[image: image1.jpg]/4
4

4
e L7






Green Estate





Tel: 0114 276 2828 
Manor Oaks Farmhouse





visit@greenestate.org

389 Manor Lane







Sheffield, S2 1UL

School Workshop Booking Form
KS1 and KS2 Tudors and Castles
Please complete and return this form as soon as possible. We can provisionally hold a date for five working days. Please return this booking form to secure your booking.  
	Name of group:
	Contact Name:

	Email:
	Tel No:

	School Accounts Email (for invoice):



	Address:


Please fill in your chosen activities on the below timetable
	Timing
	Activities 
(please note each class will take part in the activities at different times)

	
	Set activities
	Your choices

	10:00-12:45
	Turret House: Meal for Mary and Dressing Up

Tour of ruins
Pick 1 x Discovery Centre Option

Lunch


	Your chosen option:

	Half Day – 12:45pm Departure - £5.75 per child



	Pick additional activities to for a longer day



	12:45-1:45
	Pick additional activities:

1 x Outdoor or Turret House Option 

1 x Discovery Centre Option
	Your chosen options:

	¾ Day - 1:45pm Departure - £6.75 per child



	1:45-2:30
	Pick additional activities:

1 x Discovery Centre Option or Outdoor/Turret House Option
	Your chosen option:

	Full Day - 2:30pm Departure - £7.75 per child




Do you want time to visit the shop? (Please add an additional 20 minutes)
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Yes 


No    
Visit Information:

	Date of visit
	No of children
	No of Adults
	Year group
	Cost 

	
	
	
	
	Per pupil: £


	
	
	
	
	Total cost: £

	Teacher contacts on the day
	Name:
	Contact number: (in case of travel delays)


What is the theme of your visit? 


Castles 



Tudor

Local Study 
We’re proud of our Mary, Queen of Scots’ story at Sheffield Manor Lodge. Elements of it will form part of your visit. If you would like us to focus on it in more detail, let us know here:

………………………………………………………………………………………………………………………………………………………….

This visit has been authorised by the Group Manager and I have read and understand the terms and conditions (below/overleaf). 
To help us with future marketing, how did you find out about our workshops?………………………………

Would you be interested in being contacted again in the future? ………………………………………………………
Signed …………………………………Name …………………………………………Date……………………….

Code of practice for activities

What we expect from the group:

1. The visit must be approved by the group leader and confirmed by returning the booking form.
2. All children must have parental consent for the visit.

3. All groups must be accompanied by a qualified group leader.

4. It is the group’s responsibility to assure a safe and legal adult: child ratio.
5. Other workers accompanying the group must be authorised by the group leader.

6. During the visit the group remains the responsibility of the group leader.

7. The group leader will bring with them contact telephone numbers for the parents of each child.

8. The leader will be aware of any special needs that the group may have and will be able to deal with them. Where appropriate, the leader will make Green Estate Team staff aware of their needs.

9. The leader will ensure that the group are briefed about suitable clothing for the visit.

10. Part of the sessions will be outdoors so please ensure appropriate footwear and clothing is worn.
What we expect of ourselves:
1. Officers and volunteers from the Green Estate team will guide and instruct the group.
2. We will offer first aid if necessary. All our staff are adult and paediatric first aid trained. 
3. We will supply a risk assessment for all activities.
4. A pre-visit can be arranged where necessary. 

Safeguarding

Our policy is to perform DBS checks on all staff and volunteers who we know will engage in regulated activity. It is an expectation of school visits to the Discovery Centre is that the school provides sufficient staff to supervise their children at all times.

Numbers

For education visits to our site, we operate with a minimum of 25 children per Green Estate staff member. We operate with one class of approximately 30 children per Green Estate staff member. We can generally accommodate two classes per day but ask as for certain sessions we may be able to increase number. When the number of children falls below 25, the visit will be charge at our minimum of 25 children. 
Cancellation/Changes to booking
Unfortunately, to cover our costs any activity cancelled by the school with less than 28 days’ notice will be charged at full price. We ask that any changes to a booking are reflected in an updated, signed and returned booking form. Any changes to a booking must be agreed to by the education team first and no less than 28 days’ of the visit date (unless agreed with a member of the education team).
When a visit is booked and confirmed with less than 28 days before a visit, a group will have 3 working days to make any changes to their booking form, cancel or postpone a visit. After this an invoice will be sent based on the details on the booking form. 
Invoices 

Booking is confirmed once the completed booking form is returned to us. In the month prior to your visit, our team will be in touch to invoice you. As a standard, we charge for the number of children booked 28 days before the event. 
We hope you will be happy with the service we provide.  If you would like to talk to someone about your experience, please call the education team on: 0114 276 2828 ext. 655. 












Please indicate below details of any special medical, behavioural or educational needs we should be aware of:














































