Section A: How to enrol and book sessions
Before attending Thomley, please:

1) Check session availability over the phone/email or in person. All bookings are subject to availability, on a first-come first-serve basis. Our maximum capacity is 90 children.

2) Make all bookings in advance by completing the following forms & returning them to Thomley:
· Section A: - a booking form (please indicate sensory room and canteen requirements) and finance form. (Upon receipt of these forms the booking will be confirmed – failure to return these may result in spaces being offered elsewhere).                          
· Section B: - a group details and medication forms (for planning and health & safety reasons, it’s important that we have records of every centre user and their needs). 
3) If you plan to attend with more children than booked you must check availability of space before arrival.
4) Notify us as soon as possible if you are coming with less children than booked, or if you need to cancel. We can then offer those places to others. Failure to notify us has a major impact on our income as we are a small charity. We may therefore need to request a donation for booked places.  
5) The minimum age for carers is 16 yrs. Carers should be reminded to set a positive example to all children.

6) Please remember to sign in at the Reception upon arrival for your session

Group donation procedure:

1. To secure your Thomley booking please return the attached booking and finance form as soon as possible. 
2. You will then be sent a request for the total donation of the visit based on the number of children on your form.

3. Groups should complete and return paperwork from Section B and the donation in full at least two weeks before the booking date. 

Please note: -
If all forms are not filled out in full and returned to us at least 14 days before the visit along with the requested donation, places may not be guaranteed.

 If there are any changes to your booking you must notify Thomley, at least 14 days prior to your visit. This includes a reduction in numbers, or cancellation. Failure to notify us means that the donation received with the original booking form will be banked.
Please return the completed forms from Section A to:

Courtney Bateman – receptionist 
courtney@thomley.org.uk 
Thomley, Menmarsh Road, Worminghall, Bucks.HP18 9JZ
Finance Form for Groups & Schools

	Would you like to be invoiced or pay on day for your trip?
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Invoiced 
	[image: image2.emf] 

Pay on day 

	If you wanting be invoiced please complete the form below 


Today's date: ……/……/……

Group/School name: …………………………………………………………………………… Class.............................

	Contact name for donation request…………….………………………………………………………….
Position……………………………………………………………………………………………….………………
Contact telephone No……………………………………………………………….……………………….….
Contact email address……………………………..…………………………………………………………….



Postal address for donation request………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Payment Terms:       

In order to maintain the high standard of facilities at Thomley Activity Centre, we encourage you to offer the following donations:

Groups and Schools:










£8 per child


 

            

£2.00 per child for ½hr in sensory room


To visit Thomley, we require an upfront contribution at least two weeks before the day of the visit. To confirm your places at Thomley on your desired date please return all forms and payment by: -..............

Please note that we are unable to take credit/debit card payments over the phone
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	Office use only 

	Invoice 
	Pay on the day 

	Term time 
	School holidays 


Booking Form for Groups & Schools
All parts of the booking form must be filled out to confirm the booking

Name of School/ group: ………………………………………………………………………   Class/ region: ……………………

Date of visit/s: ……………………………Contact name: …………………………………Tel. No.: ……………………………
Arrival time: …………………………      Departure time: ………………………

Number of children/16+ users: ……………………Number using wheelchairs: …………

Age range of children/16+ users: …………………No. of helpers* (minimum age 16): ……………………
*Please note that carers are fully responsible for the health, safety and behaviour of the children in their care at all times. Although we encourage children to freely explore Thomley, the site is very large and children can become easily spread out. For this reason, you may need to consider higher adult: child ratios than you would need at home or school, so to ensure that children are supervised and supported at all times. Thomley can not be held liable for incidences caused by lack of supervision. 

Requirements       - Sensory room booking time……………………
                      - Computer room booking time…………………
                      - Time for lunch slot           12pm  or  12:30pm   or    1pm
For Schools or Groups accessing term time only:

When you visit Thomley would you like additional support from Thomley Staff/ Volunteers?   Yes     No
If Yes, How do you see us supporting you on your visit?
……………………………………………………………………………………………………………………………………………………………………………………………
Would you like us to provide a workshop? If so for how long:                   30 minutes          1 hour
Would you like us to link an activity to something you are currently studying on the curriculum?

……………………………………………………………………………………………………………………………………………………………………………………………

If yes, please tick the following box/s as what is relevant for you:

Arts & Craft   /   Cooking   /   Physical or sport activity /   Sensory Activity   /   Gardening    / Disability Awareness 

Onsite information disclaimer:

I, ……………………………………………………………………………… (Signature of group leader) have received and read the Important Onsite Information and will ensure that all helpers within my group are aware of their contents.

N.B. Occasionally photographers visit the centre to take pictures for PR purposes. These photographs play an enormously important part in our publicity and in raising funds.

 I confirm that the parents *are/are not happy for their child/16+ vistor to be included in any PR photographs (*please delete as applicable).
I have read and agree to abide by the booking and payment conditions in Section A and wish to confirm the above booking. I understand that any changes made to this booking with less than two weeks notice prior to our visit may put the booking at risk and places may be offered to alternative families or groups.
Signed: ……………………………………… Name: (please print): …………………………… Date: …………………
Group Cancellation Policy

This policy is for groups who have made a booking with Thomley and due to circumstances such as bad weather Thomley would have to cancel the booking. If this does happen to you then we can offer the following options: - 

· A refund of booking donation and or a credit note for future visits.

· If additional costs have incurred due to travel arrangements then at the manager’s discretion we can offer ½ price entry donation for the same number of visitors who initially booked (i.e. if 10 children were booked for the initial visit, we will offer a ½ donation for 10 children)

· If increased numbers of children are booked for the rescheduled booking, we may use our discretion to offer a greater discount on the original places booked

· This offer should be taken up within 6 months

Thomley will always update the website in cases of closure and this will appear on the home page by 9:30am on the day of your visit. We will also contact you by phone on the morning of your visit to explain reasons for closure and we can either re-arrange your visit or sort out refunding the initial donation.


THOMLEY USE ONLY





Number of children: -.........................          Request for donation issued: -.....................


Use of the sensory room: -...............          Donation Received: -.......................................


Date of visit: -......................................





THOMLEY USE ONLY








      Put onto Database         Forwarded to Cecilia                 Filed


Signed ........................ �               ......................... �                   ..................... �








