
General Planning Tips 
 
Here are a few last minute considerations to make before your visit to CWES.  Please share this list with 
all teaching staff who will be attending to help them better prepare their students.  If you have any 
questions while planning the program, please call 715-824-2428 ext. 2004. 
 
Students: Students should be equally divided into groups prior to their arrival at CWES.  Make sure all 
students are assigned to a group and they know their group name.  Students should be prepared for the 
weather and have appropriate clothing to be comfortable in the outdoors for most of the day. 
 
Chaperones: Arrange chaperones and extra teachers for your visit.  You should have a 1:10 chaperone to 
student ratio.  Consider what your chaperone responsibilities are and communicate that information to 
them.  All adults will meet with a permanent CWES staff member upon arrival to review our 
expectations. 
 
Pre-visit activities and Post-visit activities: CWES A La Carte lessons have pre and post-visit activities.  
Completing some or all of these activities with your students will help prepare them for their visit.  The 
pre- and post-visit activities are designed to help students gain the most from their CWES experience by 
reinforcing vocabulary and general concepts.  These activities can be emailed or mailed directly to you if 
you request them on the Program Planning Form or you can visit the CWES website at 
www.uwsp.edu/cwes, click on the “Teachers” link. Pre-visit and Post-visit Activities can be found under 
specific programs. 
 
Letter to parents: Send home a letter to parents explaining what they can expect from their child’s 
experience at the Station.  Remind them that students should be dressed for the weather on the day of their 
visit—this could mean rain gear, snow boots, or an extra pair of socks.  The letter is also an ideal 
opportunity to remind parents to send along money and discuss purchases for their child’s visit to the 
Trading Post.  Our sample letter is in Word format and can be emailed to you upon request. 
 
Name tags: Prepare double-sided name tags for your students to wear on the outside of their jackets.  
They should be sturdy enough to last their entire visit.  Also, please make name tags for teachers and 
chaperones. 

 
Teacher time: If you have scheduled an overnight program you are responsible for your students from 
4:00 pm through dinner until 6:30 pm.  Plan some activities such as large group games or journal 
writing.  There are games, puzzles and a television with VCR and DVD for your use.  You are also 
responsible for your students after the evening program (approximately 9:00pm) as CWES staff will not 
be spending the night.  If you are planning to bring snacks, a small refrigerator is available for your use. 

 
Safety: Teachers are responsible for the care and dispensing of student medications.  A locked box and 
key will be provided to the designated teacher upon arrival.  Inhalers, bee sting medications, 
insulin syringes, and other medication used in the event of life-threatening situations must be 
carried by the student or the adult assigned to the student’s group.  An adult certified in first aid 
and community cardiopulmonary resuscitation (CPR) must be on-site during the visit.  A CWES 
staff member will be available for day groups.  Overnight groups must provide their own 
certified adult or contact the Station.   
 
Smoking/Alcohol: Smoking is allowed by adults in designated areas only and never in front of 
students or on any trails.  Alcohol is not allowed on site. 
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