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WEST DUNBARTONSHIRE COUNCIL

DEPARTMENT OF EDUCATION, LEARNING & ATTAINMENT
                           REQUEST FOR A LET– SESSION 2020/2021
                               At least 10 full working days’ notice of booking is required 
Please note that our letting process is changing. All lets are required to be paid for in advance, you can read full details on our website. If you have a sessional let you will receive one invoice for the full amount of lets which may be paid for in full or arrange a payment plan to pay in instalments by Standing Order. Please be aware that current prices may be subject to an increase each April. You will be notified of any change and an amended invoice will be issued to you for the difference. All occasional lets must be paid for in advance at least 7 working days from confirmation of booking otherwise the let will be withdrawn.
	Customer Details :  Please note that the person completing this form must take responsibility for this let

	Name of Contact Person

Name of Group/Organisation                                      
Address    
Post code ………………..
Email address …………………………………………….. 
Telephone Number (Home) ……………………………… 
Mobile Telephone No ……………………………………..  
	Name and Address if different from Contact Person

Name
Address 
Postcode ……………
Email    ………………………………………………………..
Telephone Number Home)……………………………………

Mobile Telephone No …………………………………………

	Customer ID (you will find this on a previous invoice or can be provided by the CAS Team)
	

	Please indicate method of payment.

Please note that proof of  payment is required within 7 working days of booking or let will be withdrawn
	Payment Plan (Full invoice, with monthly payments)
	Invoice 

(Full invoice, with NO monthly payments)
	Telephone (Occasional Lets) 01389 737309


	NAMe of  School Requested 
	 

	Please indicate if sessional or occasional let
	Sessional let
	occasional let

	Please enter all date(s) required from 17 August 2020 to 26 June 2021 as payment is now required in advance
	

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

	Purpose for Let : 


Please indicate below which accommodation and time you are applying for :
	3G Full Football Pitch
	3G Half Football Pitch
	3G Full Hockey Pitch
	3G Half Hockey Pitch
	Grass Football Pitch
	Games Hall
	Medium Sized Gym
	Small Gym
	Dance Studio
	Classroom
	Assembly Hall




	Other
	Stairs

OLSP
	Balcony

VOLA
	Full Floodlights
	Half Floodlights
	Bleachers
	Outdoor Basketball
	Outdoor Netball
	Running Track


	Foyer
	Stage

	Time Requested – please note there are no half hourly slots. Lets should always start and finish on the hour
	Start 
	Finish


	Additional Information Required

	Are there children under 18 in your group?
	Yes         □                  No   □

	What age group. And numbers in 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.
	

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

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


Please return completed application form to education.lets@west-dunbarton.gov.uk Please note that this let is not booked until payment has been received and confirmation has been issued to you by the CAS Team. There will be no access to the facility unless you can provide a copy of confirmation to the facilities assistant/janitor
	Your application for the above is :

	Successful
	Unsuccessful



	The cost of the let is:

	£




	Payment for this let(s) is due now and must be made within seven full working days from date of confirmed booking. If payment is not made within that time your let will be withdrawn. You will be notified by a member of the CAS team if payment has not been received in time. If you wish to accept and proceed with this offer please sign below and return immediately to education.lets@west-dunbarton.gov.uk


	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 groups/organisation will adhere to the statutory Disclosure Scotland Checks on the Letting Schedule

	Print Name                                                                   
	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 Facility Assistants/Janitors

· 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

· Education Establishments Letting Regulations must be adhered to

· Payment is required in advance or let cannot take place

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

· Should you require use of the kitchen a separate application should be made to Facilities Management

· Dates of Letting Session must be adhered to, in particular public and certain school holidays

· You must provide evidence of confirmed booking if requested by Facilities Assistant/Janitor without it you may not get access to the facility




This short form Privacy Notice is provided for the purposes of the General Data Protection Regulation (GDPR) and is provided for all West Dunbartonshire Council services.

We will use your personal details (known as Personal Data) to provide you with the service(s) which you or someone else (with your consent) have asked us to provide as part of a contract or where we are under obligation to do so (public task or legal obligation). We will also use your personal details for purposes of crime prevention and crime detection and/or when required by law and will share it with other public bodies for that purpose.

For a fuller description of how we handle your data please see our Privacy Notice
