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SCHOOL LETTING - INITIAL REQUEST FORM
	Name of Applicant

	

	Address



Email Address
	

	Telephone Number(s)


	Main:

Mobile:

	Name of Organisation

	

	Activity of Organisation

	

	Will the applicant be present during the booking?

	YES
	NO

	If no, please give name and contact details for the person nominated to be present and in charge of the event/booking.

	

	Details of premises requested (hall, playground, classroom, astroturf etc):


	

	Date(s) required


	

	Start time (including time for preparation)

	

	Finish time (including time for clearing up)

	

	Use of school equipment (please specify your request)


	

	Details of any electrical equipment to be brought on site

	

	Number of participants

	

	Age range of participants

	

	Number of supervising adults

	

	Please tick to show the type of attendance:


	Invited Guests
	Ticket Holders
	Open to General Public

	
	


	
	

	

	Course delegates
	Other (please specify)

	
	


	



Insurance
The Hirer is required to have Public Liability Insurance.  This should cover liability towards third parties in respect of bodily harm (which includes death, illness or disease) and for any loss of or damage to property, including damage to school property, which happens in connection with the hirer’s activities whilst on the school premises.  Limit of indemnity should be £5,000,000 for any one event.  
In the event that the Hirer does not hold Public Liability Insurance, the Hirer will need to pay a fee to the school for adequate cover.  This will be charged at 15% of the letting fee, subject to a minimum of £5.00.  This will provide cover under Surrey County Council’s Public Liability Insurance.  
	I hold Public Liability Insurance that meets with the requirements given above. 
	
	I do not hold Public Liability Insurance. 
	

	Copy attached.
	
	Please arrange for this letting. 
	



I confirm that I am over 18 years of age and that the information provided on this form is correct.  

Signed: ………………………………………………………			Date: ……………………………………………….
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Surrey County Council - Diocese of Arundel and Brighton

St Joseph’s Catholic Primary School

Linkfield Lane

Redhill

Surrey

RH1 1EA

Telephone: 01737765373 Email: office@stjosephsredhill.co.uk

Headteacher: Mrs T.Lawlor




