	ESU - RICARDS LODGE AND RR6 

	AFTER SCHOOL HOURS BOOKING REQUEST FORM

	This form must be used to book any event that take place after 4.00pm and at any time weekends and school holidays.

	Please complete all sections of this form:

	1
	Date of event:
	

	2
	Organising Department:
	

	3
	Name of event:
	

	4
	Event Leader on site: 
	

	5
	Other staff on site:
	

	6
	SLT support on site during event:
	

	7
	Event Start time:
	

	8
	Staff Access to site time:
	

	9
	Event end time:
	

	10
	Staff leaving site time:
	

	11
	Areas to be used inc. room numbers:
	

	Before any bookings can be made, the event must be agreed by SLT. For events involving students, parental permission must be given. Please attach an SLT authorised copy of your letter to parents / carers. Your booking will not be made without this.

	12
	Agreed by (SLT):
	 

	13
	Letter attached:
	Yes [       ]
	No [     ] if not why? 
	 
	 
	 

	When completing the next section please be aware that students cannot be unsupervised at any time during this booking and unless there are special circumstances, access should be via the main lodge and students should be escorted into and out of the school by a member of staff. Students will need to bring a packed lunch if they are expected to be on site all day. 

	14
	Access to the school (How will the students be met and gain access to the building):
	

	15
	Registration arrangements:
	

	16
	Dismissal arrangements (How will students be escorted to the exit):
	

	17
	Signing out arrangements:
	

	18
	Year group(s);
	

	19
	Number of students:
	

	20
	Number of visitors: (to be agreed)
	

	21
	Toilets to be used:
	

	22
	Cleaning requirements: (areas to be cleaned before event)
	

	23
	[bookmark: _GoBack]Other set up requirements (If an evening event please indicate whether bells are to be switched off)
	

	

	24
	Name and mobile number of person responsible on site during event:
	

	25
	Request made by:
	

	26
	Date Requested:
	 
	

	Office use only

	 
	Date Sent to Sodexo 
	 
	

	 
	Date Booking Approved
	

	Requests to be forwarded to clare.buchinger@ricardslodge.merton.sch.uk at least 3 weeks (15 working days) before event.


In the case of any safeguarding issues during non-school hours (eg. Weekends, school holidays) staff should contact MASH (Multi-Agency Safeguarding Hub) on 020 8545 4226/27 or our LADO on 020 8545 3179.


