vRo
Fife Intensive Rehabilitation & Substance Misuse Team '7‘7 Ist A

ROOM BOOKING FORM
(Please note there is NO car parking facilities)

CONTACT DETAILS

Name of Person making booking:

Name of Organisation / Group:

Type (please tick): Statutory O Non-statutory O
£15 per hour £10 per hour
Name of Person
Making Booking: (Block Capitals Please)

BOOKING DETAILS

Date Room Required:

Time (from /to):
Including set up time,

Event Name:
Number of Delegates: (refreshments will be prepared
including Trainers / for this number and will be charged
Facilitators accordingly)
Refreshments: Tea, Coffee & Biscuits (£1.50 per head) 3 or
(if required) Tea / Coffee Only (E1 per head) d

On arrival 0 Please specify time:

Morning 0 Please specify time:

Lunchtime 0 Please specify time:

Afternoon a Please specify time:

Lunch: - Lunch may be arranged, however, we encourage that you

use an outside catering company.

Equipment Required:  Overhead Projector / Screen  £5 per hire a
Laptop £5 per hire a
1 Flipchart £2 per hire a
2 Flipcharts £4 per hire d

INVOICE DETAILS

Contact Name:

Address:

Telephone No:

Email Address:

| agree to the attached Costs and Regulations for Room Use overleaf.

Signed: Date:

PLEASE POST OR FAX COMPLETED FORM TO:
FIRST, 3 SOUTH FERGUS PLACE, KIRKCALDY, KY1 1YA.
TEL: 01592 585960 FAX: 01592 585965 EMAIL: ENQUIRIES@FIRSTFORFIFE.CO.UK
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REGULATIONS FOR ROOM USE:

THERE IS NO CAR PARKING FACILITIES AVAILABLE. THE CAR PARK AT FIRST IS FOR STAFF ONLY.

IT IS A FIRE SAFETY REQUIREMENT THAT YOU PROVIDE FIRST STAFF WITH A REGISTER OF PEOPLE
WHO HAVE TURNED UP FOR YOUR EVENT.

ROOM CAPACITIES

YOU ARE RESPONSIBLE FOR ANY CHANGE TO THE LAYOUT OF ROOM USING THE FURNITURE
AVAILABLE PRIOR TO EVENT AND FOR RETURNING ROOM TO ITS ORIGINAL LAYOUT.

HOUSE KEEPING

WE ASK YOU TO:
e DEPOSIT ALL WASTE AND UNUSED FOODSTUFFS IN THE BIN PROVIDED
e WASH AND DRY ALL THE CROCKERY AND CUTLERLY AND STORE AWAY IN KITCHEN
CUPBOARD
e LEAVE SINK AND WORK-SURFACES CLEAN AND DRY

SMOKING

SMOKING IS NOT PERMITTED IN ANY PART OF THE BUILDING. WE ASK THAT SMOKERS DO NOT
CONGREGATE AT THE FRONT OF THE BUILDING BUT INSTEAD USE THE REAR OF THE BUILDING VIA
THE FRONT DOOR. THE FIRE EXIT DOOR IN MEETING ROOM FOR EMERGENCIES ONLY — PLEASE DO
NOT USE FOR GOING OUT TO SMOKE. ALL CIGARETTE BUTTS MUST BE DISPOSED OF IN THE BUCKET
PROVIDED.

DAMAGE TO PROPERTY

PLEASE REPORT ANY DAMAGES IMMEDIATELY TO A MEMBER OF THE ADMINISTRATION TEAM.
UNREPORTED DAMAGES MAY RESULT IN A CLAIM AGAINST YOUR ORGANISATION.

YOU ARE FULLY LIABLE FOR ANY DAMAGE MADE TO THE ROOM INCLUDING DAMAGE MADE TO
FURNITURE & FIXTURES, EQUIPMENT AND CROCKERY.

PLEASE ENSURE THAT ANY SPILLAGES, ETC. TO THE CARPET ARE CLEANED IMMEDIATELY.

FIRE EVACUATION

YOU ARE RESPONSIBLE FOR ENSURING THAT YOU ARE FAMILIAR WITH FIRE EVACUATION
PROCEDURES WITHIN THE BUILDING AND FOR INFORMING OTHERS.

wcC
PLEASE NOTE THAT THE GENTS TOILET IS FIRST LEFT AT THE TOP OF THE STAIRS AND THE
LADIES/DISABLED TOILET IS SITUATED DOWNSTAIRS NEXT TO THE KITCHEN.

OTHER FACILITIES: PHOTOCOPYING @ 5 P PER COPY




