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Pre-Arrival 

1. Visit Leader must contact the centre to discuss any special requirements such as access, 

facilities, equipment etc. This must be carried out no later than seven days before arrival 

2. Ensure food is ordered and payment is arranged. 

3. The academy must provide a list of names and emergency contacts for all members of the 

group, forwarded to the centre manager. This must be completed no later than 24 hours 

before arrival. 

4. The rooming template should also be completed and returned to the centre manager a 

minimum of 24 hours before arrival. 

5. Please confirm that you will be attending the centre no later than 4 weeks before your 

booking date. 

 

On Arrival 

Arrival is from 2pm. On arrival the group will be met by the centre manager and both staff and 

students will be given a short tour of the property and bedrooms allocated by the Visit leader.  

NB: Visit leaders should be aware that some of the upstairs bedrooms have old timber roof joist and 

students should be briefed about behavior expectations. Expectations about cleanliness, keeping 

rooms clean and tidy will be clearly outlined by the centre manager.  

When residents are clear about where they are sleeping each person receives 1 of each of the 

following: 

Pillowcase, Quilt cover, fitted sheet, bath towel. Quilts and pillows will already be on each bed. 

These items are theirs for the duration of the stay. In addition, 1 person from each room will be 

given a bin liner to place in the room. Residents will make their own beds and store personal 

belongings. 

Each resident has one storage container under their bed (2 under each bunk).  

 

During the stay. 

The Visit Leader should take full responsibility for planning the itinerary, risk assessing any activities, 

all cooking and ensuring communal areas and rooms are kept clean and tidy. 

Basic risk assessments for most activities are available on Evolve or Share point but it is the 

responsibility of the Visit Leader to ensure they have been adapted to meet the needs of the group. 

The centre manager is available to offer advice and information at any time during or prior to the 

visit. 

Meal packs or ready meals can be ordered from the local butcher before your visit and will be 

delivered to Dallowgill prior to arrival. Alternatively, Visit Leaders can organize their own grocery 

shopping and bring items with them or can arrange a convenient time for a supermarket delivery. A 

small number of takeaway options are available locally and information is available at Dallowgill 

relating to these. 



 

Although Dallowgill will be cleaned professionally between visits it is important to ensure that the 

centre is kept clean and tidy throughout your stay. Cleaning materials and equipment are available 

in the COSHH cupboard (This is always locked a key is available in the key cupboard in the centre 

manager’s office.) 

 

Cleaning Expectations 

Kitchen 

• Floor swept / vacuumed after each meal. 

• Tables and worktops sprayed and wiped after use. 

• All pots, pans, cutlery and crockery washed and put away after use. 

• Bins emptied if full. 

• Spills mopped up immediately. 

Entrances (red and black carpet) 

These should be vacuumed at least once per day but more frequently if required. 

Bathrooms 

These should be checked by staff after use to ensure they are clean, hygienic and fit for purpose, 

(would you want to wash / brush your teeth in that sink?) All areas (such as taps and mirrors) 

covered in toothpaste or soap spray should be cleaned for hygiene reasons. Any flooding or excess 

water must be cleaned immediately. 

Communal Areas 

These should be left clean and tidy with all items such as games returned correctly to their boxes 

and put away neatly. 

 

Although the centre is cleaned professionally after each use these simple steps will keep the costs to 

users as low as possible and ensure that the environment at the centre remains at the high standard 

you see today. The centre is regularly visited by people from external organisations, the local 

community and those who have booked trips, often at short notice. It must always remain clean and 

presentable. Encouraging the children to clean the facilities as they are using them instills a sense of 

pride and demonstrates the importance of looking after things. 
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Sleeping Arrangements 

There are 36 beds at Dallowgill with all but 4 being bunk beds. The top floor on the north side sleeps 

16 people. There is one room for 8 and 2 rooms for 4. The south side sleeps 12 people. One room for 

4 and 3 rooms of 2. There are no toilet facilities on the top floor. The north side rooms have exposed 

beams and consideration will need to be given to which children are using these rooms. (Please see 

relevant risk assessment.) 

On the ground floor there are 3 rooms. One twin with disabled access en-suite bathroom, a further 

twin and a room that sleeps 6 in bunks opposite this.  

 

 

 

 

 

 

 

 

 

Cooking and kitchen facilities 

There is a fully equipped kitchen with everything needed to cater for large groups including a 6 ring 

hob and large oven, hotel style toaster, industrial dishwasher and a large fridge and freezer. There 

are also adequate amounts of crockery and cutlery. 

The water supply at Dallowgill is from a borehole in the grounds and waste is processed on site. It is 

therefore very important that as little solid food waste and fat goes into the water system as 

possible. Please use the strainers provided for the sink and dispose of excess oils and fats 

accordingly. 

There is a small utility area with a washing machine and tumble drier for emergency use and 

washing tea towels etc. 

The dishwasher needs to be emptied at the end of each day this can be done by holding this button 

until the emptying cycle begins. When a new wash is started the dishwasher will fill itself 

and add detergent and rinse aid. 

 

 

 

 

Upstairs Room Plan 

       North side       South Side 
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Classroom Facilities / Wi-Fi 

The classroom will have all the basic equipment required e.g. pens pencils, coloured pencils etc. 

There are 30 tablets for pupil use and a smartboard and whiteboards. If you require anything other 

than basic equipment please check with the centre before you arrive. 

Staff may want to bring their own laptops, which as normal easily connect to the smartboard.  

The centre does have a full fibre connection and the consequently there is fast Wi-Fi available. The 

guest passcode will be made available on arrival. The Wi-Fi coverage is mainly on the ground floor of 

the building and from the external elevation facing the woods / Fire pit. The is little or no coverage in 

second floor bedrooms.  

Visit Leaders should consider if they want students to have guest access to the Wi-Fi.  

The T.V. in the kitchen area has Netflix and other streaming services enabled. This means that 

content filtering is not as strong as all other pupil internet access and that children could potentially 

access inappropriate content through this device. The T.V. cannot be operated without the remote 

control and it is strongly suggested that one adult has responsibility for the remote and is always 

aware of its whereabouts. 

Laundry 

It is extremely important that an accurate record is kept of linen being returned for cleaning. It is 

also important that items are separated correctly. If either of these things are not done correctly 

the centre incurs financial penalties. Before leaving, please ensure all bedding is separated and 

bagged into the green Fisher bags stored in the plant room. Bags should only contain one type of 

laundry. Please record the amount of laundry in each bag on the sheets provided e.g. 21 quilt covers, 

14 pillowcases etc. and leave the return slip in the managers office. 

On Departure 

Residents to strip beds and place laundry in the sacks provided. Bins to be emptied in all rooms and 

staff members MUST check each room to ensure that the room is clean and tidy and that no 

personal belongings have been left. Communal, kitchen and classroom areas to be checked and left 

as found. Ensure all washing is out of the machines and items put away in the correct place. Any tags 

for the building are checked back in and any IT equipment used is present, charging and stored 

away. 

The centre should be vacated by 10am to allow for cleaning before the next group arrives. 

 

 

 

 

 

 



 

 

 

Further information 

There is a limited and intermittent mobile phone signal at Dallowgill on all networks. The nearest 

functional spot for signal is outside the church. There is a landline in the office and mobiles can use 

the guest Wi-Fi to enable Wi-Fi calling. The internet at Dallowgill is heavily filtered (as it is in most 

Delta schools) and as a result most social media apps and some websites are unavailable. Users of 

the centre need to be prepared for this. 

No outdoor shoes allowed indoors. Please ensure all children have suitable slippers or slipper 

socks/Totes and that these are only worn indoors. The grounds can get very wet and muddy so 

please ensure shoes are changed for any outside use including the firepit area. 

Please report any issues with the building or damage/breakages on the attached form so that these 

can be rectified quickly. 

Recycling Bins are emptied on Tuesdays and general waste bins are emptied on Wednesdays. Please 

make sure the appropriate bins are placed outside the gate on the correct day. Glass should be kept 

separate from all other recycling and placed in the bin provided.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Local services 

Medical 

Doctors  Kirkby Malzeard Surgery 

The Holroyd Surgery 

Main Street 

Kirkby Malzeard 

Ripon 

HG4 3SE 

Tel: 01765 658298 

 

Dentist  Beech House Dental Practice 
2 North Road 
Ripon,  
HG4 1HN 

  01765 604200 

01765 604861 

 

Accidents  Ripon Minor Injuries Unit     

  Ripon Community Hospital 

Firby Lane 

Ripon 

HG4 2PR 

01423 542909 

Open every day 8am to 6pm.  

Can deal with: Sprains and strains, Broken bones, Wound infections, Minor burns and scalds, Minor 

head injuries, Insect and animal bites, Minor eye injuries, Injuries to the back, shoulder, and chest. 

MORE SERIOUS INJURIES OR CONDITIONS SHOULD BE REPORTED USING 999. 

 

 

Food and Takeaway 

Highside Butchers – Kirkby Malzeard - 01765 658423 - Stocks a large range of fresh meat, fruit, 

vegetables and ready meals. These can be ordered for large groups if required. 

Kirkby Fisheries and Pizza – Kirkby Malzeard - 01765 658723 – Can cater for larger groups if given 

notice. Discount also given on Dallowgill group orders. 

Kirkby Malzeard has a local shop which sells a wide range of products and a petrol station. Pateley 

Bridge has the nearest supermarket of any size (Coop) as well as a range of local shops, cafes and 

other services. The closest major supermarkets and shops are in Ripon. 


