PAUL COOKSON

4 THE SHETLANDS, RETFORD, NOTTS, DN22 6YA
TEL / FAX : 01777 700248  / MOBILE PHONE : 07891 551315

Email : paul-cookson@tiscali.co.uk

www: paulcooksonpoet.co.uk

V.A.T. Ref No : 779 8928 34
I am writing to you to confirm my visit.
Just a few points about the day. Some of them we may have already covered in conversation but it would help my own preparations greatly if you could complete and return the enclosed form with a map and directions as soon as possible. Thankyou.

Please read the accompanying notes carefully as they will assist in the smooth running of the day and help to gain the fullest potential for both parties. They are points that have arisen from past experience and are therefore written as a positive aid rather than a negative checklist.

My expected starting time for the first session is usually 9.30, unless otherwise discussed in advance, although some travel times may affect this. I usually begin the day with a performance. This normally lasts an hour and is appropriate for the whole school ( depending on size / numbers etc. ) in infant, junior and primary schools, or year groups in secondary schools.

I will have various books with me. They will be available to staff and pupils on the day of the visit. It may be that you wish to build a selling and signing time into the format of the day. They may be ordered prior to or after the event via the enclosed order form. 
An invoice is enclosed to enable payment on the day. The fees / expenses and the books can be included on one cheque if this helps. If payment on the day is not possible please discuss this fully with me beforehand and see the accompanying notes. I have no objection if the invoice is passed on to County Hall before the event in order that payment is received at the time of the event.  Please note the alteration in fees if this is not the case but unfortunately I have had several cases of protracted delays regarding payment. As from October 1st 2001 I have been V.A.T. registered. I therefore need to charge V.A.T. on the fee and car expenses.If payment is made on the day you can receive a discount on book sales.

Should you have any questions or ideas regarding the format of the day that you wish to discuss, or any other information that you require or feel that I need to be aware of please feel free to ring or write.

It may be that you would be interested in a follow up evening event for parents, children and teachers. This family evening involves a performance by David Harmer and myself and we work under the name of Spill The Beans and follows on perfectly from the day. Please feel free to discuss this in more detail.

Meanwhile, I look forward to meeting and working with you in the near future.

With best wishes,

Paul Cookson

VISIT OF PAUL COOKSON : CONTRACTUAL AGREEMENT
Please complete this form and return with a map and directions A.S.A.P. to 

PAUL COOKSON, 4 The Shetlands, Retford, Notts, DN22 6YA

Name of school :

Address :

Telephone Number :

Member of staff in charge of visit :

Email:

Home telephone number :

Email :


Date of visit :


Please state clearly the timing of the sessions, the age range of the pupils, the number of pupils and whether it is a performance or workshop.

Session 1 :

Session 2 :


Session 3 :

Session 4 :

An invoice is enclosed for payment on the day

Please indicate which of the following will be appropriate :

1. The agreed fee payable on the day is £395.00 plus expenses plus V.A.T. 

2.  The agreed fee to be forwarded after the event ( via County Hall, Council etc.) is £450.00 plus expenses plus V.A.T.

Should another invoice be required for number 2 please let me know and one will be provided.

Signed :                                                         Date :

ORDER FORM FOR POETRY BOOKS BY PAUL COOKSON

A list of current titles and prices can be found below. Should you wish to make an order simply put the total number of copies in the space provided. They can be autographed if appropriate. Should you wish them to be signed and named personally please provide a separate list.

A cheque for the full amount should be enclosed with the order, made payable to PAUL COOKSON and sent to 4 The Shetlands, Retford, Notts, DN22 6YA. ( Tel / Fax : 01777 700248 )

Name of school etc. :                                                    Contact person :

Address :



 
Title of book                                       Price            Quantity
	I’D RATHER BE A FOOTBALLER
	£4.99
	

	PANTS ON FIRE 
	£3.99
	

	The Truth About Teachers
	£4.99
	

	Spill The Beans                       
	£3.99
	

	Disgusting Poems
	£3.99
	

	Give Us A Goal! – football poems
	£3.99
	

	The Very Best Of Paul Cookson CD
	£4.99
	

	Dinosaur Poems  
	£3.99
	

	How To Embarrass Teachers  
	£3.99
	


www.paulcooksonpoet.co.uk
POINTS REGARDING THE VISIT OF PAUL COOKSON

Performances: :
Can be for large or small groups. These may be whole school groups in infant, junior or middle schools, or year groups in secondary schools. All these are dependent on numbers on role so it is necessary to discuss this fully beforehand. The performance will showcase many different aspects of poetry and there will be opportunities for audience participation. Pupils may be seated on chairs, the floor – whatever is appropriate or normal. It is expected that the usual number of staff involved with a group of this size will be present for the duration of the session and will sit alongside or amongst them. I would appreciate it if they didn’t bring marking in with them – this can be distracting for the pupils and gives off the wrong messages. The performance may not begin until this is the case. A short introduction by the Head or teacher in charge of the visit is usually appropriate. Performances usually last at least one hour.

I will require a small table at the front of the hall and some water. I would advise you to wait until I have actually arrived before bringing pupils into the hall for the performance. Should there be any travel complications I will always ring and let you know via my mobile phone.
Workshops :
Normally undertaken with normal class sizes during normal lesson time in normal classrooms. Sometimes it is possible to put two or three classes together for a more performance based workshops. Other options may be negotiated in advance – talks to larger groups. Wherever possible, each workshop will be different and use a variety of techniques.

Pupils ( KS2 & 3) may require books / paper and pens / pencils if workshops are in normal class sizes. I will require easy access to flipchart, whiteboard or blackboard. It is anticipated that most workshops will require some follow up work by staff so that the poems may be completed therefore it is expected that the class teacher will be present for the duration of the workshop and participate fully. I will always give a variety of frameworks, strategies and extension ideas at the close of the workshop.

In connection with this I feel it is important that the class / English teacher is present and fully involved. It is my experience that undertaking workshops with cover or supply teachers rarely achieves the full potential and often achieves very little. In some cases I would refuse to undertake such a workshop.

Number Of Sessions :
Unless arranged otherwise I would expect to undertake a maximum of four one hour sessions and would aim to arrive at the school around 9.15 – 9.30 wherever possible. In Infant and Junior schools these sessions can be divided into shorter sessions eg. several half hour sessions.

Discipline and Pupil Behaviour :
This is always the responsibility of the teacher(s). While I am a qualified teacher and experienced visitor in schools and therefore have the necessary skills to ensure an appropriate atmosphere, having to utilise them and take on a “teacher” role compromises the role of the visiting writer and could adversely affect the potential of the situation. In extreme cases I reserve the right to curtail workshops or performances.
Lunchtime Arrangements : I usually bring my own lunch … I’m not a vegetarian and have no specific dietary requirements, apart from cups of fruit tea.
Payment :
An invoice is enclosed so that payment may be made on the day. Should the school have to keep and process the payment internally or via the County the agreed figure will increase as mentioned on the contract. Also, this payment should not be taxed at source. For your information my Schedule D Reference Number is 597 / 62769 and my National Insurance Number is WL314403D.

Travel : This will be by car or rail. I will confirm this in our discussions. If car, please provide a clear map and directions. If rail, please provide transport from the station.

Accommodation : If this is necessary then it is expected that the school will undertake to provide this either at a local hotel / b&b or via a member of staff.

