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BOOKING FORM FOR SCHOOLS
Please complete and return 

Please read the notes overleaf before completing the booking form. 


	Name of School & Town
	
	Date of Visit
	

	Address 
	
	Phone No.
	

	Name of Party Leader
	
	Email
	

	Finance Department
Name & Address
(for invoicing)
	
	Purchase Order No.
	

	
	
	Finance Dept Email
	

	Time of arrival
	
	Time of departure
	

	Numbers attending:
	Total number of pupils attending:
	Number of disadvantaged pupils: (*please see overleaf; the school will not be charged for these pupils) 
	Number of paying pupils:
	Age of pupils:
	No. of Adults (**see ratios overleaf)

	
	


	
	
	
	

	Please highlight your preferred visit option
	Teacher-led visit of up to an hour @ £2.75 per pupil.

	
	Schools with a BA5 postcode Teacher-led visit of up to an hour. Free

	
	Guided Tour of up to an hour @ £2.75 per pupil

	
	Bespoke day programme with tour and activities @ £5.50 per pupil 

	
	Bespoke day programme with tour and activities including library visit, mini chained library book craft, or glass candle holder craft @ £6.50 per pupil (KS2+)

	
	Reformation day programme with Cathedral tour, chained library visit (and archives upon request) and mini chained library book craft @ £6.50 per pupil (KS3+)

	
	
Wells and Transatlantic Slavery (WTS) programme with tour and workshops at the Cathedral and Wells & Mendip Museum, and City-wide Trail. (Upper KS2+). Option to include a visit to the Bishop’s Palace as part of City Trail. Please highlight chosen option below:


	
	
WTS programmed day as above @ £7.50 per pupil
	
WTS programmed day as above with entrance to the Bishop’s Palace as part of the City Trail @ £9.50 per pupil


	
	
Wells Heritage Partners Art and Architecture programme (WHP Art) with workshops and trails including Bishops Palace and/or Wells & Mendip Museum.  Please highlight chosen option below:

	
	WHP 2 site visit @ £7.50 per pupil
	WHP 3 site visit @ £9.50 per pupil

	Objectives of visit:
	




	What will pupils already know?
	 
	Activities (if discussed) 
We will devise a draft programme
	

	Details of any special needs we should be aware of:
	

	Any other relevant information including that necessary for the purpose of the safeguarding, safety, and wellbeing of children in the group:
	

	Please see overleaf for data protection, photographic permission and health & safety considerations. Please indicate whether you consent to these photographic rights.
	Please delete as appropriate: YES/NO





Costs, Invoicing and Cancellation Policy

· A bespoke programmed day with tour and activities @ £5.50 per pupil inclusive of VAT.  (Add £1 per pupil if including a library visit, book craft or glass candle holder craft – available to KS2 and above.)
· Reformation day programme with Cathedral tour, visit to the chained library (and archives upon request) and mini chained library book craft @ £6.50 per pupil (KS3+)
· A shorter visit of around an hour @ £2.75 per pupil inclusive of VAT. This can be a teacher-led visit or include a guided tour. Teacher-led visits are free for schools with a BA5 postcode.
· Wells Heritage Partners Art and Architecture Workshops and Trails including visiting the Bishop’s Palace and Wells & Mendip Museum @ £9.50 per pupil inclusive of VAT or £7.50 if visiting the Cathedral and only one other heritage site.

*Free places on any of these visit options are currently offered to disadvantaged pupils.  The funding is limited and allocated on a first come first served basis. Please note on the front of the booking form the number of visiting pupils who qualify because they:
· are aged 5-16 and claiming free school meals
· are recorded as claiming free school meals at any time in the past six years
· are in this age bracket and are looked after by a local authority
· are in this age bracket and are recorded by their school as having left care through adoption or another court order.

Day packages involve staff and other spaces, for example, a guided tour on a theme of your choice, a related activity session led by the Cathedral Education Officer and use of the private lunch room with toilets and bag storage facilities. All options offer free places for accompanying staff (please see below for supervision ratios).

Invoices are issued after the visit using the information given on the booking form (and based on the numbers booked). You can change numbers up until 2 weeks before your visit. Cancellations with less than two weeks’ notice will be charged at 50% unless adhering to Government guidelines relating to school visits (eg, Covid). Please can you verify the address and contact details regarding where to send the invoice within the ‘Finance Department’ section of the form (these details are often different from the school address and contact details).

Further Information regarding your visit
**Supervision 
Please note that a member of staff must stay with each group in the Cathedral, even if there is a Tour Guide or workshop leader.  The behaviour of the group remains the responsibility of the school or organisation.  Please also remind the group before their visit that the Cathedral is a place of worship and solace, so respect for the building and other visitors is very important.  
Whilst in the Cathedral, schools are divided into smaller groups of children so please ensure that you bring enough adults to supervise each group.  Please also refer to your own school policy regarding supervision of children with additional or special needs. 
Group sizes
· Pre-school – up to 6 children
· Primary – up to 10 children
· Secondary – up to 10 children (can extend to a maximum of 15 upon request)

Arrival:
There is a designated coach setting down point in Sadler Street, Wells, BA5 2RR. For coaches, parking is FREE at the Bus Station which is located in Princes Road. Signage is plentiful from whichever direction you enter Wells: Princes Road Coach Park, Wells. BA5 2DT.  Your prompt arrival is appreciated.
Lunchtime:
Schools booked on a programmed day visit will have use of the Education Room for lunch, bag storage and toilets. Please bring NUT-FREE packed lunches and avoid bringing sticky drinks. If dry, children can exercise on the Cathedral green or in the Camery garden. If visiting the shop or using the main toilets, please do this in shifts.
Data Protection & Photo Consent: 
The information you give will be held securely. It will not be used for marketing, nor shared with or sold to, any other organisation. Permission for any photographic and/or filming to be taken of persons taking part in Wells Cathedral activities may be used and published in media and social media for editorial purposes, press information or advertising on behalf of Wells Cathedral. I understand that Wells Cathedral will select photographs/footage for publication with care and respect for those shown. 
Please indicate whether you consent to these photographic rights on the booking form.
Our Privacy Policy can be viewed on the Wells Cathedral web site; www.wellscathedral.org.uk/aboutus/privacy-policy/ If you have any comments or concerns about the way personal data is collected or used, please contact data@wellscathedral.uk.net. 

Health and Safety:

Whilst taking all reasonable measures to ensure the safety and security of pupils, we are unable to accept responsibility for any accident or misadventure throughout the duration of the visit.   A planning meeting will investigate issues regarding the visit and a risk assessment circulated to teachers before the event. Please don’t leave bags unattended in the cathedral.  
Contact: Education Department, Cathedral Offices, Chain Gate, Cathedral Green, Wells BA52UE                           Tel: 01749 832203 Email: education@wellscathedral.org.uk 
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