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Dear Hirer

2011 – 2012 LETTINGS

Please find enclosed a Lettings Pack for St. Mary’s Lettings 2011-2012. The pack contains the Community Use Policy, Hire Agreement Form, the Rates of Hire and the Emergency Evacuation Procedure.  
Please submit your completed Hire Agreement Form, together with proof of Third Party Liability Insurance to the Lettings Department as soon as possible.  A booking should not be considered confirmed until you have received written confirmation from the school. Please see the enclosed document detailing when facilities are not available. 

The Community Use Policy will be effective at the start of the new school year beginning September 2011 until September 2012 when it will be reviewed. 

Sessions are to be kept within your scheduled time.  Please be certain that you have allowed adequate time for set up and clearing away of equipment. Failure to do so may result in additional charges.

Anyone using St. Mary’s facilities must abide by the one-way system when entering and exiting the premises. Please note that parking is restricted to the marked parking bays.  

If you wish to discuss your letting or have any suggestions that may help to improve the service we provide please do not hesitate to contact us.

Yours faithfully

Chris Tindall, Facilities Manager (tindalc03@leedslearning.net)
Jackie Ash, Community/Publicity Administrator (ashj01@leedslearning.net) 
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