student re helmets I suggest you point them towards our discussion on helmets at www.skigower.co.uk – Ski Trip Safety – Helmets


	

	17. Parents Evening
	You may decide to hold a parents evening a few weeks before departure


	

	17a. Ski Gower @ Parents Evening
	If you want a member of staff to make a presentation at the Parents Evening, contact Ski Gower to set a date


	

	17b. Ski Hire Company 

Snow-Kit.com, Carl Stone @

Parents Evening
	If you want a ski clothing hire company to be available at your parents evening contact your supplier or contact Carl Stone at www.snow-kit.com – info@snow-kit.com to set a date


	

	18. Medical Consent Forms
	Send the School’s Medical Consent Form to parents. Often Ski trip leaders send this out prior to and collect them in at the Parents Evening. Copies of the consent forms need to be taken with you on tour

	

	19. EHIC Card
	The Parents need to be informed to attain an EHIC card for their child. This can be done online at www.euhealthcard.org and only takes a few days from order to delivery. Although Switzerland is not in the E.U. it has a reciprocal agreement with the E.U. over the use of EHIC cards. They may be required if a student attends a doctors or a hospital in Switzerland. They will definitely be required by U.K. insures in the event of the above once you return to the U.K.

The EHIC cards will need to be handed to School Staff before departure

	

	20. Passports
	If you are NOT on a Collective Passport, then passports will need to be handed to the school staff prior to departure


	

	21. Pocket Money
	Most schools run a bank and so money also needs to be handed to school staff prior to departure


	

	22. Telephone Tree
	For delivering information back home and in case of an emergency whilst you are abroad a telephone tree is very useful and can be set up at the Parents Evening.

	


	ACTION
	NOTES
	TICK OFF

	
	
	

	23. Alcohol, General Behaviour and Mobile Phone Policies, Pocket Money Advice
	Depending on the age of your school party you may need to define an alcohol consumption policy. 

General behavior including being sent home(?) in extreme cases

Mobile phones discussion – most schools ask for them to be left at home. Again the Parents Evening is a great time to explain these issues


	

	24. What to take
	A vital letter to parents concerns what their students need to take in the way of clothing and equipment. You will find a letter that can be downloaded and a discussion on what to take that you can refer parents to in our website section www.skigower.co.uk – Ski Trip Safety – School Ski Clothing

	

	25. Passenger List
	Ski Gower needs to receive the final completed passenger list 6 weeks before departure preferably earlier. Without this we cannot order any of the in resort services, such as lift passes, equipment hire and provide the room allocations. 

	

	26. Access to school on departure day
	You may need to speak with the Caretaker


	

	27. Receipt of Final Pack 
	Ski Gower aims to provide your final pack 2 weeks before departure


	

	28. Room Allocations
	Hotel rooms may not be allocated until the final week depending on the hotel supplier


	

	29. Emergency Contact Form
	Ski Gower must receive this before departure as it essential in the event of an emergency

	

	30. Ferry Forms
	Both P+O and Sea France require you to complete manifest lists on their headed paper. These will be supplied in your final pack 


	

	N.B. Photos
	Photos are not required in our resorts for lift passes and all lift passes are magnetic


	


Items   1 to 11 relate to the pre-booking and booking period

Items 12 to 16 need to be addressed immediately after booking

Items 17 to 25 are for the period 6 weeks to 3 months before departure
Items 26 to 30 need to be undertaken close to departure

