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Dear Gallery Host

We are pleased to offer you the opportunity to take part in Watch this Space 7 Teacher Placement Programme

This letter provides more details about the programme. Please read it, note relevant 

dates and return a signed copy of the Host Agreement form (1) to confirm your participation and the details of the school you will work with to engage by 30th June 2008 

Enclosed are:

· Host Agreement form (1)

· WTS 7 Teacher letter (2) to be completed by you with relevant details 

· Gallery/School Agreement form (3) to be signed by teacher/s, head teacher and you and returned to engage by July 20thth 2010

· Expenses claim form (4)

· Head teachers information letter (5)

The Programme

As a Gallery Host you are required to:

· Attend three central planning/evaluation days organised by engage

· Arrange and host a gallery placement for one or two teachers from non-visiting schools consisting of one days induction and two days project work

· Support teachers in the production of project work that will involve bringing a group of students to your gallery 

· Act as a point of contact between the teachers and engage

· Take part in any internal and/or external evaluation as required

· Manage a small budget

Teachers are required to:

· Attend two central training days organised by engage

· Be involved in planning their induction and project work with the gallery

· Take part in a gallery placement of one days induction and two days project work

· Submit any receipts/invoices promptly

· Take part in any internal and/or external evaluation

The Teacher Placement

This can be run as a three day block, or can be split up. However, we do not recommend using blocks of less than half a day.

One days induction

To be developed by the gallery – may include: a tour of the gallery, introduction to other staff and what they do, information about the gallery education programme, observing gallery education sessions that are taking place, getting involved in meetings with schools or other groups, shadowing, talking to other staff. 

Two days project work

To be developed by the host gallery and teacher together in terms of what both would find useful. This should include arranging a visit by a group of students from the non-visiting school and should be something that can be sustained or used by the gallery or other schools/teachers to encourage more visits, by building skills and knowledge of both teacher and gallery. 

Examples of past project work include

· teachers packs for particular exhibitions,

· project plans for particular subject/year groups,

· schemes of work relating to the gallery collection or special exhibition 

· development of CPD sessions for other teachers

· artist led workshops for previously non-visiting students

Budget & Funding

An Expenses claim form (4) is enclosed.

Engage will pay a maximum of three claims

Expenses will be only be paid against receipts and invoices.

Host galleries are responsible for managing teachers’ claims and forwarding them via the Watch this Space Claim form to engage. 

Schools should NOT invoice engage direct.

Each gallery will receive a fee of £500 for hosting a teacher placement and taking part in the programme.

For each extra teacher or trainee involved, the gallery will receive an additional £200.

Gallery Hosts can claim up to £200 each for travel and expenses incurred in attending planning/training meetings.  

The budget per teacher is as follows:

· £900 for supply cover (£180 x 5 days)  (No cover for trainee teachers)

· £250 for travel/accommodation at training days

· £40 for project materials

· £30 for local travel to the gallery placement (£10 x 3 days)

What you should do next

· Ensure the enclosed Host Gallery Agreement form (1) is signed by you and your manager and return it to engage by July 20th 2010. 

· confirm the teachers commitment from your schools to take part 

· Complete and take the Teacher Letter (2) and Head teacher letter (4) to the school

· Ensure that the Gallery/School Agreement form (3) is signed by each teacher, their head teacher and yourself and is returned to engage before the 20th July 2010

· Send contact details of teachers, including mobile phone number, personal email address as well as all school contact details to watchthisspace@engage.org

· Start to schedule the placement dates for the teacher/s in October and November 

What engage will do next

· Confirm details of all the planning/training meetings 

· Collate all contact details for placements

· Offer help and advice as required – do keep in touch with any questions or issues 

Timetable

The following timetable provides a framework for WTS7.

Please make a note of the training and planning dates indicated and inform your teacher partners know about them as soon as possible. 

	Date
	Gallery Hosts
	Teachers

	June 24th 2010
	Attend Half day planning and information session at Iniva, London 100-4.00pm

for directions see www.iniva.org/content.php?page_id=4163
	

	June – July 20th 2010
	Confirm involvement with WTS7by returning the Host Agreement Form (1) by 20th July 2007

Contact non-visiting schools and secure teacher/s to take part in WTS7

Inform engage of teachers contact details.

Send head/teachers the gallery/ school letter (2) with training dates etc

Return gallery/school agreement form (3) to engage 


	Confirm contact and start planning with galleries.



	September 10
	Attend joint training/planning meeting

At Tate Britain Friday 24h September 10.30am  – 4.00pm
	Attend first training day: 

At Tate Britain 24th   September 10.30 – 4.00

	October -November 10
	Host three day teacher placement – one days induction, two days project work
	Take part in three day gallery placement – one days induction, two days project work

	December 10
	Complete project work

Complete evaluation

Attend final review day at Tate Modern Friday 10th December 10.30-4.00
	Complete project work 

Complete evaluation  Attend final review day at Tate Modern 10th December 10.30-4.00 




We look forward to working with you on this programme.

If you have any questions please contact Penny Jones, co-ordinator, Watch this Space 7 01273 477978 / 07748 302397 watchthisspace@engage.org 

Watch this Space is part of national (England) programme funded by DCMS and DCSF as part of the Strategic Commissioning Review developed by engage with Arts Council England, Museums Libraries and Archives and others involved in Museum and Gallery Education.










