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BOOKING FORM
Community hall and small meeting rooms
The Mind Centre, 90-92 Lothian Road, Middlesbrough TS4 2QX

Tel: 01642 257020 – Fax: 01642 226712
Email: info@middlesbroughandstocktonmind.org.uk
	    Name/Organisation:
	Contact Name:

Tel No:

E-mail Address:



	Invoice Address:
	



Room Required (please tick)    Community Hall


Small meeting room
	Please indicate room required date(s) 

	Time of arrival                  Time of departure




	  Booking Fee £………………………….                                              
  Catering Fee £...................................


	 Furniture Required:

 Tables – How Many?                      Chairs – How Many? 

  
	Equipment required – 

(additional charges apply)
Flipchart (specify number)       (
Lap Top, projector screen        (

	     Please indicate layout required (with diagram if necessary)
	


	  Catering Requirements:
	No:
	Times Reqd.
	
	No:
	Times Reqd.

	   Tea/Coffee/Squash @ 50p
	
	
	   Tea/Coffee & Biscuits @75p
	
	


       Any amendments to this booking must be made in writing and received by us as soon as possible prior 
to the event.
Signed by……………………………………………..          Date……………………………………
FOR OFFICE USE ONLY

	Date booking form received:
	

	Booking is – commercial/public/voluntary/ private individual
	BOOKING CONFIRMED & LETTER FORWARDED TO CLIENT

    SIGNED…………………………….

    DATE……………………………….


	Cost                                       Rooms
	
	

	Caretaking
	
	

	Equipment
	
	

	Catering
	
	

	Kitchen use 
	
	

	TOTAL
	
	


Middlesbrough and Stockton Mind
The Mind Centre
90-92 Lothian Road

Middlesbrough

TS4 2QX

ROOM HIRE/POLICY

Use of these facilities are made available to the community. Middlesbrough and Stockton Mind reserves the right not to accept any booking if it believes it to be detrimental to the Organisation. Middlesbrough and Stockton Mind also reserves the right to cancel any meeting at any given time should the same apply. Bookings/Room Hire will be accepted on the following terms and conditions:-
1. A signed booking form detailing requirements and invoice address must be returned prior to the event. For continuation of the booking beyond the original date stated, a new booking form is not required. However we do require you to inform us, preferably by post or e-mail, as soon as possible, to ensure we do not let the room to another client. We will inform you at the time of receiving additional dates if there is any change to the charge or bookings policy.
2. The times stated are the times of arrival and departure. Please ensure you have allowed time to set up and clear away.

3. There is a strict NO SMOKING and NO ALCOHOL policy throughout the building and this must be adhered to at all times. No betting or gambling is allowed on these premises.

4. Middlesbrough and Stockton Mind will not accept liability or responsibility for any loss or damage to any personal belongings or items of clothing for any person using the rooms, or premises, for whatever reason. Furniture and equipment are provided for your use and convenience and we would ask you to take care of all that you use.

5. All meetings and events should be conducted within the confines of the rooms booked, and in a civil and respectful manner in keeping with the building. The rooms used should be left in a clean and tidy condition.
6. Any damage to the fabric of the rooms, building or furniture and equipment must be reported to the Office Manager immediately. The cost of repair or replacement will be charged accordingly.

7. Middlesbrough and Stockton Mind reserves the right to take any necessary course of action to remedy any given situation that causes concern to the organisation, the public or other users of the venue.

8. Meeting organisers must be aware of the evacuation procedure and instruction will be given together with an escape route plan. This must be understood, signed for and adhered to.

9. It is the responsibility of the meeting organisers to ensure that at any meeting attended by wheelchair users that there are sufficient persons in attendance to assist with building evacuation if necessary.

10. Any accident should be reported to the Office Manager immediately and recorded in the Accident Book.

11. Any complaints should be made directly to the Office Manager and then in writing within 7 days.

12. You will be invoiced accordingly and payment is required within 14 days of date of the invoice.  We will also accept cash bookings.
13. Notice of Cancellation – once booking confirmation has been made, we reserve the right to charge a £15 administration fee if the event is cancelled.

If the event is cancelled with less than 1 weeks’ notice we may make additional charges to cover our loss in income:

a)          7 days prior to booking date - 50% OF THE TOTAL FEE OR MINIMUM OF £25
b)          Less than 7 days – 100% OF THE TOTAL FEE
14. We reserve the right to amend or change your actual room booking at any time by giving you 30 days prior notice. Should any change or amendment occur, you have the right to cancel your booking with no cancellation charge. 
15. Evening and weekend bookings are subject to a fee for caretaking.
16. If the kitchen is used please take care of ALL kitchen equipment as damages will be chargeable.
