[image: ]Appendix 1 – Rosehill School Visit Request Form 
Thank you for your interest in our school. In order to consider your request please complete the following information in as much detail as possible. Once the request has been authorised, it will be communicated back to you.

Please ensure when visiting Rosehill School, you bring with you proof of ID i.e. a company staff badge and provide a copy of your DBS or a comfort letter from your organisation/ agency/ school. Please notify Rosehill School of any changes to this request once it has been authorised and returned to you.

Name of person making the request _________________________________   Date _______________

	Date(s) requested 
	
	Time(s) requested
	

	Name 
	

	Company Name 
*Invoice will be charged to this address, where applicable*
	

	Telephone number
	

	Email address
	

	Title of request and relevant information to support your request
	



	Is a room required?
	Yes
	
	No
	

	Do you have any requirements that you would like to make us aware to support your visit? (e.g., access to lifts / use of specialist equipment / dietary requirements/allergies): Provide details 



Please email this request to admin@rosehill.nottingham.sch.uk  (mark as Visit Request)
We will endeavour to answer all requests as soon as possible, but please allow up to 28 days for a response.
For observational visits (i.e., learning walk, curriculum resources, input from teachers & senior management) an admin charge will apply. Details of payment will be agreed before the visit is finalised.
Any visits cancelled with less than 24 hours’ notice will still incur a fee.
I understand that if this is a chargeable request, Rosehill School will contact me to arrange an invoice.

Signed: _________________________________ Date: _______________________________________

For External Practitioners working with the school, the school has produced further guidance and information forms, which will need to be completed and approved by the head teacher prior to their attendance in the school. A copy will then be held by the office for reference and verification. Please request this information, if required.  
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