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GMB WAKEFIELD OFFICE
TRAINING CENTRE – CONFERENCE / MEETING ROOM/S
BOOKING FORM / TERMS & CONDITIONS

Please complete and return to:
Mandy Roache, GMB Wakefield, Grove Hall, 60 College Grove Road, Wakefield, WF1 3RN or email to mandy.roache@gmb.org.uk

	Company Name:
	


	Contact Name:

	

	Address:



	






	Telephone:

	

	Email:

	



Room & Layout – Section A & B: (please indicate with a tick)

	Board Room Style
(up to 30 people)
	

	Theatre Style
(up to 50 people)
	

	Classroom Style
(up to 24 people)
	



Room & Layout – Section A (please indicate with a tick)

	Board Room Style
(up to 12 people)
	

	Theatre Style
(up to 30 people)
	

	Class Room Style
(up to 16 people)
	




Room & Layout – Section B (please indicate with a tick)

	Theatre Style
(up to 12 people)
	

	Class Room Style
(up to 8 people)
	




Equipment Required: (please indicate with a tick)

	Section A & B

	
	Projector, screen
& laptop
	
	Flipchart & Pad
	

	

	Section A

	
	Projector, screen
& laptop
	
	Flipchart & Pad
	

	

	Section B

	
	Flipchart & Pad
	
	
	



Cost of Room Hire:

Section A & B	£200 per day – including tea, coffee, water 
Section A		£130 per day – including tea, coffee, water 
Section B		£100 per day – including tea, coffee, water


Please note that we do not provide paper and pens or photocopying facilities


We do not offer on-site buffet facilities however, upon enquiry we can provide you with details of local companies so that you can book direct with them and arrange delivery on the day of your meeting/training.

If you would like to view the facilities, please contact Mandy Roache direct on 01924 887260 to make the necessary arrangements.












Please advise GMB of any special needs to ensure equality of access and use of our services by people from all groups in society










GMB – Yorkshire & North Derbyshire Region
Regional Secretary: Tim Roache
Grove Hall, 60 College Grove Road, Wakefield, WF1 3RN
Website: www.gmbyorkshire.org.uk
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Terms & Conditions of Room/Equipment Hire:

Opening Hours

Monday to Friday 9.00 am to 4.30 pm.

Bank Holidays

Please note the facilities will be closed.

Meeting Rooms/Equipment

· The room will be laid out as requested on the booking form by the hirer.
· The hirer will be responsible for the behaviour of those present and for ensuring activities and persons do not cause a nuisance.
· Any breakages or damage to the rooms or equipment or any extra cleaning necessary to return the rooms, contents or equipment or any other facility to an acceptable condition will be charged to the hirer.
· The hirer will vacate the room on the expiry time as agreed by the GMB.
· The hirer will only use those parts of the premises and facilities specified in the agreement.
· The hirer will be responsible for clearing the laptop’s hard drive of any training provision on completion of their training.
· No professional technical support is available on-site.  It is expected that the hirer knows how to use the equipment to be hired.

Parking

There is one parking space for the course tutor; however there are no parking facilities for course attendees on-site and all road-side parking is for permit holders only.  There are parking facilities round the corner at the Wakefield Sports Club at a charge of £3 per day.

Personal Belongings

GMB Yorkshire & North Derbyshire region accept no responsibility for the hirer’s/users’ property if used on or brought to the premises, for either loss or damage other than negligence by a member of GMB staff.

Smoking Policy

A ‘no smoking’ policy is in force throughout the building and car park.

Payments

· A £25 deposit (for each day) will be required to secure bookings.  The final balance to be paid 28 days prior to the meeting date.
· Payments should be made by cheque to GMB.


Cancellations

· Cancellation charges apply to the total booking value.  The charge may be waived at the discretion of the GMB if we are able to re-book the room.
· Any cancellation of a confirmed booking must be given in writing following a telephone call.
· If cancelled within seven days, the full amount must be paid.

Breach of Terms & Conditions

The GMB may terminate or suspend the booking at any time for any of the follow reasons:

· If in the opinion of the GMB, the premises or rooms have become unfit for use, in which case any fees paid to date will be refunded, except in the case where the unfitness arises as a result of the actions of the hirer or their guests.
· If in the opinion of the GMB the circumstances are such that the continuance of the booking would be likely to lead to an unacceptable risk to the public or a breach of the peace.
· For non-payment of fees as set out above.

The decision to terminate or suspend this hiring under any of the above reasons shall be at the GMB’s discretion alone and any such decisions shall be final.  The GMB will give to the hirer prior notice so far as is practicable in the circumstances but shall not be liable for any damages or consequential loss or additional expense incurred or sustained by the hirer, arising out of any such termination or suspension.


I agree with the Terms & Conditions as set out above


Signed:

Print Name:

Company/Organisation

Date: 















GMB – Yorkshire & North Derbyshire Region
Regional Secretary: Tim Roache
Grove Hall, 60 College Grove Road, Wakefield, WF1 3RN
Website: www.gmbyorkshire.org.uk
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