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Room Reservation Form
NAME OF ORGANISATION.............................................…………………………………………….…..…….

ADDRESS.............................................................................………………………………………………..….
.....................................................................................................………………………………………………
CONTACT NAME............................................Email Address..................................…………………………
TITLE FOR MEETING..........................................................................................…………………………..

TELEPHONE/EXTENSION...................................................................................................
MEETING LEADER – ON DAY …………………………………………………………………..

DATE OF MEETING      ..............................................................

TIME OF MEETING     From...........  To .......... **Reservation times must include setting up and clearing.  

	Room Setting:

	No. of people
	G1
	G3
	G4
	G5
	G7
 (crèche)
	G8
(kitchen)
	Café Jaxx
	F4
	F7

	
	
	
	
	
	
	
	
	

	B2
	B3
	B6
	B9
	M11
	LG9
	LG12
	S1
	Contact Room
	Engaging Space                  

	
	
	
	
	
	
	
	
	
	


	Equipment Hire

	
Tick as Required
	Flipchart
	OHP
	TV & Video
	Laptop
	Projector
	Screen
	Mic
	PA System
	CD Player

	
	
	
	
	
	
	
	
	
	


	DATE
	NUMBER
	DRINKS
	TIME
	Sandwich Platter 
	Deluxe Sandwich Platter
	Finger Buffet

	
	*
	
	
	
	
	

	
	
	ON ARRIVAL
	
	Special  Requirements (vegetarian etc.)

	
	
	1ST BREAK
	
	

	
	
	2ND BREAK
	
	

	
	
	OTHER
	
	


	
	FOR OFFICE USE ONLY

	Cancellation policy: 
Room cancellations must be made in writing at least 14 days in advance.  Cancellations not meeting this requirement will be invoiced at 100% of normal charges.  Confirmation of catering is required 7 days in advance; cancellation of catering can be made up to 72hrs prior to your booking. Less than 72hrs notice will be charged at full cost.

Date:  .................                     Signed:   ...............................................


	Confirmation Sent: ................... 

Catering Form: ...………………
Food ordered: …………………

Init: ……………………………..


National Children’s Centre, Brian Jackson House, New North Parade, Huddersfield, HD1 5JP Tel: 01484 519988 
Email:bayano.kennedy@nccuk.org.uk - reception@nccuk.org.uk  Web: www.nccuk.org.uk
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Brian Jackson House Room Hire Charges

	Room
	Seating For
	Half Day Rate (£)
	Full Day Rate (£)
	Evening

Rate (£)

	Lower Ground Floor

	LG12
	15
	40.00
	60.00
	60.00

	LG9
	20
	45.00
	70.00
	45.00

	Ground Floor

	G1
	5
	40.00
	55.00
	40.00

	G3 (Board room)
	20
	45.00
	70.00
	45.00

	G4 (Theatre)
	60
	60.00
	100.00
	60.00

	G4 & G5 Combined
	100
	100.00
	160.00
	100.00

	G5 (Board room)
	30
	45.00
	70.00
	45.00

	G7 (Crèche)
	N/A
	45.00
	70.00
	45.00

	G8 (Crèche kitchen)
	6
	40.00
	60.00
	45.00

	G7 & G8 Combined
	N/A
	80.00
	120.00
	Please contact to

discuss requirements

	Café Jaxx
	30
	45.00
	N/A
	45.00

	Basement

	M11
	15
	40.00
	60.00
	45.00

	B2 B3 & B6
	15
	40.00
	60.00
	45.00

	Engaging Space
	100+
	   125.00        
	200.00        
	Please contact to

discuss requirements

	First Floor

	F4 (Board room)
	15
	40.00
	60.00
	40.00

	F7 (Theatre)
	60
	50.00
	80.00
	50.00

	Contact Room
	N/A
	40.00
	60.00
	40.00

	Second Floor

	S1
	10
	40.00
	60.00
	40.00

	Equipment Hire

	TV & Video/DVD           

CD Player                                         Equipment inclusive of room hire

Flip Chart                                          Subject to availability
Screen

	Powerpoint Projector                                                       £20 per session 

	Laptop (for use with projector only)                                 £10 per session

	PA System (for engaging space, includes mic & CD)     £20 per session

	Microphone (for use in G4 & G5)                                      £5 per session



*If outside caterers are used there is a £15.00 charge. 
Caterers must clear the room 15 minutes before end of booking.

Every effort is made to ensure you are provided with the furniture and equipment booked. Users are welcome to carefully move furniture, please note original position & ensure replacement before leaving. 
If a caretaker is required to come in to set rooms there will be charge of £25
Out of hours weekend surplus charge is £20
National Children’s Centre, Brian Jackson House, New North Parade, Huddersfield, HD1 5JP Tel: 01484 519988 Email: bayano.kennedy@nccuk.org.uk  Web: www.nccuk.org.uk
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	Croissants with butter & jam
	£1.25

	Muffins
	£1

	Bacon Sandwich / Sausage Sandwich
	£2

	Fruit
	50p

	Probiotic yogurt
	60p






	Coffee & Tea basket                  
	50p per head

	Coffee & Tea basket with biscuits
	80p per head

	Fruit Juice
	60p per head

	Fruit
	50p per head

	Orange Juice (jug serves 6-8)                                    
	£3.50 per head

	Cakes   
	£1.30 per head

	Mineral Water (750 ml bottle)          
	£1.70 per head



Prices are subject to VAT
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Brian Jackson Room Users Guide

Brian Jackson House is run by the National Children’s Centre, a small independent charity, and revenue raised from room letting helps to fund our charitable work.

We hope you enjoy meeting in these premises, and ask you to note the following points:-

SMOKING

There is no smoking in the building.

PARKING

There is no parking offered at Brian Jackson house. There is a multi-storey car park 500metres away at the bus station. Organisers are permitted to load and unload equipment in the yard but will then need to make necessary arrangements for parking.

FURNITURE/EQUIPMENT

Every effort is made to ensure you are provided with the furniture and equipment booked.

Users are welcome to carefully move furniture noting the original position and ensuring replacement before leaving. There will be a caretaking charge of £25.00 for the resetting of each room.

Week end charges may vary.

POSTERS

Please ensure that no blutak or tape is used on walls or doors. All rooms have pin rails.

OUT OF HOURS CHARGES 
Saturday and Sunday bookings will incur an extra charge of £20 on top of room hire

CANCELLATIONS 
Room cancellations must be made in writing at least 14 days in advance.  Cancellations not meeting this requirement will be invoiced at 100% of normal charges.  Confirmation of catering is required 7 days in advance; cancellation of catering can be made up to 72hrs prior to your booking. Less than 72hrs notice will be charged at full cost.

OUTSIDE CATERING
If outside caterers are used there is a £15.00 charge. Caterers must clear the room 15 minutes before end of booking.

PERSONAL POSSESIONS

Please inform your group that personal possessions and equipment are left on the premises at their own risk. Clothing, bags and other items should not be left unattended.

FIRE AND FIRST AID PROCEDURES

Please read this information and inform your group of the action required before sessions commence.

Fire Procedures

For your safety we ask that each group leader keeps a list of members attending the course and reads the fires and first aid procedures.

In case of a fire it is important that reception staff have details of the number in your group and the name of the contact person.

On hearing the fire alarm you must leave the building by the nearest exit and gather in the yard with your contact person to enable our fire officer to check numbers.

On seeing a fire you must set off the fire alarm and leave the building. The fire service is called by the Reception staff.

First Aid Procedures

If you need the first aid box or a first aider please inform Reception staff. 
If you have an accident in this building you must fill in the accident book in Reception.
National Children’s Centre, Brian Jackson House, New North Parade, Huddersfield, HD1 5JP Tel: 01484 519988. Email: bayano.kennedy@nccuk.org.uk Web: www.nccuk.org.uk
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 Fire Action Plan For Out of Normal Working Hours

National Children’s Centre has within its policies a Fire and First Aid Procedure Plan. Within that plan, on each floor a named person will check that no personnel are in any room, office or toilets. They will report their findings to the “Fire Registration Officer” who will be co-coordinating the incident from the main yard outside the building. This officer will be identified by the orange Hi Visibility vest.

Out of N.C.C normal working hours these people may not be available, so on hearing the Fire alarm 

1.
You must leave the building by the nearest exit. You should not return to offices   for personal reasons. All Fire Exits are well marked.

2.
If you are on the second or first floor you should evacuate by the main staircase and out of the main door, if this area is blocked you can go along the corridor on the ground floor and use the conference room doors.

If you can not use the main stairs go along the corridor to the end, then down the external staircase into the yard. 

3.
If you are on the ground floor use the main door or conference room doors.

4.
If you on the lower ground floor you can use the main stairs back up to reception then out of the main door or you can go along the corridor on the ground floor and use the conference room doors. You can also use the internal stairs at the opposite end of the corridor to the main stairs, passed the toilets on your left hand side then down the stairs to the basement.

5.
Basement and Mezzanine all exits are well marked.

Your most senior member of staff should take charge of the incident.
They should know what personnel are in the building and if they have
all reported to them outside.

If you think there is a fire, call the Fire Service, then inform the NCC Estate Manager of the problem on 07860 314 590. If the Fire Alarm as been accidentally set off you should again ring the NCC Estate Manager. If he can not be contacted ring John Cashman 01484 545981

If you have any problems our Caretaker will be about in the building, he will take charge.
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Room Hire Feedback
Name: 

Organisation: 

Date room(s) used: 

Room(s) used: 
	Presentation of room (general appearance, tidiness, cleanliness):

	

	Setting of room (style, use of space):

	

	Availability & quality of equipment (flipchart, laptop, projector etc):

	

	Service provided (By room bookings co-ordinator & reception)

	

	Catering (quality, choice, service)

	

	Other comments:

	


Thank you for taking the time to give us your feedback



P.O. number/cost code��………………………………





Cafe Jaxx Deluxe Sandwich Platter - £8.00 per person


                                                             


Selection of delicious sandwiches on freshly baked white, granary or wholemeal bread





Variety of filled tortilla wraps – Potato crisps –  Fresh Fruit Platter – Sweet platter –


�Fresh orange juice – Tea & Coffee basket





Café Jaxx Sandwich Platter - £ 5.50 per person


                                            


Selection of delicious sandwiches on freshly baked; white, granary or wholemeal bread.                                                                 


�Fresh Fruit Platter – Potato crisps – Fresh orange juice – Tea & Coffee basket





						  				           


                                                                                        


Tea & Coffee	                                                                                                                                                                    								





Finger Buffet – £8.50 per person  


                                                              


Selection of open or closed sandwiches on a variety of breads garnished with salad





Variety of savouries including sausage rolls, bhajis, cheese & onion lattice, mini pizzas





Mixed sweet platter – carrot cake, chocolate brownies, shortbread etc





Fresh orange juice – Tea & Coffee basket


               


                                                                                               




















Breakfast & Brunch Menu





Lunch & Evening Menu





Drinks & Extras











Updated: August 2010 – Please check all prices on booking
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