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Hello INSERT SCHOOL NAME HERE,
We are excited to be delivering the UK Electronics Skills Foundation Primary School Electronics workshop at your school soon! To help the day run smoothly, we have some questions for you.
Parking and Timetabling: -
· Due to the equipment that we will be bringing with us, we need to arrive by car. Can you please let us know where is best to park (e.g. staff car park or a close-by side street)?
· We will require some time to setup (approximately 30 minutes before the start of the workshop). The main workshop itself will be roughly 1 hour per class/session. Please let us know how many sessions you would like and your ideal timings. We can then discuss a timetable that works for us all. 
· Resetting between groups will take around 15 minutes, if we stay in the same space. Moving between spaces will mean a longer reset (20-30 mins). Please let us know if you would prefer us to move between classrooms.
· Cleanup will take around 20 minutes after all the sessions are finished.
Classroom Management and IT: - 
· At least one adult from your school must remain with each group during the workshop. We encourage all the adults that work with each class to stay and take part in the workshop, discussing the activities with the children and taking photos. Our volunteers will lead the workshop and will leave behaviour and classroom management to your staff.
· It’s very helpful for us to know how adults regain students’ attention during sessions in your school, so that we can use the same methods. Do you use a countdown, clap back, chime bar, something else or a variety of methods? 
· We will need to use a computer connected to a screen to show our PowerPoint slides during the workshop. We will bring the slide deck with us on a USB stick. Are there any restrictions on the computer the teachers use in their classrooms? If so, please let us know so we can arrange an alternative method such as emailing the presentation in advance.
Photography
· We would like to take some photos during the day, if possible. Are you able to ask parents/ guardians to complete a permission form for their child/ren to be photographed? If children do not have permission, we will bring stickers to ensure that they are not photographed.
We look forward to seeing you soon and involving your students in the exciting world of Electronics!
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