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· COURSE  CONFIRMATION FORM – RESIDENTIAL COURSE

Organisation:

Course Dates:

From [inclusive]





To [inclusive]




Main Aims of the course.
1.

2.

3.

	No. of Participants


	Total
	Male 
	Female

	Year Group / Age
	

	No. of Accompanying Staff [Under 18 yrs groups]
	Total
	Male 
	Female

	Party Leader 

[Print in full please] 
	

	Contact Details


	Phone:
	Fax:
	Email:


ETA: [Coach / Mini Bus / Train. We’ll pick up luggage from the station]                       ETD:



On YOUR departure: 

· Cooked Meal





· Packed Lunch

Outside Agencies you wish us to book
[These are paid for at the time of visit and not included in our invoice]

· Castle Visit

· Castle Guides

· Bowling

· Climbing Wall

· Others. Please specify

· 
Sea Zoo

· Mt Biking

· Ski Slope




P t o


Transport  

Will you provide any of your own transport?

 

Please give details…………………………..……………………………………………………………………
How many certified mini bus drivers will you bring?…………..  [All drivers must bring their ‘clean’ licences and a 


WCC minibus driving permit or equivalent]

Next Step ……….

 
This form should give the final numbers for your course as accurately as possible.  It outlines the services you wish to use and will form the basis of the planning for your course and your final invoice.  

If your numbers change after this date (4 months) please inform the Centre immediately.  If your numbers reduce you will be liable for a minimum of 90% of the numbers on this Course Confirmation Form (MH2R) – see booking conditions for full details.

Party Leaders of under 18 groups must have a signed Parental Consent form for every young person attending.  Leaders from Warwickshire must refer to the ‘ Off Site Activities Guidelines’ document when preparing to organise groups to visit Marle Hall and use form ‘OSA2 [2007] (Young Person)’.  Leaders from other organisations and authorities will have similar documents and procedures, please refer to them.


Eight Weeks prior to your course.  Final payment is due.  We will send you an invoice for the balance, including any extra services booked, which must be paid in full within 21 days.  If your numbers reduce after this date (8 weeks) you will be charged for 100% of the numbers on this Course Confirmation Form or ‘Green Form’ (MH2R).

Refunds. We are sorry but we are not able to refund monies once an invoice has been raised.  Reimbursement for non-attendance through illness, etc should be claimed back through insurance. We would therefore advise you to take out appropriate insurance to cover this eventuality.

Remember to send the following documents and information at least one week before your course:

· Medical / Dietary  Summaries

· Room Allocation

· Working Teams/Groups

· Any special requests


Please don’t hesitate to call us if you have any queries.

Send this form direct to:

Marle Hall Outdoor Education Centre, Marl Lane, Llandudno Junction, North Wales LL31 9JA. 

Tel:  01492 581218    
Fax:  01492 593101   

Email: laraine@marlehall.co.uk  
Web:  www.marlehall.co.uk
FORM – MH2R








