
	[image: ]
Interpreting Services Booking Form
for Glasgow Education


	
Please return completed booking forms to Linguistics@glasgow.gov.uk

When returning a completed booking form, please ensure that the 
email subject heading includes the date, time and required language. 
For example: 1st January – 13:00 – Spanish.

To support delivery of Linguistics services, please provide as much advance of bookings as possible. 


	Establishment Name
	

	Assignment Date
	

	Required Language
	

	Assignment Type (Delete as required)
	Face-to-Face, Telephone, Video Call.

	Establishment Address
	

	Contact Person
	

	Contact Phone Number and 
Phone Number for Establishment
	

	Assignment Time
	

	Expected Duration
	

	Preferred Interpreter Gender (if applicable)
	

	Assignment Location 
	

	Name of Teacher / Staff
	

	Additional comments
	



Face to Face interpreting:
· Inform Interpreters on arrival of any hand washing facilities and emergency procedures for the building.
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