
 

 
 

Guidelines to assist you in completing the Overseas Learning & Engagement 
booking form 

 

By filling in this form, you are making a request for a confirmed booking to be made for your 
school group at the subsidised Learning rate. We do not make provisional bookings.  

This form has been designed to be completed digitally so once you have completed it please 
email it to us at the email address on the bottom of the form. 

We work on a first-come, first-served basis so please ensure all required sections are 
completed. Incomplete forms will be returned for further clarification, which will delay your 
booking. We cannot reserve dates and/or workshops in the meantime.  

 

School/college/agency details 

Please make sure that this section is completed in full so that the school is invoiced correctly.  

We require a finance contact name and email address for all bookings, to whom we will 
address the invoice. We recommend you also provide a visit organiser name and email 
address, usually the lead teacher or the person who is responsible for booking trips at your 
school. 

Booking confirmation details, and your invoice, will be sent to all named contacts. 

If you are an agency booking on behalf of a school group, please put your company contact 
details in this section and put the school name/reference under ‘Group/School Name’. Please 
ensure you include your full agent name and email in the ‘Visit Organiser’ section, you do not 
need to provide an email address for the group leader. If you have a specific finance/invoice 
contact in your agency please provide their details under ‘Finance Contact’.  

 

Date(s) of visit 

Please put as many date choices as possible. If your first choice isn’t available, we will 
automatically check availability for the second and third dates and book these instead if they 
are available.  

 

Group numbers – pupils/students 

Please state exactly how many pupils/students you will be bringing on your visit. Please ensure 
that you have told us the age of your pupils/students; this will ensure that you are invoiced 
correctly, as well as enabling our presenters to fully prepare your Learning workshop (if 
applicable). 

If your group is made up of a mixture of 15 and 16 year olds, please provide a breakdown in the 
spaces provided. If you do not provide a breakdown of ages, they will all be booked at the 
higher rate.  

 

Group numbers - adults 

We require a minimum adult to student ratio as follows: 

 Age 6 years and under (KS1): 1:5 

 Age 7 to 18 years: 1:10 
 

Teachers and adults who are fulfilling these ratios are admitted free of charge, as well as adults 
needed for 1:1 assistance. Additional adults will be charged at the standard group rate: 

 Tower of London - £22.82 per adult 

 Hampton Court Palace - £19.23 per adult 

 Kensington Palace - £15.64 per adult 

 Banqueting House, Whitehall - £5.98 per adult 

Additional adults must be booked and paid for in advance to receive this rate. 

 



  

 
 

If you are bringing any children who require 1:1 support, please indicate this in the relevant 
boxes. Please ensure that you include details of their SEND requirements as this will help us to 
make your visit as accessible as possible.  

Please put the total number of adults you are bringing in the ‘Total number of adults’ section, 
including 1:1s and any additional adults over the 1:5/1:10 ratio.  

Accompanying adults must supervise their students at all times. We interpret supervision to 
mean that accompanying adults remain in the physical presence of the students at all times. 
Any group which does not meet the above requirements for supervision will not be accepted 
at the subsidised Learning rate. The admissions team reserve the right to refuse entry to any 
groups who do not meet these supervision requirements. 

 

Type of visit  

You must complete this section. There are two options for overseas groups to choose from – 
‘International Missions’ or ‘English as a Second/Foreign Language Tour (ESL/EFL).   

 

Section A – I want my group to take part in the International Missions Trail Card Pack 

The ‘International Missions’ is a self-guided trail that takes the form of a pack of cards that are 
available in English, French, German and English as a foreign language. 

If you wish to book the International Missions, please indicate this is the relevant box. Please 
select the language you would like the cards to be in - English, French, German or English as a 
foreign language. 

 

Section B – I want my group to take part in the EFL/ESL Tour 

‘English as a Second/Foreign Language Tour’ 

Developed with EFL teaching guidelines and taught in English, this session is led by a 
costumed presenter who will engage your students with some of the most gripping stories 
about the history of the site. 

If you wish to book the EFL/ESL Tour, please indicate this is the relevant box. Please select 
which time slot(s) you wish to book.  The tour runs at three times throughout the day and each 
time slot holds a maximum of 35 students. If you have more than 35 students, you must select 
the appropriate number of time slots to fit your group.  

 

For more information and prices for the above options, please visit our website: 

Hampton Court Palace: https://www.hrp.org.uk/hampton-court-palace/schools/international-
students/  

Tower of London: https://www.hrp.org.uk/tower-of-london/schools/international-students/  

 

Please note that all learning groups must arrive before 15.00 on the date of their visit. 
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