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Glasgow & East Dunbartonshire Region

81 Oxford Street, Glasgow, G5 9EP
Booking Form – Training Room
Hirer Details –

	Name:   
	Tel/fax nos:

	Address:
	
	Tel:  

	
	
	

	
	
	Fax:

	
	
	

	
	
	

	Is your organisation/company?
Voluntary         or Commercial        (Please choose one)
	

	
	

	Contact Name:   
	Tel (if Different)

	
	

	Email:    
	

	Mobile:  
	


Hire Details –
	Date of Hire:   
	Full Day (9am-5pm)         (Please choose one)
Half Day (9am-1pm)         (1pm-5pm)   

	
	

	Number of Attendees:   
	Style of Room:  


	
	

	Teas/Coffee/Water required:  
	Equipment Required:
	

	Yes/No
	
	

	
	
	

	
	
	


	Trainers Name:   
	Tel (if Different)

	
	

	Email:    
	

	Mobile:  
	


Outside Catering Details –
	Are you having lunch delivered:   Yes/No
	What time expected:   

	
	

	If yes, please give Caterer’s Name: 
	Tel No of Caterer:

	
	


Terms and conditions –
Health & Safety
During the duration of your hire all representative and users attending the event must follow Alzheimer Scotland’s Health & Safety policies and standards. Information will be provided to the hirer. It is the hirer’s responsibility to make sure that all those who attend on the day are aware of our Health & Safety requirements.
Security
Please note that all representatives and attendees have access to the Training Room and Ground Floor Communal areas only. Security information will be provided to the hirer and it is their  responsibility to inform representatives and attendees of our security instructions.

Insurance Provision
Alzheimer Scotland holds employers’ liability and public liability insurance. 

Hirers are responsible for any damages or breakages caused by them or their attendees during the hire period.
Charges for Room & Equipment Hire








Voluntary
Commercial

Full Day –
9am to 5pm



     £80
      £100

Half Day –
9am to 1pm or 1pm to 5pm
     £40
       £50

All bookings are provisional until the 25% deposit is received. All prices are VAT exempt.

The times of hire must include any time required to either set up or pack up materials. No access will be given before 9am (or 1pm for afternoon hires). The Guidance for Trainers form must be returned to us no later than 48 hours before the date of the hire.
The Training Room can be set up with certain equipment at a set cost per day –
Flipchart

£15

Data/Video Projector
£25

OHP
£10
TV/Video Combi
£10

Sound Induction Loop
Free
Teas and Coffees (per person per hire)

£2.50

(Urn and supplies at back of room)

An Invoice will be sent to the hirer address (given above) after each hire. 

Cancellation
Please note that in the event of cancellation the 25% deposit is non-refundable. No extra charges are made for cancellation.
Data Protection Act
The details of your booking will remain confidential to Alzheimer Scotland. Any records relating to an individual are held in accordance with the Data Protection Act 1998.
Hirer- I have read and understood the above

Signed:  ……………………………… on behalf of   ……………………………………………
Name (please print): ……………………………………..

Date: …………………........... 
Alzheimer Scotland – We accept this booking (subject to receipt of hirer’s deposit and proof of public liability insurance cover)

Signed:  ………………………………
Position:   ………………………………………..

Name (please print): ……………………………………..

Date: …………………........... 

Alzheimer Scotland - Action on Dementia is a company limited by guarantee, registered in Scotland 149069. Registered Office: 22 Drumsheugh Gardens, Edinburgh EH3 7RN. It is recognised as a charity by the Office of the Scottish Charity Regulator, no. SC022315.

