
SAMPLE PTA EVENT REQUEST FORM (for use of School Premises/Site)
	School Name


	

	Type of event


	

	Set up time


	

	Event start time


	
	Event finish time
	

	Accommodation required


	

	Access via


	

	Name of person in overall charge
	


	Facilities Required

	No of tables


	
	No of chairs
	

	Heating 
Yes/No
	Hot Water
Yes/No
	Urn


Yes/No

	Projector
Yes/No
	OHP

Yes/No
	Extension cable
Yes/No

	Screen/ 
Yes/No
Whiteboard 
	Sound
Yes/No
	Stage Lighting
Yes/No

	Cloakrooms 


	

	Parking Arrangements


	

	Other 


	


	PTA member responsible for 

clearing up
	

	PTA member responsible for bar 

Licence 
	

	PTA member responsible for ticket sales
	

	Risk Assessment required? 
Yes/No
Person responsible for assessment 

	

	Caretaker advised 

	


	Signed
……………………………………………………………………………………
(On behalf of the PTA)


	The school approves the arrangements for the above activity
Signed 
……………………………………………………………………………………
(Headteacher/authorised person)





