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Supervision Booking Form

Please complete all of the information on this form. 
You will receive a confirmation email from the Events Office, and this should be forwarded to your attendees. 
Separate confirmation emails will be sent for each supervision. You should only forward this email to the attendees for that supervision and Bcc all email addresses (put your own email address in the “To” field), to avoid risks around data protection and personal safety.
In submitting this booking form you are confirming you have read and understand the Guidance and your responsibilities outlined on the College website page “Booking Supervision Rooms”. You understand that you are responsible for ensuring your attendees behave in line with that Guidance. 

If your bookings include back-to-back supervisions, you also confirm you have read and understand your additional cleaning responsibilities as outlined on “Booking Supervision Rooms” page. Remember to include 15 minutes between groups for you to clean and ventilate the room.
Please return this booking form by email to events@murrayedwards.cam.ac.uk. Paper copies are not accepted at this time.
	Your Name: 
	

	Position:
(DoS/External DoS or College Teaching Fellow or nominated supervisor such as PhD student)
	

	Email address:
	

	Are you completing this booking form on behalf of a Murray Edwards College Fellow?
	☐ Yes     ☐ No

	Their name:
	
	Their email address:
	


	Supervision group name/s:
	

	Dates required:
	

	Supervisor’s name

(if not yourself)
	
	Their email address:
	

	Start time:                                                             
	
	Finish time:
	

	Is this a group of students from Murray Edwards College, other Colleges or a mixed group?
	

	Number of attendees: 
	

	Do you need a projector and screen?
	

	Additional AV requirements:
	


	Supervision group name/s:
	

	Dates required:
	

	Supervisor’s name

(if not yourself)
	
	Their email address:
	

	Start time:                                                             
	
	Finish time:
	

	Is this a group of students from Murray Edwards College, other Colleges or a mixed group?
	

	Number of attendees: 
	

	Do you need a projector and screen?
	

	Additional AV requirements:
	


	Supervision group name/s:
	

	Dates required:
	

	Supervisor’s name

(if not yourself)
	
	Their email address:
	

	Start time:                                                             
	
	Finish time:
	

	Is this a group of students from Murray Edwards College, other Colleges or a mixed group?
	

	Number of attendees: 
	

	Do you need a projector and screen?
	

	Additional AV requirements:
	


Please copy and paste the above table as many times as you need.

