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	GROUP CONFIRMATION FORM

	School
	

	Course dates
	

	Transport (please tick)
	Coach
	
	Train
	

	Departure time from school
	
	Departure time from Pendarren
	

	Please note - for a Monday to Friday residential your course starts at 12.30 pm on Monday and finishes at 12.30 pm on Friday.  You should organise your transport for these start and finish times.  Alternative start and finish times should be agreed with Pendarren.

	

	Number of pupils / students confirmed:

	Male
	
	Age range
	
	Year group
	

	Female
	
	Age range
	
	Year group
	

	Total
	
	

	

	Details of accompanying staff :

	Group leader
	Name
	
	M
	
	F
	

	
	Position
	

	
	Contact 
email address 
	

	

	Other staff *
	Name
	
	M
	
	F
	

	
	Position
	

	
	

	
	Name
	
	M
	
	F
	

	
	Position
	

	
	

	
	Name
	
	M
	
	F
	

	
	Position
	

	
	

	
	Name
	
	M
	
	F
	

	
	Position
	

	
	

	* Can be confirmed at a later date

	Visiting staff accompany the groups on activity in a ratio of 1:12. There are two free staff places per booking, and further free places to ensure there is one member of visiting staff for each activity group.  
There is a charge for additional members of staff.  
Please contact Pendarren if you have students requiring additional support.

	

	Signed
	

	Date
	

	

	PLEASE RETURN THIS FORM AT LEAST 3 MONTHS BEFORE THE START OF YOUR COURSE

Your booking is subject to the terms and conditions overleaf

	This form, when completed, should be returned to:              office@pendarren.org
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Pendarren House Outdoor Education Centre

Terms and Conditions for booking




Booking Process

1. Following your application for a booking at Pendarren House, provisional dates will be offered to you by email.

2. You should respond to the email within 2 weeks, confirming that you accept the dates and confirming the number of pupils that you wish to book.  
3. Following your email you will be invoiced for a non-refundable deposit of £50.00 per pupil.  Payment of this invoice is due within 2 weeks of receipt and will secure the booking.
4. An invoice for the final balance due will be issued after your visit.   This will be based on the number of pupils booked x full fee and any additional agreed fees.  Reductions due to pupils attending who are eligible for the concessionary fee will then be made by deductions from this final amount.

5. Please note, all prices quoted are ex-VAT.

Cancellations 

If you cancel your booking(s), the following cancellation charges apply:

· More than 12 weeks before course: deposit per pupil

· 12-8 weeks before course: 50% of charge

· Within 8 weeks of the start date: 100% of charge

We reserve the right to cancel or amend the visit if, for whatever reason, we are unable to deliver the agreed programme. In the event of Pendarren House cancelling the visit then no fee will be due.  You are advised to check your school travel insurance policy.
Changing numbers

Pupils may be added to the final number but contact Pendarren House first to check that we can accommodate these pupils. An invoice for a non-refundable deposit for these additional pupils will be issued and payment will be due immediately.  The balance of the charge for any extra pupils will be added to the final invoice. 

If you wish to reduce the numbers booked then cancellation charges apply:

· More than 12 weeks before course: the deposit (£50.00) per pupil for those not attending

· 12-8 weeks before course: 50% of full fee per pupil not attending

· Within 8 weeks of course: 100% of full fee per pupil not attending 
Staff places

There is no charge for essential staff which includes two members of staff, or one for each activity group (in the ratio 1:12 for all school groups).  Additional staff will be charged at the same rate as for pupils.   For Haringey schools an additional member of staff for SEND pupils may be permitted at the discretion of Pendarren House.   Please contact Pendarren House if you require additional members of staff.  

Accommodation

Pendarren House reserves the right to allocate your accommodation block. 

Insurance

Pendarren House and Haringey Council will be responsible for only their own liability, including neglect attributable to its employees in the course of their duty.  Personal accident and cancellation insurance are not provided but this may be included in your school travel insurance policy.

Behaviour and Damage

You are responsible for maintaining acceptable levels of behaviour by members of your group.  If your group or any members of it are asked for leave due to unacceptable behaviour, no refund will be due.  You will be asked to pay for any damage caused by malicious or unreasonably careless behaviour.

Special Requirements

We will make all reasonable efforts to meet the specific requirement of individuals due to disability, diets etc.  You should discuss such details with us at the time of booking or as early as possible so that we can make the necessary arrangements.
Transport to and from the Centre
For a Monday to Friday residential, your course will commence at 12.30 pm on Monday and finish at 12.30 pm on Friday unless specified otherwise.  Your transport should be organised for these start and finish times.  If you require different start and finish times, contact Pendarren House.
Privacy Notice  
Pendarren House Outdoor Activity Centre needs to collect information about the children who use the centre in order to protect their health and wellbeing while at the centre. 

Haringey Council owns and maintains the Pendarren Centre; the Council is the data controller for the personal information that we hold about the children who use the centre. 

The Data Protection Act 2018 basis for processing the information is that the processing is necessary for the purposes of legitimate interests pursued by the controller. The legitimate interest is that we need the information contained in the forms in order to protect the health and wellbeing of the children who use our service. We will hold the information securely and will not use it for any other purpose. We will not share this information with anyone else except in the event of a complaint or legal claim. We will retain the information until a child reaches the age of 25 as required by our insurers in case of any incidents, complaints or legal action.

Haringey Council’s Record of Processing Activities sets out full details of why and how we use personal information. You have a right to access the information that we hold and have inaccurate information corrected. Please see the information on the Data Protection section of the Haringey Council  website for details of our processing activities, your legal rights relating to how we use your personal data and how to exercise those rights.
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