DASH BOOKINGS POLICY

1. Booking forms must be received by the given date.  If a booking form is not received by the given date, no place will be allocated.

2. Bookings will be prioritised in the following order:

· Request for the same night/nights as the previous half term for the whole of the half term booking period will be honoured first, provided a booking form has been received on time.

· Requests for new nights or to change to a different night/nights for the whole of the half term booking period will be considered next. Please consult the co-ordinator before submitting the booking form if you wish to change nights.

· Requests for a regular night, but not for the whole of the booking period.

· Requests for random or scattered nights and those requesting occasional extra sessions can only be accommodated after all other bookings have been allocated. Please consult the co-ordinator before submitting the booking form. Please note we cannot guarantee random bookings.
3. Once booked, sessions must be paid for.

It is important that this Bookings Policy is adhered to because:

· In order that appropriate staffing can be arranged

· We have a waiting list of children needing regular full time places for particular nights and therefore we cannot afford to leave sessions vacant 

· Completion of booking forms is a security measure; by ensuring your child is on the daily register.  Should your child fail to attend, the missing child procedure will be instigated.

This policy was adopted by the Management Committee Jan 08

Due for review in Jan 2011
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