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Glasgow & East Dunbartonshire Region

81 Oxford Street, Glasgow, G5 9EP
Hire of Training Room
Guidance for Trainers
Please take some time to make yourself aware of the items noted below. This form must be returned to us no later that 48 hours before the date of the hire.
1. Please note that there is no access to the Training Room before 9am. It must also be vacated by 5pm. If the room is only booked for a half day please check when the room must be vacated by.
2. Although there will be someone on duty at the reception, you may find it more suitable for your attendees to have someone available to greet them. The room is situated directly adjacent to the reception area.
3. Ladies and Gents toilets are situated in the reception area. Both have a disabled cubicle.

4. There is a coat rail situated outside the Training Room if attendees wish to leave their jackets there. We would not recommend that bags, etc, are left in this area. Alzheimer Scotland do not take any responsibility for belongings left in this area.

5. All attendees must sign in and out of  the building, to conform with Fire Safety legislation. A visitors book is in place at the reception desk for this. Also all attendees must wear a visitors badge, which are available at the reception desk. Please ask your attendees to return them before leaving the building.
6. Fire instructions are displayed in the room. Please make sure that all attendees are aware of the procedures, preferably at the beginning of your event, and that if the Fire Alarm sounds all attendees are aware that they need to evacuate the building.
7. The front door locked at all times and controlled by a door entry system. Please help us to ensure that the security of the building is maintained at all times.

8. The Training Room can be facilitated with various equipment. Please make sure that the equipment you require is booked and available before arrival. Do not attach any items to the walls. If you have specific needs please let us know.

9. It is our aim to maintain the standard of the Training Room. Please make sure that you tidy up before you leave and if there are any spills please let the reception staff know as soon as possible, so that it can be cleaned up.

To be signed and returned to Alzheimer Scotland 48 HOURS prior to the day of the booking. 
I have read and understood the above

Hire Name:  ………………. ………
Date of Hire:  ……………………

Signed:  ………………… …………………………………

Name (please print): ……………………………………..

Date: …………........... 
If you have any further questions contact either Angi or Isabel on 0141 418 3944.
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