CEO — Main Program Features

Curriculum Enrichment Organiser is designed to manage all aspects of a school curriculum enrichment
programme for an annual enrichment week and/or individual enrichment days.

The screenshots below show some of the main features of the software.
All program features are available from the various sections of the Main Menu screen:

Activities submenu Students submenu

Curriculum Enrichment Orgam'ser
2014-15

Student Info

Curriculum Enrichment Organiser 'a’l‘,
2014-15 -
Adtivities Info Form
Activities Not Running
Adtivities Reports
Adtivities to Check or Cancelled
Adtivity Lists / Numbers
Adtivities - Student Photos
Adtivities - Count Student Choices
Main Rooms & Waiting areas Student Costs & Consent Forms
Student Medical Info Reports

i3

Student Choices (By Tutor Group)

Recent Admissions & Leavers

Students - Action Needed

*HEEI

Main Rooms & Waiting areas with details
Adtivities - Briefing Sessions

Update Activities Al Risk Status

{AHH
lﬂs?;%

1. Activities info form

This is used to manage all aspects of activity planning including scheduling, staffing, rooming, transport
& venue bookings and risk assessments.

Activity Info : Bristol Museum & Explore At Bristol

Code BM@B Year Groups Y7? Y87 Yo? Y107 Y117
Activity |anrol Museum & Explore At Bristol Flaces by Year group: Y7 |1z Y8 12 Yo 12 Y10 |13 Yil o
AgwityType  [3 [z]  Rikcategoy [i [=] [ RiskAssessment | Total Places Available: 49 Total Students Allocated : 49 No. times? [1
Dept Sci Cost £14.00 Dummy Activity? Day [ Date(s): Bookings and Costings
Hide from student choices database? Opt For Separately? Fri11 July 2014 Venue Booking | Transport Other Costs ]
Confirmed? Updated this year? Cancelled? At Risk? Duration (days): 1 iy aokipgiiin
Trip? Depart [02:00 Return [15:30 Overnight? SatA Sun A I Frint info " Enik
NOTE: For trips, publshed depart time for students & shown as 20 mins before time lited above (AIl Activities)
Description Mon am Mon pm
Visit Bristol Museum and Art Gallery and Explore-At-Bristol all in one day! In the -~ Tues am Tues pm Otherinfo  |Leader to decide where to have
morning you will visit Bristol Museum which boasts a extensive collection of artworks, [ | = = lunch
artefacts and mummified remains! You will have the afternoon in At Bristol, one of the Wed am Wed pm @Bristol Booked
UK's most exciting hands-on science centres! Discover interactive exhibits and special CFM supporting Liam Waller
exhibitions, take in a Planetarium show and join At Bristol's live science team for fun T & o T G o
experiments and ax:twltles.| Fri am Fri pm
i satB SunB

Student Activity Info Staff: Rooms: Briefing Sessions:
Clothing School sweatshirt/ Jeans/ Leader HIB Staff (School 1:20) = 2 Lead Room : Leader |HIB
Regirements: Trainers/ Waterproof/ Sun cream Staff |4— Staff (Trip 1:15) = 3 Rooms Needed IQ— Day Fri

Total Students 49 Staff (Overnight 1:10) = 5 Rooms (School 1:20) = 2 Time  |08:50

Rooms (School 1:30) = 2 Room  |L02
Packed Lunch Needed: |Yes
Code - ‘ MName - ‘Gender - |Role - Room - ‘ IT Room? - Trip Waiting Areas:
Spending Money: £10.00 M CEM EI PN A0y I = *l Waiting Al
pending Money:  [£10.00 Maximum DJE DANIEL ENTRADE M T Lo2 2ugltes Iil

Other Student HAL HAZEL ALLINSON F T Il
Regirements: RAB RAYMOND BLIZZARD M T

*

Record: 4 < 1of4 | * ¥ b | K Unfiltered | Search | [ recora: 0 <1 ar1 W [ f || Record 4 1orr ok

Add New Edit Staff | View Free | View Staff View Staff Edit Rooms View Free View Rooms View Rooms JView Student Update Cancelled

Activity Used Staif Allocated Used Used Rooms Allocated used List Activities e pCeea
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A wide variety of reports are available related to activities. For example:
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Activities and Staff
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Curriculum Enrichment Week: 7th - 11th July 2014 . s
Activity Summary Activities - Total Places All Week
Chask and smend this shest ax raquirad, smanding actvity deserprians, rmoming and days fonly ¥
e e e P o ik s et Wl U ate I o e oV b asier Plea e rs Dy Tomi ¥ B ¥ ¥ YU ¥ ¥ 1 N0 YU
Gastings have not been updared for this year. Steffing end rooming hes only been applied where ichas 2 |
directimpac on tm ewmbling. ACHVIEY TaNSpOrT and booking information wil fol ow 3¢ larer dare. o w01 2= 2w s e B o 0 s st s
Code: wev Tuss ors 2w am ame s B IS
Actnty: Make 2 Fop Video - - -
g 2022 s sz we s s e e 71
Leader. MAT THEW CANNON wrac)
(0 a1 masang 5 S Can 3 Fa0 Figan Dt (o0 nan s ST Gims prasios 3ns Thur 2es 3y s 330w s s 31w e 3
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755! 1 9mupS T4 01 5. 103 30d Y0Ur TERGE San Make 3 oo vHIES b 2 3903 o Jour chelse. 00 RVRE the B N e s
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ot —on0 ToTaLs 100 1arz 1 isse  1s0 a
Oy 1 Tim: v
mumber o Shigsnts: 25 ovER! UNDER e m w e am
g [a} 0840 1810 WOVER/UNDER  sszrw 13 40% sk 2a0%
Stafthiseea 3
Rooms nesasa:
NoTE:
Sttt Code Reams Trip Waiting Area
e Eyvew . 1. Caleudations based ONT ¥ on ac tivities wdated for this year
s — un 2. Torai places requived for sach of Years 7- 10 = 300 sudenesx 5 days= 1500 places
3. ¥11 have only limited involvement in CEW. Currently only YCT actvity
4. Caleulated cotals andt 56 over / under INCLUDE the nunber of ¥L1 as isuel
WOTE
1. ANl costs for Actities are being Collected Cenirall. Fiesse s=e the Finance siaff a5 required i you need io
renase ALE must rem ain winin the
S3re 2 bucget for this Sctudty. Piaass aleo nots 12 SIafing ratios Sre 3Gt S Lar. Provision s basn
s uhara pastible B scamodat Sl raqUas
2. IF YOUNEED TO AMEND ANY OF THE DETAILS ON THIE FORM PLEASE DO S0 AND HAND EACK
TO ALE BEFORE THURSDAY 17 FEERUARY.
— =Ty Tl
[ PORTANT: Tl 19 svsstament Torm WUST b3 momed n e Wik NGV SoNoo! reqUiSeNts3ha oo requidiont
.. . . Wha could be Whatis already being done to control e Risk Rating* | Whatfurther actionis | Action | Date | Date
Activity Information & Risk Assessment Form (H&S) Rarmed,and now? | righs? Serets« Lnsoas | recommendedto recuce by |action | action
- rishs further? whom? |due  |done
Sohool] College, Wiendip Haights Communiy Sehosl STL [seL
“Potivity Name Sraral peariom & ALBratol otvity Coge: | 240
External Visit? Ves Overnight Activity? - | "o Risk Category
Date(s) Toe 8 Juy 2014 Departure Time =R Return Time T
Ackivity Leader Vs ANY BRADFORD Stafl Code: AV MobileNumber: | Remaved
Number of Students 43 Female Students. 26 Male Students. 2
SHar Lt VA NIGEL WILSGN, Wrs EMY SRADF ORD, Mrs TINA GARROW
Venue Details: @ BTGl Anchor Road. HEGoUas, Bstol B2506

Gontact: Education Officer Tel: 01175092000 Email:
Bristol Aguarium . Anchor Road, Harbourside, Bristol BS1 5TT
Gontact: Education Booking Officer Tel: 01175298329 Email: bristol@bristolsquarium ¢0.uk

From

VenueBoaking Tenes T From T AT
Bristol Aquarium - From: 12:00; Urtit 14:30

-
ot e s T DYSA 4250 B e e o _ __
- = T
Rereatssessor B
Type of Transport Coach Seats: 53 ‘
T CTy 7
e e o it " e
e c Sorording

s the assessment generic’
or specific to the situation?

Signature: ‘ ‘
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2. Activity Booklets

This feature is used to produce a guide to activities so that students and staff can make choices from

the activities available.

The booklet templates provided can be fully customised by individual schools as required.

Some example pages are shown below:

Front cover

Activity summary

Choices form

Mendip Heights
Community School

CURRICULUM
ENRICHMENT WEEK

7th - 11th July 2014

Year 9
Activity Info

Activiy: Inclusions in Glass Code: 16

Cost 21000 Activty Leader:
Dy TUEWED Numberofplises: 5

Activity: Creative MixUp
ity you wil
‘scsiet paints mug 3136
» Activty Leader
Day  wON Number of plces: 10

YEAR 9 CURRICULUM ENRICHMENT WEEK
7th - 11th July 2014
Name: Tutor Group:

ICT Group: ICT Teacher:

Students may choose vhich activiiesthey wish o do each day during the vieek
Choose ffom the list of in-school activities or extemal visits
Students MUST choose three different aciiviies for each day

Please complete the form using the ACTIVITY CODE S isted in the Enrichment Week

Calm in 3 Crisis - Basic First Aid - MON

Day | Firstchoice | Cost || Secondchoice | Cost || Thirchoice | Cost

Mon

Tue

Wed

Thu

Cost 2R Activity Leader:  Hir € HARRISON
Dy MON Number of plices: &
Activity: Get Out Go Walking - The Mandips Code: MmN

Some experiancs of kg wil be
mbe. You shoud

Activty Leader:
Dy WeD Numberofplises: &

Fri

Activity Leader:  Hir DERODKES
Number of plices: &

Activity: Get Out Go Walking - The Quantocks Code: WALK
s in Somarset. A chance b stise out ohil out and hare 3

Cost £1000 Activty Leader: M DERODKES
Day  THUR Number of places: &

Some actiities will require a contribution to the cost
Please note some aciivities may not run ifthere are insuficient contributions.
Hovever, in cases offinancial hardship, please contact the school be fore making choices

Al activity choices vill be confrmed as soon as possible. A deposit vil then be required for
all activiies with 3ssoiated costs, vath the remaining amounts payable at  later date.

Please do NOT attach any payments to this form.

I give Consent for my chid 1o take partin the activties iisted above.
| understand that some adivities have associated costs.

Parents / Carers signature: Date:

Student's signature.

BRING THE COMPLETED FORM TO THE FIRST ICT LE SSOH IN THE FORTNIGHT
COMMENCING MONDAY 10 MARCH 2014

3. Staff and Student Choices

Two small external databases are supplied with the program. These allow staff and students to enter
their choices for enrichment week activities from drop down lists. These external databases need to be
installed on the school network. Users login using their school user name and password.

9 Enrichment Week
N 6-10 July 2015 @

Staff Choices

User Name criddington
Password R

Good afternoon COLIN

Mendip Data Systems

Surname: RIDDINGTON
Forename: COLIH

staff ID: CR

User Name: criddington

Please enter three different choices that you will be prepared to
take part in during Enrichment Week. If you are already assigned
to an activity, this has been entered for you.

¥ you do not make a choice in one of the boxes, your choices may
be allocated after those who have filled in the form completely.

NOTE: Teachers ONLY:

Apart from staff on overnight trips abroad, teachers will be
allocated to 4 full activity days & be available for cover for half the
remaining day.

Please tick the box below if you would prefer to do 5 full days.
5 full days preferred:

Mon U [v]  mewst [v]  FET O [+]
Tues www [+ sk2 [+] ez [+
Wed mMeN [«] RP [+] ciD [+]
Thur WEST [«| Pas4 [+ |Fma [+

Fri zums [+]  |NEwss [v] |FEns [+

Choices last edited on FEFTIVETTY
No further changes allowed after 29/03/2015

Save &Exi

Code | Activity Days |When
BBC Media Mash Up 1 'WED
BDI3 Learn to Make Beaded Jewellery Expert -\ 1 'WED
BFA3  Calm in a Crisis - Basic First Aid - WED |1 WED

BIRD |Bird Box Project 'WED/THUR
CAV3 |Caving & Abseiling - Cheddar - WED WED
CBA Cardiff Bay Adventure WED

CIN Behind the Scenes at the Cinema
CLB3  |Bristol Climbing Centre Trip - WED
COOL | Cool Britannia

GAM3 | Game On! - WED

GHD Learn to Play Lead Guitar

G Inclusions in Glass

ug Eat Ttalian

MAT | Matilda the Musical (London)

MEN | Get Out Go Walking - The Mendips
MOD  |Model Making

NEWS3 Enrichment Week News Desk - WED
ORE3 | Orienteering on the Beach Quiz - WED
PAS3 | Paintball at Skirmish - WED

FER Percussion Workshop

S S T S PP S | . [N

PGL Barton Hall Residential MON-FRI
PRI3  |Working with a Primary School - St Martin WED
RID3 |Horse Riding & Stable Management Experi WED
RIP Ripley's Museum of Oddities Lendon WED
RNLI3 |Emergency Action Day - Fire and Water - ' WED
RUN3 | Free Running - Parkour - WED 'WED
SCM | Somerset Cricket Match WED
SNW3 | Snowdome Visit - WED 'WED
SOC  |Saccer Crazy WED
STG3 | Stained Glass - WED WED
STR3 | Street Dance - WED WED
SUR | Surfing WED
TMD3 |Theatrical Make-Up Design and Mask Maki WED
VEL Olympic Cycling at the Velodrome WED
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4.

Web based versions are also provided as an alternative.
These have been designed so that choices can also be entered from home using any internet browser.

Enrichment Week .
@ 6th - 10th July 2015 Enrichment Week
Staff Choices 6th - 10th July 2015

el Coteague Staff Choices
11 time o 0pt for your Currculum Enrichment Week chaices; you can o this easiy by cicking the START button below
Please enter your user name and password
Please make your choies before the deadiine o ensure the chance of getting the best Curriculum Envichment Week possie.
Do forget o opt for 3 different choices on EACH day 50 tht you are sllocatd at the same time 35 everybody ese
M you areaiready allocated to an actty, th red for you
User Name
Please complet tions before 30th January 2015
You can access thi form from home 50 ' e3sy to make your choices. Password
REMEMBER you wil not be able tochange your choices after 30th January 2015.
For more nformation about the week,cick the View Actvity Booklet button below
1f you have  problem flling in your choices or need to discuss anything about the week, you can contact me by clicking the Email Login
button.
Have fun choosing!
Mrs Edmonds
Curmculum Enrichment Ofcer
View Actty Bookiet Emai start % Staff Choices _— —
Good afternoon RAMONA
Surname MANAGER Forename RAMONA
User Name 111 StaffiD RM

Some activities last more than one day. You MUST select the activity on each of these days.

Mon MMAL - son - cam -
Toes o - 2 - anz_ -
Wed oN - MAT - Av: |~
Thur FENe v mRD - ama -

Choice Allocations

Once students and staff have made their choices, the program can make allocations to activities based
on choices made and spaces available. Manual allocations can be made where necessary
e.g. where activities are oversubscribed / managing duplicates / dealing with understaffing etc.

Student Choice Allocation form:

Student Choice Allocati
Teg | Adno Surname Forename | Year| TGp |NoForm| Late | Gaps | Trips?| DupesTag| DupesOK|  Mon Tues Mon 1st | Mon 2nd | Mon 3rd | Tues1st | Tues2nd | Tues3rd
T3 13184 ABBOTT Galyna 7 BN Y | [] BDwL  sKkT2 BDWI MPV  RUN1  SKT2  PAS2  KOR2 €
[ 12876 ACKLAND Georgia 8 Ms Y ] ] MDRL  LFM FSC1 MDR1  SPY1 LFM FMH2Z  HOR \
[ 12877 AHMED Rhys 8 BS Y 0 [ T wiLv2 LPTL MMAL  DSDI  WLV2  FLW2  ANI2Z S
[[] 13183 ALDOUS Ryan 7 Qs X A = 0 nNem NCM
[ 1253 ALDRIDGE Ruby s Bs Y ] [ FRAS FRAS FRAS  FRAD  FRA9  FRA9  FRA9  FRAS  F
[] 13181 ALLEN Kai 7 BS Y @ 0 em KOR2 LPT1 FLY MMAL  FUD KOR2  CEP ]
[ 13182 ALLSWORTH Yazmin 7 PN ¥ ] [ owol Aqu Oowol ClBL  EOC AQU LON2  HPT2
[[] 12180 ALMOND Michael 10 w™s Y 0 7oL FLW2 ToL LPTL OWL  ANIZ  FLW2  LFM 3
[ 13180 ANDREWS Luke 7 Ps ¥ B 0 Fm AQu cup FILML  MKYL  AQU SKT2 wMs  E
[ 12875 ANGHEL Gemma 8 BN ¥ El O smw1 TRG STR1 FILM1  ZUM1  TRG NEWS2 JAM2  E
[ 12874 APATA Harvey 8 Es Y B F RuN1 sPY2 RUN1  STRL  FLY HPT2  SPY2  ANIZ  \
[ 13179 APUN Chloe 7 BN Py (] O Bcm HOLA DFF BCM €AN1  FUD OREZ ~ WMS
[[] 12178 APPLEBY George 10 Qs PY 0 [ Hoa HPT2 GOLF1  LPTL MMAL  HPT2  KOR2  SKT2
[] 12179 APPLEBY Georgia 10 MN ¥ (] [] FRAID  FRAL0 FRAI0  FRAI0 FRAI0 FRAI0  FRAL0  FRAI0 F
[ 13172 ASH Henry 7 aN s 0 O w1 VAA LPT1 CAN1  FILML  ORE2  HPT2  ORE2 ¢
[C] 12873 ASHEQULBARI Hannah 8 N P Y E] [ How NEWS2 OWOl SNW1  NEWSL HPT2  SKT2 NEWS2 €
[ 12535 ASHEQULMUKTADIR  Sophie s an ¥ ] 0 7oL MILT cup owol  TOL FUD TRG MILT T
[ 12534 ASTON Hannah 9 MN Y (] O cue MILT cup owor  ToL FUD TRG MILT T
[ 12177 ATHERTON Georgia 10 BS P Y B B soi KOR2 BDJL oMU MPV SKT2  PRI2 KOR2 €
[ 12872 ATKINS Alex 8 ES ¥ El O MMAL  WLv2 MMAL OWO1 RUN1  HPT2  WLV2  BSD \
[ 13177 ATKINSON Charlie 7 BS ¥ B F mMMAL AN MMAL  FLY LPTL ANIZ  FLW2  BCZ2 B
[ 12175 AUDSLEY Georgia 10 BN Y ] O cue 5KT2 cup MDR1  STR1  SKT2  ORE2  SSD [
[[] 12871 AYDENK Daniel 8 MN Y B B saw SAIL SAIL LPTL RUN1  SAIL SKT2 KOR2 ¢
[J 12174 AYDENK Matthew 10 PN Y (] O eoc PRI2 E0C LPTL MDRL  PRI2 ANIZ  FLW2 T
[[] 13175 BACKLER Aaron 7 Ps PY 0 [ Newsl  NAA NEWSL  LPT1 FILML  SKT2  PAS2  KOR2  F
[J 13176 BACKLER Louisa 7 MN ¥ (] 0 ow SKT2 owL cup ToL SKT2  WMS  FUD ]
[ 12533 BACON Emillie 5 EN Y ] O sNwi w2 SNWI  SPYL  MDRL  WLV2  SKT2 BCZ2 b
[[] 12532 BAILEY Jack 9 BS Y @ O sNwi w2 SNW1  CIBL  DSD1 WLV  PAS2  SKT2
[ 12870 BAILEY Josef 8 EN ¥ ] [ coc FLW2 e FILM1  FSC1 FLW2  ANIZ  ORE2 B
[C] 12863 BAILEY Lewis 8 EN PY El [ naa FUD DSDI  SNW1  BDW1  FUD BUG K1z
[T 12868 BAKER Bethany 8 Ms P Y B O FvML NAA FILML  CLBL  SNW1  TRG SKT2 PRI2 <
[J 12173 BAKER Bradley 10 ps ¥ O [ GOLFL  KOR2 GOLF1  CUP MMAL  KOR2  PAS2  AQU s
Recors 14 3 oriior ¥ o e | searen Zl I w " - co oo T T B S T »
Total students=1191 _ All students in Years 7 to 11 involved in CEW No Activity Allocated Y] No Choice Made [J[G[ll  Duplicate allocations highlighted e ¢.JETaER
2 ricroyswen: AR v llER oo llER oo lER el JIEER oo on IR Taz!edstudenlsDNL‘(?:
NOTE: Double dick the AdNo column to open the Student Info form for a selected student
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Choice allocations can also be managed using individual student / staff forms. For example:

Student Info:

Aiesha DAYNES 9QS 12478
Student Info Student Cholces Payments Payment History Contacts Medical Info
Surname DAYNLS Photo NO FORM: MARK as X -
Forename. Alesha LATE FORMS: Mark a5 L
Your 9 > INCOMPLETE FORMS: v
/ - Part; D =
Reg 9205 P = Part ; D = Done
e m— > Allowed On Trips? v
- Trip Permission form Issued
Ao (0 Trip Permission form Retumed
“ Consent Form Signed?
FSM allowed
1st Chokce 2nd Cholce 3rd Cholce Final Allocation Choices Notes
Mon SNW1 . s . DSD1 . SIR1 .
Tues PAS2 < SKI2 . SPY2 - PAS2
Wed SUR BETTE . B3 . SUR . Duplicate Aflocations Exist
Thue STR4 o FENA . GICTIS STRA . Duplicate Cholces Agreed?
Frl SKT5 . 820 - MDRS - NAA - Overwrite cholces entry deadline 12/03/2014
=R =1=-1-1 N-1

Duplicate Student Choice Allocations

View studi ocated 2 or more identical activ ing the week.

Duplicate Choices By Student

Duplicate Choices By Student (TO CHECK)
Staff Gender Balance (Trips)
Duplicate Choices (By Activity)
Allocate COV / EXC / LT staffing
View Summary

Activity Rooming

Staff & Room Allocation Issues Summary

Close

For example, male/female staffing ratio for external trips:

Trips - Male/Female Staff Ratio Issues

Tag an activity to select it. For more details, double click the activity code.
Next tag a member of staff & double click a ion to add the staff to the selected activity (or remove them if already allocated).
Try to ensure a balanced gender ratio for all trips. For more information on staff choices, double click the staff code

Key:  Overstaffed l:l Understaffed . No male / female staff I:l 1male / female staff (total staff>3

Trips - MON ->FRI

Activity Leader| Trip? | Students | Boys Girls| Staff Needed | StaffAllocated | MaleStaff | FemaleStaff |4

O TuE Who Do You Think You Are? - TUE 5 3 2 2
] wep MAT Matilda the Musical {London) P a9 10 39

[ wep RID3 Horse Riding & Stable Management Experienced - V BAB 20 3 17 2 2
[ THUR FMH4 Who Do You Think You Are? - THUR BP 8 3 5 2 2
[F] THUR  HEL Get Kinetic AHC 16 15 1 2 2
[C] THUR  PLY Plymouth Aquarium and Devonport Naval Base ER 49 36 13 4 4
[ THUR  wLva Woodlands Visit - THUR cs 7 34 63 7 7
E1 FRI CDI Introduction to Child Development MEC 6 6 2 2

Record:

P oMb

1 of 10 Search

Tag StafflD Surname Forename Gender Role |5DaysOK MonAM | MonPM  TuesAM TuesPM  WedAM WedPM ThurAM ThurPM | FriaAM FriPM

[, BARKER JANE F T ] BCM BCM NA2 NA2 RIP RIP NAA4 NAA4 FSC5 FSCs S

1 mie BARNETT MATTHEW M A [ CLB1 CLB1 WLVZ WLVZ GHD GHD HPT4 HPT4 NAAS NAAS

[ ces BARNITT CAROL F A =] MKYL MKYL ANIZ ANI2 ORE3 ORE3 MGM MGM NAAS NAAS

[ £BG BECKINGTON GIBSON F v [ NAAL NAAL NAAZ NAAZ NAA3 NAA3 MGM MGM ORI ORI

[ £MB  BROWNLEE MARIA F v ] BFAL BFA1 NAAZ NAAZ BFA3 BFA3 NAAL NAAZ NAAS NAAS5

[ DMC  CHALKLEY DEBORAH F A [l NA1 NA1 NAAZ NAAZ NA3 NA3 NA4 NA4 NAS NAS5

£ sc CHAMBERS SUSANNE F T 0 STR1 STR1 NAA2 NAAZ STR3 STR3 STR4 STR4 BZO BZO

[ sec COOKE GLENDA F L [l NAA1 NAA1L NAA2 NAAZ NAA3 NAA3 PAS4 PAS4 MMAS  MMAS

B wvic CROTHARD VICTORIA F T O LPT1 LPT1 ORE2 ORE2 SUR SUR LpT4 LPT4 NCMS5 NCMS

1 scc CRYSTAL SUSAN F T [ EXC1A NAAZ NAAZ NCM3 NCM3  NCM4  NCM4 Covsp

[ £rc CUTHBERTSON TOMASIN F v ] NAAL NAAL NAAZ NAAZ NAA3 NAA3 NAAL NAAZ NAAS NAAS

[ o DICKSON JOHN M T CLB1 CLB1 NAAZ NAAZ RIP RIP WKH WKH BOWLS BOWLS

O wp DOCARTY KARRIS F T =] ZUM1 ZUM1 HPT2 HPT2 NAA3 NAA3 HPT4 HPT4 BZO BZO -
Record: 4 10f76 b b ¥ Search

NotAvaHab\e“ N:\Aﬂivitvnllm:atadm Nochoicemadem

Clear Al Fiters Filter By Day Filter By Activity Clesrall Tags
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A wide variety of reports are available e.g. activity numbers, student lists and photographs, staffing:

Count : Tues Choice Allocations
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5. Room Timetabling

All aspects of room timetabling are easily managed:

Edit Room Allocation

Room HE
Dept T (=]
IT Room?
Room Allocation
Code - Day - Activity -
MPV [~ MON Make a Pop Video
ANI2 TUE Go Animate - TUE
CooL WED Cool Britannia
AN THUR Go Animate - THUR
LENS FRI Looking Through the Lens — A Photography Pr
*
Record: M lofs LT X Mo F Search

Activities & Room Issues
ivity to select it. For more det — ‘:fm‘uﬁ
room to select it. Double click a lected room
Activity Leader Day(s) Trip? | Students Boys @ Girls Rooms Needed Rooms Allocated Room Change Needed
HOR  Creative Horror SMH TUE = 15 7 8 2 1 e
BIRD  Bird Box Project ADW WED/TH! = 17 10 7 2 3 ]
#*
Record: 4 < 1of2 | b M b |
Rooms Av:
Tag Dept | ITRoom? | Monam | Monpm | Tuesam Tues pm Wed am Wed pm Thuram | Thurpm Friam Fripm |&
i 61 Y12 [ =
O e Ps {1l
[ po1 Da ] DWP DWP
[ po3 Dr (ol
O exc ]
O Hoa Mu PER PER
O Hos Mu ] BDW1 BDW1 GHD GHD BDWS BDWS5
[ Hoe Mu [ BDWL BDW1 PER PER BDW> BDW>
O Ho7 Mu ] GHD GHD
O Hos Ar
[ Ho9 Ar = MUR MUR G L[] G 1<) ORI ORI
O Hio Ar O TMD3 TMD3 MGM MGM ORI ORI
O W11 Ar =] MOD MOD I I pUP pUP -
Record: 4 < 10f92 b bl b | Search
Clear All Filters

Various rooming reports are available. For example:

Rooms Used
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6. Student medical and contact information

This is used to ensure activity leaders have detailed information about students in case of emergency:

MEDICAL CONTACT INFORMATION FORM Bristol Aquarium & At-Bristol
Curriculum Enrichment Week 7th - 11th July 2014 Student Medical & Emergency Confact Info - Tuesday
Please check the emergency contact and medical information below carefully. correcting or adding as Surname Forename ~ m)f DOB TG Medical Notes, Conditions, Consent and Dietary Needs Relationship Contact Name Main Phone
necessary and retum to school before MONDAY 9 JUNE 2014
“ALSWoRTH Yazmin 71062002 TP Consentto aaminister THioter W eeteBop 01722 613162
Only the first contact information has been included here as Mendip Heights Community School, which Iouprofen (] Paracstamol [] 2 Father MrRichard Hurman 07912613182
has afull list of contacts. is only a phone call away if the first contact is unavailable 3 Grancparent  Noelene Bishop 01724 613182
: . ANDREWS Luke W 0Ws/z002 7PS Conditions T Faner W Hichae! Beoth 01724 613180
Students Name: Oliver LAND Tutor Group: 8BS Asthma - Mid 2 Mother Mrs Jacqueline Booth 07774 £13180
DOB: 05 August 2001 Gender: M HayFever 3 Other Relative  Jenny Hiunden 01726 613180
Consent to administer
Address: 11303 Fulmar Road buproten 1 Paracstamel L] 1110972012
Bidwell Notess
West Town VENTOLIN INHALER -
BS27 6YU CONSENT TO ADMINISTER
WHEN REQUIRED OR IF
Emergency Contact{s): 1 Mother Mrs Donna Stuckey 01724 612730 CHESTY X1ZPUFFS
2 Father NE Steven Carter 01724 612730 BATER oy W 70 Condons T Ea«n; ey v
randparent  Ifs Rosalie Brun
3 Grandparent Julie Scott 01275 312730 Eezema
4 Other Contact  Julie Scott 01724 612730 Consent to administer
Ibuprofen B 12/0972013 Paracstamol 7] 120872013
Medical Conditions / Info: Tetralogy of Fallots - Notes:
surgery when young CONSENT TO ADMINISTER
i SALAIfOL INHALER-BLUE
Consent: Has Pompholyx occasionally
Doctor's Name / Practice: Dr Hook West Town Surgery (type of eczemal
BROCKLESEY Karte 701072001 205 Consentto adrminister T Hioter s Dot Robinsan 01724 612841
Doctor Tel: 01724 999111 Ibuprofen 2] 2710172013 Paracstamal b] 2710172013 2 Father MrMichael Goud 07910 312841
Dictary Neods: 3 OtverRelative  WrBranRobinsan 04724 612841
4 Other Relative_ NeilDyer 01724 612861
Can your child swim 50 metres unaided?: YES I NO BROWN Soone 7 03101558 1005 Condiions THioter W Sanara Binmie 01724 612181
Migraine 2 Father MrSimon Binnie 07438 (12121
I agree that, in the case of an emergency, my child shall be given any treatment considered necessary by Cansent to administer: 3 Other Family e Miss Jasmin Harishom 07843 112181
the medical authorities present. owprotn ] 14/1072010 Paracctamel 7] 141072010
Signed: Date: BRYANT Joal 0032002 7EN Consent to administer: 1 Wother Wiss Sarah Colins 01724 613152
buprofen 1 Paracetamol [] 11092012 2 Grancparent  WrRichard Commally 01724 813152
3 Grandparent Claire Connelly 01724613152
Parent/Guardian
I T — I

7. Management of external trips

Manage all aspects of external visits including venue and transport bookings:

Venue Bookings: Black Country Museum Trip

Ref: Paig:

Venue

P [stack Country Ling Ml foo03ts17 £20050 | £0.00
ry Lving llﬂ o

ViewNew Venue

Actwty:

Baaking Finish

07 July 2014 10:00 7 July 2014 15:30
W,

dd mmmm vy Bhemm  dd mmem yyyy Bemm

budeycana T (gt | | B s
Viewhew Ve

26/02/2014 booked via ‘
BOM. £4.30 child £5.35

o7y 2014 £330 07 uy 2014 1410

Transport Info: Black Country Museum Trip

dd mmmm yyyy hhmm  dd mmmm yyyy bhmm

[zl -

[ 07 July 2014 00:00 [ 07 July 2014 00:00

dd mmmm yyvy hhmmdd mmmm yyyy hmm

> . N BookingNotes:
Code: Type: C H
ode: B [-] Type:  [Cooch [wlfcomazu; [=] (eg. pickup/crop off date & times)
seating: | 53 Ref:  [26333 Cost: [ £420.00 (730 Gepart
. 15.00 return at school
Feid: 000 Jgooked 2213112
* N N Bookinghotes:
Code: Type: Co
ode pen [-] Tyee: [=] company [=] (eg. pckupicrop off date & times)
Seating: | Ref: Cost: ‘
Paid: ‘

Paid £0 of £420

Edit Transport Companies

Total (Transport, Venue & Other) paid £0 of £768.2

Transport Bookings Summary
i : Doy /Ti] = WED’
Cobs  Tompeilips  Seung Cut Pl Bk [ — b

Other items include foreign travel checks (passport & EHIC), parental consent checks,

Mendip Data Systems
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Trips - Transport Info THUR
Cade Actsiy Leader Sty Stndents Dopart Time Resorn Time Wakng Arvess Coach Company Bocking Ry Coach Type Coach Size
AER4 Asmosed Amae THURFR 010 940 »,
AMM Advarturs Teartuing Doy - TR JOM 9140 20 1700 w3 2 o7 Coscn E
AR CrsfMmmmasanGan T M 2 ) 250 )
CCD4. Court Cae Drara - TH. e 2 vas0 Mo a Veme
CHC4 Cadiury's Chocalsts Wond - THUR 010 900 700
PV EmnProect wo+ mm . 20 w2 ' w8t Cosh s
700 depart
1830 reum f scheos
e or0  oam
TkYouke? THR P 2 X AW i 1 W Coan »
SOY  Gromn Dy w2 010 990 500
GRN GromDay w1 010 350 %
HEL  Gatiimese we 2w a4 630 80 . w
T Ko @ 7:30 #30 wos ' 2
MM mpial War MuseumVist r 31 wae 730 530 W 2 =
730 mean
1.3 rsum f scheos
Boored 11612
22 Mareh 2014 Pege1of
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8. Organisation of staff cover in case of absence

As normal timetabling is suspended, the program is also used to manage staff absence cover during
enrichment days/week.

Allocate Teaching Staff / LT to Dummy Activities

© Cover

Tag an activity to

lect it. For more details, double click the activity code.
Next tag o member of staff & double click a session to add the staff to the selected activity. Alternatively, tag all staff to be allocated, then click the ‘Allocate Togged Staff button.

For more information on

Cover supervision - Half Day

Clear Al Fitters

off choices, double diick the staff code

t Available

riter oy oay [ ED

Tag Activity Leader | Day/Time | Duration | Staff Needed | StaffAllocated | Male Staff | Female Staff

£3 COVIA  Reserve Cover- MonAM MON am 0.5 4 4 1 3

[ coviP  Reserve Cover- MonPM MON pm 05 a 4 1 3 L

[[] covaa  Reserve Cover-TuesAM TUEam 0.5 4 4 2 2 F

[ covap  Reserve Cover-TuesPM TUEpm 05 a 4 3 1

[ cOvaA  Reserve Cover-Wed AM WED am 0.5 4 4 2 2

[[] covap  Reserve Cover-Wed PM WED pm 05 a [ ] 1 1

[F] covaa  Reserve Cover- ThurAM THU am 05 4 Ea 1 2

[ covap  Reserve Cover-ThurPM THU pm 05 a 4 2 2

[0 COVSA  Reserve Cover-Fri AM FRIam 0.5 4 4 1 3

[ covsP  Reserve Cover- FriPM FRIpm 05 a 4 0 a =

o Search

Surname Forename |Gender Role | 5DaysOK MonAM | MonPM | TuesAM | TuesPM | WedAM | WedPM | ThurAM | ThurPM | FriAM | FriPM

[[] SEA  ANDERSON SARA F T [ covia ORE2 ORE2  MOD  MOD covap covsp =

] HWB  BANKS HELEN F T [J MKyl MKyl SSD  sSsD EXC3P EPY  EPY  BOWLS BOWLS

[ JB  BARKER JANE F T [J BoM  BCM  NA2Z NA2 RIP RIP NAAA NAAS  FSC5  FSCS

[J NIB  BENNING NICHOLAS M T O 7t ToL COVZP  RIP RIP FLWA  FLW4  MKYS  MKYS

[[] VKB  BROADCHURCH VICTORIA  F T ] MMAL MMAL FLW2  FLW2  COV3A PASS  PASA  MBW  MBW

[J NPB  BYRNE NANCY F T [ MK MKY1  COV2A COV3P CAN4  CANA  SWT  SWT

] MAC CANNON MATTHEW M T [J MPv  MPV  BSD  BSD  PAS3  PAS3  PLY Ly covsa

[J sc  cHAMBERS SUSANNE  F T [[J sTRL  STRI  NAA2 |NAA2 STR3  STR3  STR4  STR4  BZO  BZO

[ JEC  CREST JANET F T ] MKYL  MKYL LON2  LON2  EXC3A LONa  LON4  BZO  BZO

[J vic  CROTHARD VICTORIA  F T CJ TL LPTL  ORE2 ORE2 SUR  SUR  LPT4  LPTA  NCW5 | NeMs |
T T rpsan - - L rwean maas mann  mcasr micmas aenan mcaea covEn

e Made TSI
Gender -E. Filter 8y staff Tog [T

The program can also manage other staffing issues e.g. to cover exclusion room supervision

9. Finance including student payments and activity costs

All student payments for enrichment activities can be managed using the program

esha DAYNES 9QS 12478
MENDIP HEIGHTS COMMUNITY SCHOOL Student Info Student Choices Payments Payment History Contads | Medcal Info
Enrichment Week Activities - Allocation / Payment Form
Day Code Activity Cost  Photo
Dear Parent / Carer: Mon STRI Street Dance - MON £6.00
Piease complete and retum this formtogether vith the outstanding balance and medical form, as soon as Tues PAS2 Paintbal at Sirmish - TUE £96.00 b
possible, and by MONDAY 9 JUNE 2014. Your child cannot undertake any CEW activity if you have not _ - o —_— v
retumed payment, given consent and provided the medical information. All applications are subiect fo b
approval by the raievant Head of Year. Thur sTRa Street Dance - THUR £6.00
il m o Activity Allocated (Stud £0.00
Name: Georgia ACKLAND TutorGroup:  8MS o Aty Allocoted (Studert) 0
Address: 11500 Buckland Green, Bigvell West Toun, Somerset, BS27 THL New Povment Detaily ke £93.00
New payment £0.00 Aieady Paid £0.00
Approved Activifies and Cosis: W R £0.00 Notes
Day Code Activity Cost Total To Pay fo3.00|  Pavment
Mon DR Murder st Worle - HON £0.00 Fuly Paid?
Tues. LFw Liancaiach Favr H anor Visit 21550 final Payment Due 16/05/2014
Wea wRC W arvick Castie Trp 1800 Payment Plon Agreed?
Last Pavment Details Deposit Info
Thur NG Manga Comic Strip & Animag Film -THUR £0.00 s Payment Plan Details:
Fri LENS Locking Through the Lens — A Photography Project £4.00 (e E0.00 Comins 18/04/2014
Paym * .
Plesse give corsenttothe adliviies sbove by siaring below Total Cost: £37.50 Ch—io EILHETT Lo T
Already Paid: £52.50 Last Payment Type: Balance £58.00/
signea
CEW Balance Due: £15.00 e —
oa | I |

Thiswil ensurs that the Finance Office can allocats your payment correctly.

1. Ve prefer all payments to be made by cheque, made payable to Mendip Heights Community Sehool.
Please wite your child's name, T utor Group and details of what the payment s for, on the reverse of the cheque.

Privted on 2203/301¢ 17:01:37

Please indicats below what you have included wif this form
1. Gheaue For Full Peyment CEW [

2. Gash For Full Payment GEW
2. CEW Megical Form
4. Otner (spacify below):

o
=]

Il ”Ill "' | |II|I I” Edit Payment History

Student Info Student Chaices | Payments Payment History Contacts [ Medical Info
2 liyou cannot pay by cheque, please pul the corect amo unt of cash in a sealed
written on the front
 Allpayments are to be taken direatly to the Finance Office before school, during break and lunchtimes. NO Summary of Previous Payments
PAYMENTS SHOULD BE GIVENl TOTUTORS. A receipt vl be issu ed for cash payments oniy. Payment D Date - Payment Type - Amount - ChequeNo - Staff 1D -
4. In cases of financial hardship, please ask the school to discuss a manageable solution with you 22/01/2014 £0.00
34308 11/02/2014 OTH £43.50 PPAY
34502 08/01/2014 otH £5.00 PPAY
CHECKUST 34507 08/01/2014 OTH £4.00 PPAY

NOTE:

Schools may prefer to manage payments externally e.g. using ParentPay / SIMS.
If so, student payment details can easily be imported into the program

Mendip Data Systems
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Various payment reports are also provided for finance office use. For example:

- " - Curriculum Enrichment Week 2014
Curriculum Envichment Week 2014
Total Costs + Payments Summary Payment History - All Students - Between 03/02/2014 and 21/03/2014
22 March 2014
Surname Forename Year Gender Date Type Amount
ey =N s G ToamE ot ErEY
Mitcnel 1 " tozm1s otw
Student Costs & Payments Rnys 3 " 1 oTH
Total Student Costs  Totel Alrsady Paid  Totel School Subsidy  Total ToPay Dyln 1 " 1 oTH
Michae! 10 " o oth
35100 s £1.00000 s sost 1 " 1 ok
- anvsy s " o2 otw
% paid so far: 66.42% QUL MUKTADIR Sophie 3 F 1102 OTH
Ton Hannan s F o oth
P iins 1 7 cam an i bt ors T mshst st i G5 sz ATKINSON Jake " M 1" otH
o ArTwooo e 1 tes  ranziser F M otk
rosals by e AYDENK Daniel 8 VN 08/032001 M 11022014 oTH
e SumOfmenn: P Bacon sack 1 T 1307198 " tozmie oh
orn s saLey Aesanser It MEN  2s04tose " oth
w e1om BAIEY Daniclle 1 es  raorese F ok
-_— BaiEY ok s sEs " otH
Tot: £azenaA BAILEY Josef 8 SEN M oTH
saker Benany s s F otw
teiiy Income & Espendire e o o o " bl
CEWBudga Total Abready Paid ~ OtherIncome  TowlExpendiows  Balance BAKER Qliver 10 0PS M oTH
BALL Rnys s sBs " oth
500000 e 50 BALLNGER Fosve s sFs  1so72001 F otw
saRFORD oe 1 HEN  2utones F oth
BARNES Emma s PN mizises F ot
¥ spent so far: BARTLETT Courtney 3 3N 02/09/1959 F oTH
sarTON Eve s sos 14042001 r otw
o o rocn e o s v e samton Keter o omes . ot
S T TR S e cowanies sasTn Eizanatn It s F oth
BATEMAN Jasmine 10 1o F ot
BAXTER Danel 10 10PN " oth
Reuten s ann " otw
sesBINGTON e s sEn F oth
seooiNGTON Derier 10 s " ot
BELUNGHAM Gregary 10 10an " oth
BEmAND Cheses 1 TPs F tozmie otH
22 March 2014 Pagel of15
Twa =T
Activities Costs Sumumary
Code BCM Actiiity Black Country Museum Trip Leader P Code deisiy Beaker Actly Dol Toaxial | Tad | Boce
Activity Cost £19.50 Confirmed? Cancelled?  [|  Dummy? 7 Pupil Count 6 E
Activity Cost Summary Total Income £0.00
Total Expenditure £0.00
Balance £0.00
Actiiity Cost Details Income in BLACK ; Expenditure i RED 4
Ttem « TtemRef - Item Date - Item Staff - Income - Venue Cost - Coach Cost - Other Cost « Item Cost ~ ;z

e I

II e . SRR _

3March 3004 B Tefd

10. Calendar events

This feature can be used to manage the many aspects of planning the enrichment programme for the
academic year. For example, you can create a timeline of action required during the year, print event

calendars in month / week / day views etc.
New Calendar Even

Creating a new calendar event is very similar to Descrption
the process used in programs such as Outlook or

Category El
on Smartphone& Start Date 22/12/2014 Time (09:00 El Allpay? [
End Date 22/12/2014 Time (09:30 [~ |

Dates for school terms and other calendar events Duration | 05  hours
already created can also be imported into the feom =

program to prevent duplication of work. _
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Existing calendar events can be listed / edited:

31/12/2014 00:00 31/12/2014 00:00

Room |z|

Calendar Events for December 2014
Start Date [ Time All Day? End Date [ Time Description Category Room
01/12/2014 00:00 12/12/2014 00:00  Check status of all activities Activities [+] [=]
03/12/2014 00:00 12/12/2014 00:00| [5] frmEditCalendarEvent - B = [+] [=]
08/12/2014 00:00 16/01/2015 00:00 [+] [=]
08/12/2014 09:30 =l 08/12/2014 12:30 Edit Calendar Event [+] conr  [+]
09/12/2014 10:00 ] 09/12/2014 13:00 [+] conr  [+]
10/12/2014 09:00 [ 12/12/2014 18:30| | Description  Londan Trip =l =l

¥ 10/12/2014 1315 [0 19/12/2014 13:45 [ B [=]
22/12/2014 00:00 22/12/2014 00:00| | Category Trips E| [+] [=]
23/12/2014 00:00 23/12/2014 00:00) |0 pate 10/12/2014 Time 03:00 [~| All Day? ] L] [=]
24/12{2014 00:00 24/12/2014 00:00 [+] [+]
20/12/2014 00:00 29/12/2014 00-00| | End Date 12/12/2014 Time |18:30 [~] = =
30/12/2014 00:00 30/12/2014 00:00 Duration =5 |l [+] [+]
[~] [=]

[~] [~]

Double diick a calendar event to edit it

I Ty Fiter By Veor: EIGERNIT  Filter By Month: ﬂ Filter By Category: _E.

A monthly calendar can be displayed:

Add New Event | Edit Calendar Events E dp (14 Calendar style © Month @ Week @ Day Print Close
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
[a 2 [3 a s
% Holiday Holiday Holiday Holiday
g All Day All Day All Day All Day
=
2
=
6 7 8 9 10 1 12
5
S
=3
ES
2
=
13 14 15 16 17 18 19
- Allocate students with NAA Check risk assessments Chase pupils with no
2 18 Apr-21 Apr 16 Apr-6 Jun choices 17 Apr-2 May
= Update trip activity
H leaders 18 Apr-2 May
. \ |
20 21 2 3 24 3 %
= Issue trip permission Allocate staff to activities Allocate rooms to
g forms 21 Apr-25 Apr 22 Apr-2 May activities 25 Apr-9 May
ES
2
>
2 28 29 30
e Issue activity/payment
s info 28 Apr-5 May
=
z
&
=
4 i 3

Double click - a blank slot to add a new event at that time
any calendar event description to edit it
Double dlick - a day header to view that day's events

Today's date: Monday 18 August 2014 Brev Month Dext Month

Colour coding is used to denote different types of calendar event.
The form has been designed to allow you to change views easily:

e Change months using the Next, Previous or Today buttons or the month selector.
e Change to a weekly or daily calendar style using the style selector in the header
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A weekly view can also be selected by clicking the View Week button

I i catendar for [

2 sunday

a1
Day

A specific day can also be chosen by double clicking on the blue day header

skt e et [] e Coercir Evens uly 2004 - o 0 Pt Glose

Calendar events can be edited from any of the calendar view forms:

o Double click an existing calendar event to edit or delete it
e Double click a blank slot to create a new event at that time

The enrichment calendar can also be exported to Outlook and shared with other users.
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11. Contacts

The contacts section has been designed to be similar to that in Outlook

A searchable contacts list is available:

FB) Contact List
ntact Add From Qutlook  Create Mailing Labels Print Contact List

(TSR3 Search Contacts B Go searchA-Z: B3 9 show Al Records
Barnes, Fred r
Full Name: <
Job Title: Customer Support
Company: Total Training
Address:
Business Phone.
Home Phone:
Mobile Phone:
E-mail Address: f.barnes@minime.net Send EMail
Web Page:
Richmond, Nadia
Full Name: Nadia Richmand
JobTitle: Health & Saefty Advisor
Company: Capita
Address: BS25 SNB View Map
Business Phone: 07700 062838
Home Phone:
Mobile Phone: 07913121918
E-mail Address: nrichmond86@msn.com Send EMail
‘Web Page:
Riddington, Colin
Full Name: Colin Riddington View Photo
Job Title: Manager
Company: Mendip Data Systems
Address: B525 5NB View Map
Business Phone.
Home Phone:
Mobile Phone:
E-mail Address:  support@mendipdatasystems.co.uk Send EMsil
Web Page: http: k View Web Page
Double click a name header to view full details or edit the contact v
Record: K < 10f7 _ » M+ | W Unfiliered | Search

Emails can be sent directly from the contact list form.

You can also view contact photos, view a map or web page from the form where such data is available

New contacts can be added and existing contacts edited using the contact details form:

@) Tom Sanders

General

First Name
Last Name
Company

JobTitle

Phone Numbers
Business Phone
Home Phone
Mobile Phone

Fax Number

Address

Street

city
County
Postcode.

Country

E-mail

Photo nat

sanders

available

Logan Balloons

sales Manager

Other

(01904 456783

@ Addphoto

Category

Business =

Email

tsanders@lozan co.uk

Web Page

# Click to Map

Notes

Routines are provided which make it easy to import existing contacts from Outlook or export new
contacts to Outlook

BEE9E e (s Tom Sanders - Contact o @ =
Contact | Inset  FommatTet  Review  Zonealamm Anti-spam Desktop )
| g x saveaen - |y EyEmal a@l @ l@ ~y B categorize -
& Forward - i weeting i P A ratowun-
ml Save& Delete Show Address Check | Business Picture Zoom n
onenote | Emore~ | Adaress Creck  prvate
Adtions Communicate Names Options Tags Zoom
Funame T
. Lagan Balloons
Company: Logan Balloons e :
Job title: sales Manager
01904 456789 Work
1€ | internet
(W E-mail -] [
Display as: H
el L
Web page address =1
[iz]
M address; =ln
Phone numbers
n

Mendip Data Systems
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12. Staff/ Student / Parent / Contact Emails

This section is used to send an email to one or more staff, students, parents or contacts. For example,
an email could be sent giving updated information to all students taking part in a particular activity:

Send Email to a Group of Students

Use this form to send an email (o the school email Choose a CEW Activity

addresses of one or more staff

MON - Adverture Teambuiding Day - MON
MON/TUE - All Aboard (Two Day Sailing Experience)
MON - Band Workshop - MON

MON.FRI - Barton Hal Residential

MON - Black Country Museum Trip

MON - Bristol Cimbing Centre Trip - MON

MON - Caim in a Crisis - Basic First Aid - MON

Double click a member of staff 10 add them to the fist
Double click again to remove the entry

MON - Caving & Abseiling -Cheddar - MON
MON - Creative Mix Up

MON - Dissection Day - MON

MON - Ennchment Week News Desk - MON

Select an Option MON - Exmoor Owt and Hawk Centre Trip
MON - Explore the Outdoors Through Your Camera
All students in a Year group MON - Felt Book and Pencil Cover

MON - Film Ciub - MON

Al shureris i 8 Tt roup MON - Flight - Rockets

Al students in a House MON - Free Running - Parkour - MON
- MON - Horse Riding & Stable Management Beginner - |
Agrowp of students MON - Learn to Make Beaded Jewellery Beginner

MON - Lets Play Tenmis! - MON

Apjeckhid.el student MON - Make a Pop Video

All students in a leaching group

Al students in an acivty

Send EMail Close
Send to
BAILEY Josef 8 EN-
CHU Austen 10 MN
GREEN Sophie 9 MS
GWYNNE Michael 9 PS
HOLTWATTS ~ Tomas 8 QS
PEARSE Orla 9 ON
RICHARDSON Laura 7 QN .

Clear Send To List

Enter E-mail subject line below
Visit to Cardifl Castie

Enter the message text below.

The departure time for this tnp has been
changed from 9.00am to 8 30am|

Attach File(s) Remove Files

The message will be sent directly from the program or from Outlook if this is used for email.

You may choose to send a copy of the email to your school email address

Md9o . Enrichment week visd to Carddf Castle - Message (HTML)
_re | Inert  Options  formatTet  Review
*] Tmes ek <12 < A AT .. @‘ u 0
neck | Attacn Attach 5

P romatrante B LU YA [EEE R

Names | e fem<

From | Mendip Data Systems

To

)

o AL Gmendchentinschdi A2 mendchechis s &
e ALs7sgmendoheditssch b AL2A2 Gmendohedhity stk

Sutpect Envichment week visi to Caraitt Castle
Please note that the departure time for this activity has been changed from 9.00am to 8.30am.

Please make sure you are In school in time for the earlier departure

Mrs A Edmonds

Curriculum Enrichment Leader

13. Student Mail Merge Letters

This section can be used to send mail merge letters to a selected group of students.
For example, a letter could be sent reminding parents of a payment deadline:

Create a Mail Merge Letter | Merge Leter | ks 5y
Use jorm to send an email to the school email Select one or more students from the kst Type your letter below:
addresse: e of more staff ALLSWORTH Yazmin 7 PN~ This is a reminder that all payments for
PSR NI .1 o ek s b i
Double ciick a member of staff to add them to the st ANDREWS Like 7 PS Friday 13 May
Double cick again to remove the entry ANGHEL Gemma 8 BN
ANGHEL Joel 1 oN For your convenience, full details of the
APATA Harvey 8 ES actvities and costs are enciosed with this
APLIN Chioe 7 EN letter
ASH Henry 7 N this deadiine, please contact me at school
ASHEQUL BAR! Hannah 8 QN
ASHEQUL MUKTADIR Sophie 9 oN
Select an Option
ATHERTON Georga 10 8S
Al students in a Year group ATHNS i 8 ES
ATKINSON Charke 7 BS
Al students in a Tutor group ATKINSON Georga 1 BN
o ATKINSON Jake 1" BN
shudents ina Hose ATTWOOD Alce 1 8S
AUDSLEY Georgia 10 BN
t Agop o suerts { | (oo Dan A
An indviduai student [Avoenk_____Mathew 10 ___PN I
Al students in & teaching group e 2
CEW Sort by Year | Sortby Clear
A sulonks 1n.a CEW Achity G| TuorGrop | Selecton
Fater By Yo B oLt
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The letter templates supplied can be modified to suit individual school needs.

If thase ane frem s vl

Mendip Heights Community School
& Spemialit Scheal for Media Sctr

Georze APFLFEY 1003

Deas MrasdMs Camow,

Tz s 2 semindarth afl myemeaes For corsioabum snsc e sk st be paidy Fadey
13 May

Vorues sincendy,

Mz A EDMCNTE

s Seadiine plemse

For yorur comeaience. Filll desalls of the activities and oosts ar endozed with this Jener

ool

14. Timetable Viewer

This section is used to view / print timetables for selected students, staff, rooms or teaching groups:

|
07XMa1

|Suname
|ANDREWS
BACKLER
BAKER
CATTERALL
CAVACIUTI
CHAMBERS
COLLARD
DALLIN
DAWE

DOEL

Studen

Student Timetable

Teacher Timetable
Room Timetable
Class Timetable

press ENT!

List of Teachers for Luke ANDREWS

ClassiD
07PSIAI

Subj [Staff Name

A Miss K JANES
Ci MrDBROOKES
D MsNBYRNE
En__Miss D SMYTHE

Miss K TOPPER
Ms M MCNEAL
Mrs N MARTON
U |MsNBYRNE
Ma_ Miss S NELSON

Chck a class o view the class list
Class List for 07PS/Fr

Forename
Luke
Aaron
Jack
Bailey
Heather
Cameron
Jordan
Vinnie
Eva

Cole

Double click a student to view his/her timetable

metable Viewer

Select a teacher
Select a room

Select a teaching group

ER 0n the keyboard

Reg MF +|| Chckonatimetable siot to
75 M | explain the format

Lesson for selected class

3
TTEZEZTTEE=S

Luke ANDREWS 7PS

Enter the student's sumame and  ANDREWS

mm w 1Th 1F
Mathematics 0T g Hastory Mathomatics
omvat oTRYrTes aTPSAe oot
SAN S SAN
wr M5 H16 06 Lo?
Togous Siudms | Scwnce Tiahemaics Engioh
PSR PSS anihat onEnz
JHL SAN s
o sor Lo ]
y Science Enghsh BT
OTP/Ge oPsSe oneny omRYITed
KT SEN ws AM
MM 812 " M5
w Lean 2 Loam | Phywica Educaion | Scance | Phywcal Education
oS sl 1P|
] B ou o
Wit Lo o oYM
54 Geography English Musc
orPsM 07PS/Ge O07XER2 07PSMu
NM KT s HS
[RE] M2 M8 HOS
l Print | close [

Current View : Week 1| | viewweek 2

Ti

for: Luke ANDREWS 7PS

Week 1

Listof Classes and Taschers:

Oass Subiet Teschers
OTNKPEN T Prysiesl Edustion on Nw
RS Ki

GTPSKI Cizenship o2

P Dams NeE

oTFSFr Fenen Ly

oTPS: Gasgraphy KT

orPSMi ey uRM

arsn T N

oPSU Leamzleam NeE

oTFSMu  Music K

OTFSRs  ReigousStuses R

o7PSss  Ssn sen I
OTK/En2 Engish ous

OTKME1  Mathematos SN

oTKYTes  DeT 5 A

Timetable for Room: L04

Week 1

ListofClass.
cass SmfCose  Lesons
oMt o ©
ommas e 1
oBNMat o o
e o 5
e o °
10NMad o 7
108Mad o e
s0ss e 1
TINMat o i

Mendip Data Systems

Page 15 of 19

Updated 15/02/2015



14. Student Attendance

Various reports are available to manage all aspects of student attendance during enrichment week and
to follow up issues as necessary. For example:

Attendance summary by activity Attendance summary by day / session

Student % Attend, CEW 2014
. a o -
Activity Attendance Summary r
Places Seudents  Smudenss %
Cods r Leads D v om Acmin P, P Day Dare AMPM Toral Students % Toral Arendance % Toeal Absence
WUE Go Anmae- TUE sz TUE E3 E3 E B2 Mon araTaa - 14 EI B
ADU  BrisilAquerium & K-Brmiol AVE  TuE 4 4 =) 7% Man * - un i
I = = = Ry e cwomu o e o
= e comy s T o mon E] G s oo
(mE SmemYercomaioeTUE KW TWE @ @ @ mom e ssamza wn s s
=2 e vou comron e e e = = 2 mm
(S msiwes e see Lo we mwn e we  cwsmu ot s
D5 Lewm sk Bemies ey Bow-WED L WE = = = ouos
e = N = N i e ™ ke i e
e e s 7R FE] E) i T - Pr— p po oy
Az commscrma- semserman-E w we = Bl 5 mm ™ PP P P =
212 ersmat s e At s we e - = w  me s s e s e
ESD Ot 'Witl Wi Sush Cram " TUE 45 B B 100.0% £ died - 1 TR B
o sramizoover s - E 5 s Average % for CEW o csn
e S
gy p e — sm W ) - s mm
cos ourtcase crams - T T ES = R
oo cwamcame o mon - 2 + eom
o e cocome e 5w B E) & mom
81 BramiCimeing Cane op - N = wow = = -
o5 srmmcimmeg cenre o ERC] - Bl w  wes
oo omcwrg e ne= = = T
e zrme -man wee mon = 2 i o
P Toa Copestmnmer R = - % wmon
rsezion oay -uoN s mon S S n =
[ ——— non maum = - & s
E [Ty - = = =
FET Fen Sook s Peci Coue e mon = s L wos
B - u B T
=y Fapelefl
2 aderd 2014 Bege Iard. o

Attendance register by activity Student Attendance Summary

Student Count Atterd,
ount Marks - CEW 7th - 11th July
Tuesday LON2 London Science Museum Visit - TUE
Yo Aoy AM ~ AdNe Surname Forename Fear TGp Presmnc AEA  Auh Abs Unauh Abs Nomark Tocal
] L] Ower e R — ~
1 O wes TR R
2 Natran o Ll '} v 11317 ADAMS M Echel 11 s 10 10
; owmn W oo B -
ot e Ao ome s
‘ prieal s w ‘o e = - m
¢ oty 0es f T e
7 ‘Robert " s Ll ‘ \ RESETR o 7 == 10 10
. oy wos w vos =~
. Lo wios w '8 T e e
N NEme L TE
w0 toy (R o ey — = g
" Metes 78 r ' \ 1B aweesl e 11 @GN
b - T w iy T =, Te
» i - ‘8 aEm oA X
] ey oo, A T e e . m
b Joshua s os “ ‘! M RE Henry 7 an 18 40
" e s w o =T -
" preaijiy smo P SR o e e b
w oo wu ro GEEETTIIL IR
5 e - ro L Em awn *
=
» et s Co PR, .o
11812 ATOEON  Geagie 11 BN
k-l Ereine " os r ‘ \ 11313 ATIONSON. Jake 11 BN 1
2 Ben woes 1 ' en arnwess e 1 oss
E) Hary AL " ‘ L § AT AUDSEY & eongls 0 =M 4
» Emiy 7 88 r N \ 13571 AYDENK  Dmel 8 MN
2 t Tt v o vome e e b
7 N new W ' \ 13178 _smcmien oums 7w A o
» clane woes v o R
» Thomes ’ s L ‘ \ 11303 BAGON. sack 11 MN 1
» Berane 10 os r i \ 1107 mawEy  Aeme 11BN
,, e - A e _— :
= Ly LG A \ Az mEv sy gl El
n Ko 0 €S " ' L] 19 BALEY  Lews 8 =N
» Joshua 9 EN L 1 ' 11208 BaEs Mo 1= 2
bt on T ot b e T
5 o i S e e .
» Torer o AR R
o e = e
» Abel T e " ‘ \ o un
» Emiy 7 . [ 1 ' 12171 BAxER Qmwer 10 Ps A0
“ o wes oW "o B =
pt Sanary - ' e = e :
Q Chioe. T NS r i (X
a Sema 1w "o e
“ Hogm s F v et mmn - .= S g
“ Che 7es ok £ X e
“ Lews "N " ‘ \ 12167 BANWEL hoe 10 BN 0 3 10
@ Botyn s on ’ ‘ \ 17 mamEER Geage 7 =N
g ool b o3 i e *
e T
“ Samver 10 _Ps " 1 A e T R
- —— E pee 1735
Abment. . .
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Attendance report (by tutor group) Individual student attendance record

=5| frm5tudentAttendanceMarks =2
CEW 2014 - Student Attendance Marks 9BS
Ao Sumame  Formame TG Mo MePM TasM TuPM WeddM WedPM ThudM WM Fi0M FEM  orae b Student Attendance Marks
e — = — — = =
I = e D I
o oo - : :
e W . S T W S " " 7th - 11th July 2014
o conrim e - ; v ; froa—
s cromisY  camwe  ms O R S B 0w e
124 ov Lo s n r—)
e e S e Y S — E— o m o=
e S ————————— Ruby ALDRIDGE 9BS
T oo i = R S — . SRR %% Attendance for Year 92.0
e N ey w0 P Y R W T Z T R
e e = s . P— n \ -
e e - = S S —— FR—— Day AM PM
e w T T S Y R L m om
i mmsowce D F—— F S S S R Fa— -
122m pansons Barany s . v B B . N P m m Mon / \
2% roou Lo s ; -
iasa Aoy Gems W& 8 8 B 8 8 & & B 8 8 a1 w
T i Tues L \
2304 ROCHE Jno »es L] || [ i "
B R E S R F—— Wed / Y
R — W S S W R S m om
A Ateviance @8 W Thur / Y
Fri ! A
22 March 2014 Page 22 of 50
Attendance Codes

15. Print Options

This section includes a number of different types of report:
e Address and name labels

Daniel AYDENK Reuben BEBB Callum BROADFIELD
g it (1
— T
s P
Neve BROWN Kai BURNLEY Kiera CHUDLEY
B aam e
o prscreis 10 r——
rs ot
0 s Gt
S Kieran CONWAY Phoebe COOMBS Laura COUNSELL
e i P o
e ——_— - oty o
.
1100w v
o Toun Emilv CROSS Sarah DANDO Cree DAVIS
Pt Y i 9
S—— o cooues e
o~
T b ot
Pty Lottie DIXON Svdney EVANS Sam FAIRHURST
il s (]
v
137 Mgt e
1 Liam FISH Emily FLYNN Jack GARDNER
i Pt o
owes 1w -
Daniel GRIFFIN Abi HINKS Riws HUDSON
i o pry

T

el alalalalalelalalalalalalelalelalalalalelalelalalelels]alela

Ty W T
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e Staff list and photos
e Student attendance — giving summaries of attendance data over the academic year

Attendance Summary : Alice ATTWOOD 11BS
8PS - Student Attend, S y to 15/02/2015  (Tutor : FW) TREeemne
Surname Foremame AdNo. Gender TGp Total %
Anendance
sauime=m Preaze srs  E
2 eomEmMN Lae ws o ees nw
3 muman s wmm M srs 135
4 camsTENsEM Tazew w5 ees MW
Fomsa e ™ £ e
& cmEme e ams & ars
Harvey am o oees
8 s Camaran e u ses
3 wacouee ne aa  F ars -
T ey = = aes
1 mmacen e s w ses -
12 ugaRs i am 5 wrs
13 moceR e we  m ers sam
1a mooms . me= = aes sam
1 as P wm w s nm
8 FemroTTs S ases o oaes 138
" faany e = aes
® TR A == ow s
18 sTaNTON [ L
» swass o aee o ers 1
o sToEs Fareon w5 ees ey
= oswer s o w aes
n suos Facmm T 7 aFs
2¢ Tasor = £ aes
3 wacnen e am o ars oy
2 wamDEN P am ies -
= war —— e srs
2 wesTwoon seseen o w sec A
Average varses sew
oz = ciowe 5% = bencarn 50 £ 35%; I = bevcuen 50 & 50% ;NI = boie 505 — T
56t mendiowe sl pproved sdheon sy (AEA) 2§ s oo cow: WE P d % p— s D || ¥ ® 8w W
15 Febracrs 205 Jra e ——— P
T amATREIE TR ReTT

16. Enrichment Days

The program can be used to manage individual enrichment days:

Curriculum Enrichment Organiser B 5
= g Activities List for CE Day 1 : Monday 7 October 2013
2013-14 Year TGp Band AM | PM Class Subject Leader Activity Trip Notes.
& N (SR English oM Creative Writing &
Doy Li Man Oct 2013 2 I W N sk Poetry slam a
- 7 s - ¥ English I Postry Slam B
Day2: Tue 26 Hov 2013 3 s el ) SoM Creative Ol
Day3: Wed 29 Jan 2014 8 N - History HAL Big Pit Visit 7
(] s BrE KT =
Day 4 : Thu 13 Mar 2014 9 N v v Mathematics ] Polyhedra
N ] H [EANN ) w Patterns in islamic Art -
Doy S5 Fri 16 May 2014 - . v MPL/FoodTech W french Cuisine
10 N ol a PE L] Get Fit Challenge £
10 s v MFL/ Food Tech  FW French Cuisine
w s e e Gt Fit Challenge a
11 E v v Science JEC Forensic Science
- - = -
[ s TN

Student lists can be printed for each activity

CE Day 3 : Wed 28 Jan 2015 AM

Student List - Year: 9 Band: N Class: 09N/GeAl

Activity: Rivers fieldwork Leader: ST Trip?: No
Farenane By MF Bwd Cw  Teacher

" = Eoron mem o«

e ] e
s Boron mem o«
s ] e
= W w N avews T
fy Eowon mem o«
e ] e
e W E N avews T
- -
= R mvoew T
e W W N avesw T
B (] Suaew <
e = F N mveew kT
=e e FooN e
s E N avesw T
ony e N Svams
= L e
an s F N avesw T
= Wor L mem o«
oo s OF N e
e wn F N e
- T
e E I avess T

The form can also be used to print mail merge letters, student lists / photos / medical & contact
information for each activity.
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17. Extra-curricular Activities

The program can also be used to manage extra-curricular activities
e.g. after school clubs / sports teams / summer school etc

Print Medical Print Prnt Student | Print Activities
Info Student List Photos Summary Closs
Double-dick on a student's name to add him/her to
the activity
Sumame Forename | vr | 76.
[ | [asBOTT 7 BN
| " ACKLAND 8 M5
1 |ADAMS 11 ES
! ||| ADAMS-BORDON 1N
| |AHMED 8 8BS
ALDOUS 708
ALDRIDGE 9 BS
ALLEN 1 Ms
ALLEN BS
Outcomes ALLSWORTH 7PN
ALMOND 10 MS
‘ 7o
ANGHEL 8 BN
ANGHEL 11 QN
Nates APATA B 5
‘ ‘ APLIN 7 EN
APPLEBY 10 QS
APPLEBY 10 MN
Link: [ Edit ASH 7 ON
, " . ASHEQUL BART 8 ON
Click the Edit button to entec/edt the link information ASHEGUL HUKTADIR > on
Staff Code 1D :l ASTON 9 MN
Sekact a student 1o vew any comments below: 1//[ATHERTON 10 BS
Type | ‘ Tripe ¥ ATKING X B ES
ATKINSON rlie 7
Start Date |nl-.‘w_:)|)| ‘ — S —
Selecta Year Group | AddRemave All Stidents
Enddete  [05/1072013_| [ [2] [ Aaveass | | [selectan | [ cloaran

Various items such as mail merge letters, student lists / photos / medical & contact information can
also be printed for each activity.

Almost all features (except for email and data export/import) are available in the DEMO version of the
program.

The demo version is supplied with example staff, student and activity data based on a fictitious school,
Mendip Heights. All staff or student data is also fictitious.

However all activities are real though certain details have been altered.

The example data shows student and staff after enrichment week choices have been made and
(mostly) allocated. The data has deliberately been left unfinished so that you can test various features
of the program.

For example, some activity staffing & rooming has been deliberately left incomplete.
Similarly, some students have not yet been allocated to activities.
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