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Room Booking Form
	Name of Person or Group Applying to Hire / Let

	

	Purpose of Let

	

	Contact Name (if different from above)
	

	Contact Address


	

	Contact Phone Number

	

	Contact Email

	

	Room(s) Required

(please check or tick all required)


	Sanctuary                                Kaimes Hall          
Belgrave Room                          Robertson Room     


Kitchen          

        

	Frequency of Let 

(please check or tick)

	Regular

Weekly                      Fortnightly                 Monthly


One off Booking 

      

	Day, Date(s)  & Time required
	

	Please give approximate numbers of People expected to use the facility  
   -    

	Any furniture or equipment required?
(Projector, Microphone available)
	

	Do you intend to serve alcohol ?
 (This is only possible by prior specific agreement – please provide details)   
	YES / NO



	Do you intend to advertise your hire / let? If so please detail how and where
	

	Do you accept the church Terms & Conditions published in the Guide for Users of Church Facilities?
	YES / NO



	Signature of Hirer
	
	Date
	


**Please note: Church Management may require access at any time**
FOR GROUP USE – PLEASE SEE OVERLEAF AND COMPLETE AS REQUIRED

GROUP USE ONLY – Protection of Young People and Adults At Risk
	Does your group contain any members who are under 18 ?
	YES / NO



	Does your group contain any members who could be considered as “Adults at Risk”
	YES / NO




If you have answered Yes to either question above please can you answer the following:

	Does your group have appropriate insurance?
	YES / NO



	Does your group comply with the PVG Scheme?
	YES / NO



	Does your group comply with The Protection of Children Scotland Act
	YES / NO



	Does your group undertake checks on paid/unpaid staff, their professional qualifications, experience & suitability?
	YES / NO




Please return by e-mail or by post to:  
The Church Administrator, 
St Anne’s Parish Church, 

1 Kaimes Road, 
Edinburgh, EH12 6JR.  
E-Mail: office@stannescorstorphine.org.uk

























































