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DEPARTMENT OF EDUCATIONAL SERVICES

REQUEST FOR SESSIONAL LET – SESSION 2016/2017
	Customer Details :  Please note that the person completing this form must take responsibility for the let

	Name of Organisation:

Name of Contact Person :
Address :
Postcode :
Email :
Telephone Number (Home) :
Mobile Telephone No:
	Billing Address if different from Contact Person

Name:
Address: 
Postcode :
Email : 
Telephone Number (Home):
Mobile Telephone No:


	Name of School Requested –
	


	Please enter start and finish dates required.
	Start Date:  

	Finish Date:  


	Please indicate which day of the week required
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	
	


	Accommodation requested e.g. Main Hall, Sports Hall, Pitch
	Time Required
	Purpose of activity/meeting

	
	From
	To
	

	
	
	
	


	Additional Information Required

	Are there children in your group? (Under 18 years of age)
	Yes         □                  No   □

	If yes how many children are in group and what age group?
	

	Does your group have a Child Protection Policy?
	Yes         □                  No    □

	Is your group registered with Disclosure Scotland?
	Yes         □                  No    □

	Does your group have a constitution?
	Yes         □                  No   □

	Is your group profit making?
	Yes         □                  No   □

	Is your group a registered charity? If yes please quote charity number.
	

	Do you have Sports Development Quality Club Accreditation?  
	Yes         □                  No   □

	If so which level? (Please tick where appropriate) 
	Recreational  ( Development Level 1  ( Development Level 2  (

	Does your group have adequate insurance e.g. Public Liability?
	Yes         □                  No   □

	Is your group affiliated to a governing body? If so please name.
	


Once completed please return form to Resources Section, Department of Educational Services, Garshake Road, Dumbarton G82 3PU or email education.lets@west-dunbarton.gov.uk can also be contacted on Tel. No. 01389 737329 or 01389 737319
Please note that accommodation is not booked until we have received this form and have issued you with a Confirmation letter.

	Acceptance of Let

If you wish to accept this offer of a let please sign and return this form immediately to Resources Section, Department of Educational Services, Council Offices, Garshake Road, Dumbarton G82 3PU or email to education.lets@west-dunbarton.gov.uk
Confirmation of Booking will be sent in writing to you when letting process is complete
I hereby accept the Terms and Conditions of the let as detailed and have read and understood the enclosed Letting Schedule.  I also confirm that all those involved in the group/organisation will adhere to the statutory Disclosure Scotland Checks as detailed on the Letting Schedule.

Signature:                                                                       Date: ___________________
Print Name: _______________________________                                                                  
I agree /disagree to my details being given to members of public making enquiries 

Signature:  ________________________________     Date: ___________________



	Special Notes:
· This let is issued in accordance with the present terms and conditions, but may alter as a result of a change in the letting policy of West Dunbartonshire Council:

· Satisfactory Protection of Vulnerable Groups (PVG)
· The let of facility does not grant the right to use any equipment or storage
· Not all facilities have disabled access, should you require such access you should check with the Letting Section prior to booking

· Good communication should be maintained with Janitors and Facility Assistants
· No smoking rules must be observed

· No alcohol rules must be observed

· Accommodation must be vacated by the stated time otherwise an additional charge will be levied

· Letting Regulations must be adhered to

· Account will be sent monthly

· Lessees should be aware of emergency procedures in the event of an emergency evacuation



	Confirmation of Lets:- FOR OFFICIAL USE ONLY (i.e. Letting Section)

	Date(s) of Let:
	Charge per let:



	Approved by:                                                      
	Date:

	Cost Centre & Ledger Line if applicable


	

	Customer ID
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