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Cliffe House 
140 Lane Head Road, Shepley, Huddersfield, HD8 8DB

Tel: 01484 222720 (internal 806 2720), Fax: 01484 222721 (internal 806 2721)

E-mail: enquiries.cliffehouse@kirklees.gov.uk
Conference, Meeting, Training Room and Catering Booking Form

1st April 2012 – 31st March 2013
	Organisation/Group Name:

	Contact Name:

	Contact / Invoice Address:


	Post Code 
	

	Contact Number:
	Email:

	

	Course / Event Title:

	Date(s): 
	Time access required from:
	Time access required to:

	Please Note:  Access to room is available as requested on the booking form which must include trainer set up time.  

Room 3 and Guest Room on 1st floor cannot be accessed before 0830 am due to our safeguarding policy.



	Name of Trainer / Event Leader:

	Number of People Attending (including trainer):

	

	Internal Room Cost Code:

(Or invoice will be sent to address above)
	Catering Cost Code:
(Or invoice will be sent to address above)


	





Rooms Required (Please tick)
	

	Room
	Conference
	Boardroom
	Blocks of Tables
	Classroom
	Remarks
	

	James Senior Lounge
	40
	Not available
	Not available
	Not available
	Beautiful Victorian lounge with views onto the gardens
	

	Billiards Room
	32


	32
	32
	32
	Nice airy room with high ceiling and Victorian fire place. Capacity is greater in rows.
	

	Room 3
(1st floor)
	20


	16
	16
	20
	Victorian Bedroom/Drawing room with views onto the gardens from 2 sides
	

	The Guest Room

(1st floor)


	10
	10
	Not available
	10
	Victorian bedroom with 
garden view
	


	Room Layout/s Required (Please tick)  – Layouts may not be available in all rooms 

	Conference
	
	Boardroom
	
	Blocks of Tables
	
	Classroom
	
	Semi Circle
	
	Interview Style
	

	No of Tables and Chairs required:



	Notes:



	CATERING OPTIONS
(Weekday 2012/13 - may be subject to VAT)
	Cost per Delegate
	Please Select


	Delegate

Number

	All Day Catering (Hot Lunch/Beverages)

Tea/Coffee on arrival, Tea/Coffee/Biscuits mid morning, 2-course table service hot lunch with Tea/Coffee & Tea/Coffee/Biscuits in afternoon
	£12.50


	
	

	All Day Catering (Finger Buffet/Beverages)

Tea/Coffee on arrival, Tea/Coffee/Biscuits mid morning, finger buffet lunch with Tea/Coffee & Tea/Coffee/Biscuits in afternoon
	£12.50


	
	

	All Day Catering (Jacket Potato Buffet/Beverages)

Tea/Coffee on arrival, Tea/Coffee/Biscuits mid morning, jacket potato buffet lunch with Tea/Coffee & Tea/Coffee/Biscuits in afternoon
	£12.50


	
	

	Morning with Lunch (Hot Lunch or Finger Buffet or Jacket Buffet)

Tea/Coffee on arrival, Tea/Coffee/Biscuits mid morning, 2-course table service hot lunch or finger buffet or jacket potato buffet with Tea/Coffee

Please highlight lunch preference
	£10.50
	
	

	Lunch plus Afternoon (Hot Lunch or Finger Buffet or Jacket Buffet)

2-course table service hot lunch or finger buffet or jacket potato buffet with Tea/Coffee & Tea/Coffee/Biscuits in afternoon

Please highlight lunch preference
	£9.50


	
	

	Hot Lunch/Beverage

2-course hot lunch (main & dessert with tea/coffee)
	£7.50
	
	

	Sandwich Lunch with Beverage

Assorted sandwiches, tea/coffee and biscuits
	£5.00
	
	

	Breakfast Croissant or Bacon Roll
	£2.00
	
	

	All Day Hot Beverages only

Tea/Coffee on arrival, Tea/Coffee/Biscuits mid morning, Tea/Coffee over lunch break & Tea/Coffee/Biscuits in afternoon
	£6.50
	
	

	Hot Beverage & Biscuit

Selection of tea, coffee, fruit teas with homemade biscuit
	£2.00

per serving
	
	

	Hot Beverage 

Selection of tea, coffee, fruit teas
	£1.25

Per serving
	
	

	Orange Juice

Supplied to room morning only 
	£4.00

Per Jug
	
	


Individual sandwiches, meal deals, salads and jacket potatoes are also available for delegates purchasing their own lunch ranging from £3.00 - £5.00.  Advance notice required for hot lunch requests.
	Catering Preferred Serving Times (please complete where applicable):
	Arrival:
	

	
	AM Break:
	

	
	Lunch:
	

	
	PM Break:
	


Note: When the centre is busy, lunch will be served over 2 sittings:  12:00 noon and 1:00pm.  On less busy periods a specific lunch time maybe requested.
Additional Catering Notes:
· 2-course lunch (includes main, dessert and beverage)

· Finger Buffet (includes 2 hot items, sweet item and beverage)

· Jacket Buffet (includes sweet item and beverage)

· Tea/coffee on arrival will be served in meeting room.  Other servings in dining room (unless otherwise requested)

Equipment and Internet Access:
· All rooms are equipped with LCD TV screen, laptop, DVD player, flip chart and pens as standard.
· Corporate I.T. Network drop down points are available for council staff providing their own work laptop.

· Wireless Internet connection is available throughout the building.  Password log on available.
· Please note induction Loop / PA system can be ordered with prior notice *cost may apply*

Booking Notes / Special Requirements:

Statement of Agreement of Terms and Conditions
In order to provide some financial protection from cancellations, Cliffe House upholds a booking and cancellation policy which applies to both internal, external and private bookings for residential, letting and catering bookings.  
Any individual or group may make a provisional booking which Cliffe House will enter as provisional for a period of 7 days and will only be taken as confirmed when a booking form is received by e mail, fax or post.

· Bookings cancelled with less than 14 days notice will be charged for room hire in full.
· Bookings cancelled with less than 48 hours notice will be charged for room hire and catering in full.

· Any changes to catering require at least 24 hours notice.

· All information is confidential and will only be used in connection with your booking.

· All charges made will be those ruling at the time the event takes place.

Cancellations must also be made in writing by fax, e-mail or post.  

I acknowledge that I made a booking with Cliffe House for room hire/catering and have received and understood the Terms and Conditions of Hire.
Please sign below to agree to the above statement:

Signed: ………………………………………
Print Name:…………………………………………

Date: …………………….
Please email your completed form to: enquiries.cliffehouse@kirklees.gov.uk

