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BOOKING PROCEDURE
1.  Call the Tailored Services Centre to check availability of the room on the date you desire.

2.  If the requested room is available, we will ‘pencil in’ your booking.

3.  Fill out the Application for Hire form and return it to the Tailored Services as soon as possible.

4.  We will contact you close to your booking date to confirm any missing details.

To speed up communication, please provide us with the name and phone number of an individual who we can speak to should there be any enquiries.

“HOUSEKEEPING”
1. Please inform all attendees of the Fire Drill Procedure, including location of fire exits and the gathering point.  If you have not used the Tailored Services Centre before, staff will be happy to explain these to you.

2. The Tailored Services Centre and Surrounding Grounds are strictly NO SMOKING.
3. Please be mindful of Health & Safety issues at all times, and notify Centre staff of any matters relating to Health & Safety or Security within the room or building.

4. Please leave rooms clean and tidy after use, report any damage to Centre staff as soon as possible.

5. Your booking is only for the rooms and times specified on your booking form. Please discuss any changes that you may need to make on the day with Centre staff, as the room may have been booked by another group.

6. Please be aware that other rooms in the Centre will be in use by other groups; please respect them and the right to the space that they are using.

7. If your group intends to use a TV/Video, music or audio aids, please inform Centre staff prior to the booking and keep volumes at a level that respect other Centre users.

NOTICE OF CANCELLATION

Please note that the Tailored Services Centre is a registered charity, therefore late cancellations can adversely affect our ability to operate if we cannot hire the room to another group.

Cancellations of room hire must be notified to the Centre staff as soon as possible.

If less than 7 days notice is given a 100% charge will be made.

If 7-14 days notice is given the cancellation charge will be 50%.

If 14-21 days notice is given the cancellation charge will be 20%.

The cancellation of a buffet with 24 hours or less notice will be charged at full cost.

Room Hire – Priority Booking Policy
CONDITIONS OF HIRE 

1. The Hirer may use the premises only for the use set out on the Application for Hire

        form.

2. In particular, the organisation may not use the premises for any of the following; any political, illegal, obscene, pornographic, or disreputable purpose.

3. The Hirer must ensure that no more than the maximum number of people are in the room at any time.

4. The Hirer must ensure that neither it, its activity, nor any person in the premises for its purposes or allowed into the premises by the Hirer, causes any noise or other nuisance or annoyance to any other user of the premises and/or neighbouring properties.

5. The Hirer will not itself or let any of its invites obstruct the public areas or any routes to or from the hired room.

6. The Hirer is responsible for any matters relating to health, safety or security arising out of its activities. The Hirer will immediately notify the Tailored Services if it becomes aware of any risk to health, safety or security within the room or the building of which the room forms part, or on any access routes.

7. The Hirer must comply with all the Fire Regulations displayed.

8. The Hirer shall, during the period of the hiring, be responsible for supervision of the premises, protection of the fabric and contents, safety from damage however slight, or change of any sort.

9. The Hirer shall indemnify for the cost of repair of any damage done to any part of the Tailored Services’s property or facilities arising out of its use of the room, or the activities of any persons using the room during the hire period.

10. The Hirer must not sub-hire or allow any other person to use the premises.

11. The Hirer will not undertake any activity requiring the licence or the consent of any third party without (a) informing the Tailored Services and obtaining the Tailored Services’s consent; (b) obtaining any necessary licences or consents; and (c) providing a copy of any such licence or consent to the Tailored Services as soon as it is obtained.

12. The Hirer is responsible for leaving the premises clean and tidy. If the room is not left in its original condition an additional charge may be made for each hour or part-hour of caretaking/cleaning.

13. The Hirer will indemnify the Tailored Services against any claim, cost, loss or damage arising out of the Hirer’s use or the actions of any person in the premises for the Hirer’s purposes or allowed into the premises by the Hirer, or arising from any breach of this agreement.

14. The Hirer shall, if selling goods on the centre premises, comply with Fair Trading Laws and any local code of practice issued in connection with such sales.  The Hirer shall ensure that the total prices of all goods and services are prominently displayed as shall be the organiser’s name and address, and that any discounts offered are based only on Manufacturers’ Recommended Retail Prices.

Business and Statutory 
SCALE OF CHARGES

Room Hire 

Counselling Rooms








£10.00 per hour

Counselling Rooms








£30 half day 

Counselling Rooms








£50 full day
Training Room



holds 25-30 people   

£100.00 per day
Training Room








£50 half day
Equipment & Resources









Per Hour
½ Day
Full Day

Screen





Included in room hire
Data Projector & Screen



£3.00

£5.00  
£10.00

Data Projector, Screen & Laptop


£5.00

£9.00

£18.00

Flip Chart and Pens






£2.50

£5.00
Other Services
Photocopying (A4)






10 pence per copy

Photocopying (A3)






20 pence per copy

Laminator (A4)






50 pence per sheet

Faxing (British numbers)





60 pence per sheet

Portable Loop System





Free

Corporate Hospitality Menu

Please note this menu is only available in conjunction with the use of the conference facilities within the Tailored Services Centre.

Please highlight on your booking form of any dietary requirements.

Drinks
Iced Water                                                                       Free of charge
Tea and coffee 




     Half Day   £1.20 per person







     Full Day    £1.80 per person

Biscuits





     Plate assorted (serves 8)   £1 per plate
Fruit juice - 1 litre jug                                                     £2.00 per jug
Choice of orange, apple or cranberry.

Lunch Buffet
Selection of sandwiches on white and brown bread, to include, tuna mayo, ham, cheese and egg mayo,  sausage rolls ,crisps and selection of cakes.

£5.00 per person

Afternoon Tea Buffet
Selection of sandwiches on white and brown bread, to include, tuna mayo, ham, cheese and egg mayo and a choice of homemade scones with butter and jam or a selection of homemade cakes and pastries.

£5.00 per person

Optional Extras

Cheese board                                                                    £2.50 per person
Selection of homemade cakes and pastries                      £1.50 per person
Homemade scones with butter and jam

      £1.25 per person
We also have an extensive menu of hot and cold beverages and food for sale from the café, open 10am – 2pm daily.

Corporate Hospitality Booking Form

Company Name:

Contact Name:

Address:

Phone Number:

Date Required:

Number of Attendees:

Please confirm the number of attendees 5 working days prior to your booking.
Beverages Required:
Iced water                                                                       ___                                                          
Tea and coffee





    ___

Plate of Biscuits                                                              ___                                                 

Orange juice                                                                    ___

Apple juice                                                                      ___

Cranberry juice                                                                ___

Please tick choice required and state number of jugs of fruit juice and water required.

Time Required:

If not stated, the required beverages will be in the room for your arrival.

Buffet Required:  Please tick choice required.
Lunch buffet                                                                   ___

Afternoon tea buffet                                                       ___

with

Homemade scones with butter/ jam/ cream                   ___

or

Selection of homemade cakes and pastries                    ___

Optional Extras

Cheese board                                                                  ___

Selection of homemade cakes and pastries                    ___
Homemade scones with butter, jam and cream             ___

Time Required:
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