WEST END SUNSET TOUR PROCEDURE
1. Ticket Sales (Now @ Information tent in Mall)
· Ticket sales commence Sunday 1.00pm from the mall information tent.   The Full booking Procedure is written on the Booking Sheet.   Always Record:

· Family Name 
· Contact No
· No of Adults/Students Travelling On Ticket.
· Tour Date & Start Time On Ticket
NOTE:  The ticket is now generic and every Seasonal Start time is shown on the ticket.  ALWAYS HIGHLIGHT THE RELEVANT START ON THE TICKET.

· Booking form and tickets are kept in the Day Box kept in the hub (on the sideboard during holiday times and on top of the corridor robe outside holiday time).

· If sales are slow deploy additional A3 poster signage and extend sales time.  

· Tickets are often readily sold by walking in front of cottages at lunch time or evening
2. Transport
· The Bus has been booked by HG co-ordinator.

· Maximum number of passengers is 44, no paying passengers may stand. Guides may stand. 
· Arrive at bus stop prior to the advertised time with at least 2 guides. Check people off as they board the bus so that you know if any are missing.  
3. The Tour
· On outward journey describe the Boardwalk at West End and the Wedge Tailed Shearwaters life cycle etc and New Zealand Fur Seals, dolphins etc. 
· Take a copy of the Tour Seasonal Timetable with you on the bus (there should be a laminated copy kept in the ticket sales folder).  Don’t expect the driver to know the drill, you may have to guide them.

·  We need to be at Lighthouse at least 30 minutes after sunset for it to be dark enough for the view of the spokes of the light, so arrange departure time from West End with the Coach Captain.
· At Lighthouse a Guide has the opportunity to tell stories about the Lighthouse, (see Lighthouse notes), Maybe City of York disaster and subsequent changes to navigation aids and lighthouses. (The Loudspeaker makes the task of speaking to a large crowd at the Lighthouse, often in a strong breeze, much easier)
·  We do not have access to the main lighthouse after dark. If anyone for any reason wishes to have access to the main lighthouse tower after Guides have closed the lighthouse at the end of their daily duty and before dark; the request must go to the President or Vice President. 
4. Checklist.

· Copy of Booking Sheet 
· Copy of Tour Seasonal Timetable

· Lighthouse Key (for access to exhibit only, not the main lighthouse)

· Small PA (if required)

· Warm Clothing (including summer)

· Torch
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