SCHOOL OF MEDICINE (HOSPITAL CAMPUS)

Trust Room Booking Form
Please complete sections A and B in full and email back to health.roombookings@keele.ac.uk . Your request will normally be dealt with within 72 hours and this form will be sent back to you with Section C completed.  This is your confirmation that the room(s) has been booked.  Please note that this booking form must be completed in full.  Failure to do so will result in the booking form being sent back to you for further information, which will delay your request.
	Regulations

1) Cancellations made after 4pm on the previous day for required booking and all no shows will be charged.

2) Keele University School of Medicine reserves the right to use the Lecture Theatre between the hours of 1230 and 1330, and if booking the Lecture Theatre, you may be required to vacate it for this hour.

3) All PC/AV equipment must be shut down and left as found.

4) Please read out the fire procedure before the session commences – this is mandatory and fill in the fire register and return to Reception

5) Personal belongings and valuables should not be left unattended.

6) If hospitality has been ordered, you must ensure that this has been indicated on the room bookings form and you must ensure that this is cleared before vacating the room to the hospitality points (UGMS1 only) 

7) Please make sure that furniture is returned to its original layout.

8) After hours bookings, i.e. after 5.30pm, will be held in the Clinical Education Centre. Bookings can be held until 9.30pm Mon-Thurs, 7.30pm on Friday due to caretaker cover. Bookings for the lecture theatre only can be made until 6.00pm, outside these hours must be discussed with the room bookings administrator on 679544 before confirmation can be made.


SECTION A

	DATE REQUIRED:


	 START TIME:
	FINISH TIME:

	TITLE OF FUNCTION:
	NAME OF PERSON TAKING SESSION:

	ROOM TYPE/SIZE (Please highlight):

A. Meeting seats up to:-    10   12    15
B. Seminar seats up to:-    25   35   60   90
C. UGMS Lecture Theatre:-          100
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        A. Meeting                    B. Seminar

	DIVISION (Please highlight):-

      Clinical Support                               Medicine                                Surgery
                                    Corporate Services                  Central Functions

              APCOA                                      Sodexo
Please state the dept your from within the trust below in block capitals
…………………………………………………….

NOTE: All UHNS bookings cannot be made more than 6 WEEKS IN ADVANCE.

	NAME OF PERSON MAKING BOOKING:
	E-MAIL ADDRESS:

	FAX NUMBER:
	TELEPHONE/MOBILE NUMBER:

	EQUIPMENT REQUIRED

Please select which equipment you require.  NB We are unable to offer any IT support for equipment.  Please bring your own IT support if needed to set up presentations.

The Keele Undergraduate School is unable to provide photocopying facilities, flipchart paper and pens.
	Flipchart Stand

OHP 

Projector

PC

	IMPORTANT – Please let us know if there are any attendee’s that are unable to climb the stairs to the first floor due to Health & Safety. We will endeavour to book a room on the ground floor.
	YES  /  NO

PLEASE NOTE: We only have 2x 60, 2x 25, 1x 35 and 2x 15 capacity rooms on the ground floor


SECTION B

	HOSPITALITY ORDERED

(To be ordered by person making booking through Hospital Catering Services)  The correct room number and site must be written on the catering form to ensure that hospitality is delivered to the correct place. Also please note that hot/plated food is NOT permitted.
	YES  /  NO
PLEASE NOTE: All Room Bookings who have ordered Trust catering need to clean up rooms after use & contact Sodexo themselves to pick up catering.


SECTION C
TO BE COMPLETED BY OFFICE STAFF ONLY

	Date Enquiry Received:


	Date Booked on Celcat:



	Room Booked:


	Booked by (print name):



	Booking ID Number:


Please be aware that from 22/09/14, parking and access to both UGMS1 and CEC has been severely compromised due to ongoing refurbishment works at the Lyme Building.

For latest information, may we ask you to contact Reception (health.roombookings@keele.ac.uk) shortly before your booking date.

Apologies for any inconvenience caused during this time.
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