
Sheffield Islamic Centre Madina Masjid Trust
BOOKING FORM - GROUP VISITS
PART A:  Your booking information

	Section 1)
Your organisation


	Name of Organisation:
	

	Address of Organisation:
	

	
	Post Code:
	

	Type of organisation:  e.g. school/college, church, voluntary group etc. 
	

	Section 2)
Details of your key contact person



	Name:
	
	Role/Position:
	

	Tel No.:
	
	Mobile Number:
	

	E-mail: 
	

	Section 3)
Details of your proposed visit

Preferred Dates: (Please avoid Friday as this is a particularly busy day for the Centre.)



	1st Choice:  Day:
2nd Choice:  Day:
	
	Date:
	
	Arrive time:
	
	Depart time:
	

	
	
	Date:
	
	Arrive time:
	
	Depart time:
	

	Visitor details


	Number of Children / 

young people:
	
	Academic Year (if appropriate):
	
	Number of adults (not including staff):
	

	Age range of group:
	
	Number of Staff:
	

	Main Focus of Visit: 

(please explain if there is anything in particular you would want to see / discuss, also explain if this is related to any curriculum content)


	

	Any additional requirements: 
(e.g. parking, special needs, access etc.)
	


PART B:  Background information and conditions

Visits: Monday to Thursday at 10 am till 11.30 am and 6 pm till 7.30 pm only.

Maximum 50 people per visit. 
All group visits will need to complete this form before a booking can be confirmed.
This is to enable a standard and fair system for all and to ensure that we meet the needs of all visitors appropriately.

1) Please return this form by email duly completed for the attention of the Committee Secretary. 

2) We will try to accommodate visits to your schedule but this can not be guaranteed.  Please note – we will confirm each visit arrangement once it has been booked into our visits diary.
3) Please note that your visit can only be confirmed formally through our Madina Masjid email system.  
4) We have space for parking cars and minibuses - should you wish to use these, please confirm on the booking from.  You should be aware that there is restricted parking on Wolseley Rd between 7:30am to 9:30am and 4pm to 6:30pm.  
5) Should you have any other requirements, please advise us on this form.  For example, if there are any additional access requirements or special needs, you should tell us in advance so that we can consider how best to meet your needs.

6) If there is anything in particular you wish to see / discuss on your visit, please advise us on this booking form.

7) All children and vulnerable adults must be accompanied by appropriately qualified and responsible staff who will remain responsible for their group for the duration of the visit.

8) We will organise ‘open days’ for individuals / families who wish to visit – if you are an individual wishing to visit, please email us with your details and we will contact you closer to the appropriate time to inform you of the next available open day.  

9) Please ensure that all members of your group treat the facilities with appropriate respect.

10) No alcohol, drugs or other illegal substances / items to be brought onto the premises.

11) Please be aware that you will be asked to remove your shoes for much of the visit inside the building.
12) We will contact you before the visit to confirm any further details.  This programme is run by volunteers.  Due to the voluntary nature of the work, we deal with emails at the weekends and evenings.  You should therefore ensure that you give us a mobile telephone number on which we can contact you in the evening or at the weekend if necessary.  This number will also be required should there be any last minute changes to your visit.   
13) You will need to give at least 6 weeks notice for your visit request as we are very busy with visits.
14) For further information please contact tour guide Zahid Saleem on 07733143925

	Declaration

I confirm that I have read the background information and conditions on this form and that our group will comply with all requests to maintain safety, security and respect of the facilities, users and visitors at all times.



	Signature:  

	
	Date:  
	

	Please return this form to Sheffield Islamic Centre by email.  You must allow at least six weeks before your proposed first choice date.  Please note that under our standing orders, no visit may go ahead until it has been confirmed with your nominated contact by the Committee Secretary.


Sheffield Islamic Centre Madina Masjid Trust, 24 Wolseley Road, Sheffield, S8 0ZU
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