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School Visit Booking Form 
  
PLEASE NOTE OUR BOOKING TERMS AND CONDITIONS: 
 
· Visits can be accommodated during Museum opening hours, which are from 
10.00am to 4.00pm and are subject to the availability of a Tour Guide.
 
· Only one class group (or a maximum of 30 pupils) can be accommodated at one time. 
 
· The cost is £5.00 per pupil – accompanying teachers are without charge. 
 
· The Museum cannot provide lunch or refreshments, but the Exercise Yard Terrace can be used to eat packed lunches if booked in advance. This must be left in a clean and tidy condition and all waste must be removed from the premises. 

· All groups of children under the age of 18 must be accompanied at all times by an adult over the age of 18. Accompanying adults are responsible for the supervision of the children at all times during the visit.  Buckingham Old Gaol volunteers cannot take responsibility for unsupervised children at any time during the visit. 

· The ratios provided by the visiting group should be (as recommended by the Department for Education) a minimum ratio of 1 adult for every 6 pupils in Years 1-3, 1 adult for every 10-15 pupils in Years 4-6, and 1 adult for every 15-20 pupils in Year 7 and above. There should always be a minimum of 2 adults accompanying the group.

· All group bookings must complete their own risk assessment.  Teachers may arrange a pre-visit during opening hours free of charge.  Please email info@buckinghamoldgaol.org.uk to arrange this.
· Your booking will be confirmed and your date reserved once your deposit is received.  Should it be necessary to cancel your booking, the deposit will be retained if cancellation is made less than 14 days before the event and full payment will be required if cancellation is made less than 7 days before the event.
· In the event that Buckingham Old Gaol has to cancel a booking, we will contact you as soon as it becomes apparent a booking cannot take place and endeavour to rearrange the booking at a mutually convenient alternative date.
 
	Name of School 
	 
	

	School Address
	 


Postcode:
	

	School Telephone
	  



	Contact Name
	
	Contact
Telephone/Mobile

	Contact Email: 

	Preferred date of visit 
	 
	
	Preferred time of visit 
	 
	Pupil Year Group
	 
	Number of pupils 
	 


 


	Purpose/aim of visit: please indicate any specific areas you would like to focus on and we will do our best to accommodate this.


	Access Requirements
Please let us know if anyone in your group requires additional support so we can make any reasonable required adjustments.

	Please tick if Terrace is required for lunch
	

	 
	
	
	

	Total Cost: 
(No of pupils x £5.00) 
	£ 
	Please complete as appropriate 

	
	
	Deposit paid by  BACS 
£ 
	Deposit paid by cheque
£


 
Declaration – the Group Organiser undertakes to comply with the Booking Conditions above and to abide by the Tour Guide’s instructions at all times. In accordance with the booking and payment guidance below, a deposit of 30% of the total booking cost has been paid via BACS (or is enclosed by cheque with this form) and the balance will be paid on or before the day of the visit. 

 
Organiser’s signature ______________________________________

 
Booking and Payment Guidance: 
 
(a) BACS Payments – Please email this form to info@buckinghamoldgaoltrust.org.uk when you have made the deposit payment via our bankers: Lloyds TSB; Sort Code: 30-91-39; Account No 00054287; Account name: Buckingham Old Gaol Trust No 1 Revenue (Charity) Account; Our Ref: S followed by the date of your booking, e.g. S191025 
 
(b) Cheque Payments - Please make cheques payable to “Buckingham Old Gaol Trust” and write the name of the school on the reverse. Enclose it with this form and post to: 
 
Buckingham Old Gaol Trust, The Old Gaol, Market Hill, Buckingham MK18 1JX 
	Office Use 
	Form & deposit rec’d 
	In diary 
	Caretaker? 
	Balance Paid 

	
	 
	 
	 
	 


Buckingham Old Gaol Trust is a Registered Charity No 292807 
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