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Booking a Room with the Students’ Union!
There are many things to consider when running an event, be it big or small.
 (
We will confirm with you any additional costing incurred by room set up/set down or equipment rental for your event.
Once both sides are happy that the event can happen, we will send you a confirmation e-mail detailing the plan for the event.
) (
Enjoy your event!
 
) (
Contact 
David Bradley
 (Clubs & 
Socs
 Coordinator)
 on 
028 9097 1052
 or
 email 
d.bradley@qub.ac.uk
 
who
 will assist you in confirming a venue for you event. 
The availability of these venues depends on the Bars and Entertainments schedule.
) (
Contact the SU Reception on 
028 9097 3726
 or
 email at 
su.reception@qub.ac.uk
 to confirm that the room you want is available.
) (
Social Night, Quiz
 etc.
Suitable venues: Speakeasy Bar (450) 
Bunatee
 Bar (300) or 
Bar Sub (150).
) (
Conference, Committee Meeting or Lecture
Suitable venues: Club Rooms, Snack Bar or The Space
) (
Club Night or Concert Performance with 500+ people
Suitable venues: Mandela Hall
) (
Agree your event.
(Numbers
, Event type, 
Promotions
 & Marketing
)
The Vice President Club & Societies (
su.vpcs@qub.ac.uk
) and Clubs & Societies Coordinator are always available to help you in the planning of your event.
) (
How many people do you anticipate will be at your event, and what type of event is it?
)

 
 (
If the room is available, fill out the booking form with the specific details of your event and requirements and return to SU Reception. Rooms come with limited equipment as standard. 
Please don’t assume something will be available without asking for it! We will always do what we can to accommodate your needs.
)

Room Bookings: Frequently Asked Questions

This should cover most, or or hopefully all, of the important information you need to know about booking the club rooms and the facilities they provide.  If this FAQ doesn’t answer all your queries then feel free to ask the reception team or other SU staff for further details and they will do their best to assist you!

1. How do you book a Club Room?
Contact the Students’ Union Reception on 028 9097 3726 or email them at su.reception@qub.ac.uk – alternatively, if you are in the immediate area then you are welcome to call in at any time between 8.30am and 7.00pm to book a room at the reception desk.

2. Which rooms are available for booking?

	1st Floor
	2nd Floor
	3rd Floor

	The Space – Room 1 (large open space)
	Snack Bar
	Club Room 1 (35 max.)

	The Space – Room 2 (area containing 3 TVs) 
	
	Club Room 2 (35 max.)

	The Space – Hospitality Suite (15 max.)
	
	Club Room 3* (35 max.)

	
	
	Club Room 4* (35 max.)

	
	
	Club Room 5 (20 max.)


*Club Room 3 & Club Room 4 can be booked together to provide a single large room.

3. Is their a charge for booking these rooms?
No – the rooms within the Students’ Union are free for Queen’s University Clubs and Societies to use. However, equipment fees and additional staffing may incur a charge.  The “no fee” agreement will be revoked if a room is found to require additional cleaning/operational costs after use, e.g. if the room is untidy or disorganised. If a room is booked and not used, a penalty may be charged.

4. What is the maximum capacity of these rooms?
The capacity of each room varies, please see above for rough estimates. For rooms that have not had their capacity specified, please enquire at the desk for further details. The capacity of The Space and the Snack Bar depend on the event size/type, but both are capable of hosting several hundred people.

5. How many chairs/tables are available in these rooms?
For further details, please enquire at the reception desk.  The staff at the desk will be able to provide you with this information when booking the room.

6. What additional facilities can be provided?
Please note all of these facilities must be booked in advance, they cannot be guaranteed if requested at short notice e.g.

Flip Charts, Data Projectors, Projector Screens PA system, Low-Level Staging, Extension Leads

7. Can catering be requested?
Yes!  All catering must be confirmed with SU Reception who will assist you in provisions for your venue.  If we cannot provide you with the service you require we will endeavour to offer suitable alternatives.  If you intend to use a caterer that is not recognised by the Union you must ensure that these individuals are
covered by public liability insurance (please consult room booking procedures for further details).  

Please note that external caterers can only be used if internal or partner companies cannot provide this service to you.

8. What Details will be required to book a room?
At least one contact phone number, contact email and name are required to book a room.  In addition, you will be required to fill out a form that will ask you specific details about your room booking e.g. Room setup, approximate number of people attending, type of gathering.  This form MUST be filled out so that we can provide you with the facilities you require.

9. Can we have the room for more time than we requested to set up/set down our event?
Please take into account the set up/set down requirements of your meeting room.  All bookings must include these when requested.  The Students’ Union cannot guarantee that a room will be available prior to your event as another club or society may have it at this time.  Additionally, you must ensure that you have vacated your room by the time you specified in your booking – these rooms may be required immediately after your booking.

10. Can I extend my booking on the day?
Normally we cannot provide this service as this may impact on the overall events coordination and other bookings and or set up.  However, if the room is available then this may be granted as the discretion of the Duty Manager/Reception Team.

11. What is the process for booking rooms elsewhere in the University? 
 If you need a room type or room size that can not provided by the Students’ Union (through lack of either availability or existence!) you will still need to contact SU Reception to check and confirm this.
SU Reception will then forward your details to roombookings@qub.ac.uk . You will then need to follow the room booking process as required by QUB Roombookings.


Room Booking Regulations

If your event/meeting does not require additional staff such as cleaners, security or standby staff, you must understand that it will be your responsibility as event organiser to oversee the event and know what to do in the case of an emergency. You must familiarise yourself with the available fire exits, the evacuation procedures and the First Aiders that will be present in the building.

Key Sign-Out Procedures

· The keys for each room must be signed in and out at the beginning and end of each booking period.

· Where possible, a staff member will accompany you with the key and open the room for you.  However, this option is not always a possibility and as a result the following points need to be taken into consideration.  In the event that an individual is in possession of a key the person who signs out the key is responsible for ensuring that it is returned. They may be required to leave a form of photographic identification or equivalent documentation at Reception whilst in procession of a key.

· If two bookings are back-to-back, the persons responsible for each booking must contact the reception desk to change the signed out name. It is not acceptable to pass the key on to the next group. Any loss of keys will be the responsibility of the person who initially signed out the key.

· In the event that an individual is in possession of a key, it must be returned immediately after the room has been opened, to ensure that following bookings are not disrupted. If a late return results in a delay to a following booking, a penalty charge may be incurred.

· Due to security concerns, any locks to which the key is lost must be replaced with new cylinders within a week. The charge for the new cylinder and labour for installation will be passed on to any organisation which loses a key.

Booking Policy

· Any Club or Society can provisionally book the use of any bookable room in the Union at any time, by contacting the SU Reception in person, by telephone ( or via email (su.reception@qub.ac.uk)

· The booking of a specific area can only be confirmed one month prior to the day of the booking. 

· If a room is double-booked, the group who placed the earlier booking shall normally have precedence. If a single event clashes with a block booking, the Students’ Union reserves the right to relocate one of the bookings to a suitable alternative space. 

· The Students’ Union’s Booking Policy shall be reviewed on a quarterly basis to ensure maximum usage of the rooms to the maximum effect without undermining the purpose of the room. 

· The booking policy shall only apply during term time weeks. 






Booking Policy – The Space

· Individual areas of the Space may be booked out on an individual basis. Any group using part of the Space must ensure that they do not cause excessive disruption to the rest of the Space, which may be in use by other students as a study or relaxation area.

· Any furniture rearranged must be reset after use.

· The Space Breakout area (the section containing the computers, vending machines and 2 TVs) cannot ordinarily be booked by any group, without the permission of the Retail & Premises Manager and Vice President Community.

· If any club or society is seen to be using the breakout area as a function space without permission then the ability to book The Space shall be removed from them.

· The sofas from the breakout area shall not be moved into other rooms in The Space without prior permission. 

Cancellation of Room Bookings

· If you wish to cancel a room, we will require at least 24 hours notice (excluding weekends). All areas of the Students’ Union are in high demand, so please be considerate of other potential users.

· Throughout the day these rooms will be checked to ensure they are being used; if you are found to have booked a room unnecessarily and have failed to cancel it you may incur a fee.

· The current penalties are £15 for the first offence, £30 for a second offence, and the removal of booking privileges for a third offence.

· The Vice President Clubs & Societies and Retail & Premises Manager may waive any of these penalties if a valid reason is provided. Any group has the right to appeal any penalty imposed to the Executive Management Committee.

Time of Event and Room Capacity

· The capacity of the room must be adhered to – you may be asked to vacate the room if you go over the specified number to avoid any health and safety issues.

· The times stated on the booking form must be adhered to.  Charges may be incurred if your event overruns, or there are other people wishing to use the room.  The time the room is booked for must also include time for room set up and room take down so that the room is fit for purpose for the next booking.

· Those individuals who arrive late for a booking will not normally be permitted to extend their booking and must vacate the room by the time they had originally specified. However, a staff member may use their discretion in this matter if there is a possibility that an extension can be provided without causing conflicts between existing or later bookings.








Furniture and Tidiness

· If you damage any of the equipment/furniture in the room, you will be charged for it.

· Leave the room tidy, ensure all rubbish is placed in the bins provided – failure to do so may incur a cleaners charge. Recycle bins for plastics, paper and aluminium cans are available in each area.

· Furniture may be moved with prior permission (this is dependent on other room bookers requirements).All furniture but must be returned to its original layout (see room posters).  Please note this does not include those who have arranged for a Room Set Up/Room Take Down with the Students’ Union beforehand.  However, if Room Set Up/Take Down has not been organised before the event then a charge may be incurred to reset the room.  


Consumption of Food

· Food may be consumed within these venues providing that the individual who has made the booking has informed reception.

· The event organiser is responsible for ensuring that these venues remain fit for use after the consumption of food – they must clean up after food has been consumed.

· All food consumed must be supplied by Queen’s Students’ Union or be a recommended catering company.  If you require catering for your venue, at least two weeks notice must be given.  You should discuss your needs with one of the receptionists while booking your room or contact them at su.reception@qub.ac.uk

· All external caterers must sign a “Provision of Food” agreement available in the room booking package.  Failure to provide this documentation will result in caterers being advised not to serve their food on Students’ Union property.

Consumption of Alcohol

· Alcohol may only be consumed within licensed areas of the Students’ Union.  It may only be consumed in the Bunatee Bar, Bar Sub, Mandela Hall and the Speakeasy Bar.

· Alcohol is not permitted in any other area of the Students’ Union.

Guest Speakers/Dignitaries/MPs

· If you are intending to invite any of the above, then you must inform SU Reception when making your booking (or as soon as possible following this).  This is to ensure that we can notify various members of staff in the Students’ Union of any special arrangements that need to be considered.

· If parking is required, this may be possible to arrange through QUB Estates.  You must contact David Bradley (Clubs & Societies Coordinator) who will then try to arrange parking for you on your behalf. 

Insurance and Liability

· Where an individual wishes to use external companies to cater or staff their event, the appropriate insurance forms must be provided e.g. Public liability insurance.

Security

· At any large event (100+ attendees) or one where members of the public, dignitaries etc may be present, security staff may need to be present. This is to be arranged via SU Reception.  At least seven days notice is required to ensure that security staff will be available for this event.  Please note that additional security staff may incur a charge – please consult charges sheet for cost information.

· All individuals must ensure that the behaviour, dress and language of all persons attending the event is of good order and not offensive, or likely to result in a disorderly conduct, nuisance or annoyance to any other individuals present within the Students’ Union for the duration of the event.

· The event organiser shall not permit any illegal, indecent or immoral activities to occur throughout the event.

· Gambling is not permitted at the venues within the Students’ Union.


Cleaning Staff

· In the event that cleaning staff are required, at least seven days notice is required.  This can be arranged via SU Reception and will incur an additional charge – please consult charges sheet for cost information.

Audio Visual Equipment

· The Students’ Union is in possession of a variety of Audio Visual Equipment.  Please consult charge sheet for the rental costs of this equipment.

· This equipment can be booked at the SU Reception desk while booking your event.  Should your require any additional equipment at a later date then you must contact the SU Reception at least 48 hours before your booking is to take place.

· Equipment that has been used within a venue is checked immediately after; if it is found to be damaged then you will be charged for repairs or replacement of this equipment. A list of charges can be found on our charge sheet.

· If you do suspect there has been any damage to the equipment during your event, please contact SU Reception as soon as possible.


PRICING AND COST SHEET

The Students’ Union has equipment available for use during events that are held within particular venues in the building. For details of the price to hire out this equipment as well as the charges that can be incurred to replace them, please consult the tables below.

EQUIPMENT COSTS

	Equipment
	Cost to Hire
	Cost to Replace
	Operational Charges

	Staging
	£0.00
	£150
	See staffing costs

	Projector
	£0.00
	£500
	n/a

	Projector Screen
	£0.00
	£100
	n/a

	PA System
	Min £20.001
	Min £500
	Min £20.001

	Wired Microphones
	Min £20.001
	Min £40
	Min £20.001

	Tables2
	£0.00
	£100
	See staffing costs

	Chairs2
	£0.00
	£15
	See staffing costs

	Flip Charts2
	£0.00
	£80
	See staffing costs


1Prices are currently under review
2Subject to availability – charges may apply if a large quantity is required and we have fully utilised our current resources.

STAFFING COSTS
	Staff Type
	Cost to Hire
(per hour)
	Additional Notes

	Security
	from £10.00
	A minimum of a three hour shift is normally required. *

	Cleaning
	from £10.00 - £14.00
	A minimum of a two hour shift is normally required. *

	Standby Staff
	from £8.50
	A minimum of a two hour shift is normally required. *

	Bar Staff
	from £8.50
	A minimum of a two hour shift is normally required. *


* We will endeavour to keep costs to a minimum and during term time it may feasible to facilitate one hour shifts (subject to availability of staff).

MISCELANEOUS COSTS
	
	Cost to Arrange
	Additional Notes

	Room Set Up
(Arranged)
	£8.50 per hour
	Minimum shift requirement may apply. *

	Room Take Down
(Arranged)
	£8.50 per hour
	Minimum shift requirement may apply. *

	Room Set Up
(Not Arranged)
	£12.50 per hour
	Subject to staff availability.

	Room Set Down
(Not Arranged)
	£12.50 per hour
	Subject to staff availability.


* We will endeavour to keep costs to a minimum and during term time it may feasible to facilitate one hour shifts (subject to availability of staff).

MISSING KEYS
The event organiser is responsible for any keys that are signed out in their name throughout the duration of their event.  If a key is lost or broken, you will be charged to replace it – the minimum charge to replace a lost or broken key is £15.00.




RELISH Product List 2010
Prices are accurate as of October 2010, may be subject to change.

Please contact Relish on 028 9097 3913 to arrange your catering, or contact them directly by visiting them on-site in the Students’ Union!

	                    Arrival And Mid Morning Refreshments

	
	
	
	

	Tea / Coffee 
	£1.50
	
	

	T/C / Biscuits 
	£1.80
	
	

	T/C / Mini Danish / Croissants 
	£3.00
	
	

	T/C / Mini Muffins 
	£3.00
	
	

	T/C / Tray Bake  
	£3.00
	
	

	T/C / Scones  
	£2.65
	
	

	T/C / Shortbread 
	£2.45
	
	

	T/C / Cupcakes  
	£3.75
	
	

	T/C Homemade Cookie
	£2.50
	
	

	Mineral Water 250ml 
	£1.30
	
	

	Soft Drinks 
	£1.35
	
	

	Bottle of Juice (Fruice Orange)
	£1.88
	
	

	Bottle of Juice (Fruice Apple)
	£1.88
	
	

	Bottle of Juice (Fruice Cranberry)
	£1.88
	
	

	
	
	
	

	                                   Lunch Options

	
	
	
	

	Sandwich Selection 
	£3.50
	
	

	Sandwich Selection / T/C 
	£4.50
	
	

	Sandwich Selection / T/C / Cookies 
	£5.50
	
	

	Sandwich Selection /T/ C /Soup
	£8.25
	
	

	Sandwich Selection / T/C / Fruit Skewer 
	£7.00
	
	

	Sandwich Selection / T/C / Fruit Skewer / Cheese Plate 
	£10.50
	
	

	
	
	
	

	Gourmet Sandwich Selection 
	£4.95
	
	

	Gourmet Sandwich Selection / Tea / Coffee 
	£5.95
	
	

	Gourmet Sandwich Selection / Tea / Coffee / Cookies 
	£6.95
	
	

	Gourmet Sandwich Selection / Tea / Coffee / Fruit Skewer 
	£9.50
	
	

	Gourmet Sandwich Selection / Tea / Coffee / Fruit Skewer / Cheese Plate 
	£11.95
	
	

	
	
	
	

	Mineral Water 250ml 
	£1.30
	
	

	Soft Drinks 
	£1.35
	
	

	Bottle of Juice (Fruice Orange)
	£1.88
	
	

	Bottle of Juice (Fruice Apple)
	£1.88
	
	

	Bottle of Juice (Fruice Cranberry)
	£1.88
	
	

	
	
	
	

	                                Afternoon Refreshments

	
	
	
	

	Tea / Coffee 
	£1.50
	
	

	T/C / Biscuits 
	£1.80
	
	

	T/C / Mini Danish / Croissants 
	£3.00
	
	

	T/C / Mini Muffins 
	£3.00
	
	

	T/C / Tray Bake  
	£3.00
	
	

	T/C Homemade Cookie
	£2.50
	
	

	T/C / Scones  
	£2.65
	
	

	T/C / Shortbread 
	£2.45
	
	

	T/C / Cupcakes  
	£3.75
	
	

	
	
	
	

	Mineral Water 250ml 
	£1.30
	
	

	Soft Drinks 
	£1.35
	
	

	Bottle of Juice (Fruice Orange)
	£1.88
	
	

	Bottle of Juice (Fruice Apple)
	£1.88
	
	

	Bottle of Juice (Fruice Cranberry)
	£1.88
	
	

	
	
	
	

	                                    Hot Buffet Options

	(See full brochure of options on www.kylemore.ie/qub or contact Kate)
	
	
	

	
	
	
	

	Main Course + 3 Salads
	£8.50
	
	

	Main Course + 3 Salads + T/C
	£10.30
	
	

	Main Course + 3 Salads + Dessert + T/C
	£12.30
	
	

	2 Main Courses + 3 Salads
	£13.50
	
	

	2 Main Courses + 3 Salads + T/C
	£14.60
	
	

	2 Main Courses + 3 Salads + Dessert + T/C
	£17.00
	
	

	White Wine 
	TBC
	
	

	Red Wine
	TBC
	
	

	
	
	
	

	
	
	
	

	Finger Food Platter Selection pp (Choose 5)
	£11.50
	
	

	(See full brochure of options on www.kylemore.ie/qub or contact Kate)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Hot Buffet lunch can be served in a reserved area of relish or Room of your choice
	
	

	Pre Booked Groups of up to 20 with Vouchers may order from the counter
	
	

	
	
	
	

	
	
	
	

	All prices are per person including vat
	
	
	






Clements Cafe Hospitality Pricelist

If you have any questions in relation to Clements Cafe’s hospitality services, or wish to arrange for them to provide catering during your event then please feel free to contact them directly.

Clements Cafe can be reached at 028 9024 0589 and will be happy to answer whatever queries you may have.

TEA AND COFFEE
	Product
	Price per person/item

	Tea / Coffee
	£1.50

	Tea / Coffee and Biscuits
	£1.75

	Tea / Coffee and Shortbread
	£2.45

	Tea / Coffee and Scone
	£2.49

	Tea / Coffee, Scone and Jam
	£2.69

	Tea / Coffee and Bagel
	£5.00

	Tea / Coffee and Sandwich
	£4.49

	Tea / Coffee and Tortilla Wrap
	£5.00

	Tea / Coffee with a selection of 
Sandwiches/Bagels or Wraps
	£6.00



ASSORTED FOODS
	Product
	Price per person/item

	Biscuits (pack of 2)
	£0.60

	Shortbread
	£0.95

	Scones
	£0.99

	Tray Bake
	£1.50

	Soup
	£1.60

	Assorted Bagels
	£3.50

	Assorted Sandwiches
	£2.99

	Tortilla Wrap
	£3.50

	A selection of Sandwiches/Bagels or Wraps
	£4.50

	Hot Food (per item)
	£1.10

	Cheese & Biscuits
	£2.00

	Fruit
	£0.70

	Fresh Fruit Platter
	£2.15



COLD DRINKS
	Product
	Price per person/item

	Soft Drink – orange/apple/cranberry cans
	£1.35

	Mineral Water (small)
	£1.45

	Mineral Water (large)
	£2.90

	Jugs of Diluted Juice
	£1.50



Clements Cafe is an independent third party commercial operation located within the Students’ Union building. 



Internal Hospitality Product List 2010
Provided Queen’s Accommodation & Hospitality Services

We serve insulated flasks of Bewleys Fairtrade coffee and flasks of boiling water with a selection of teabags (decaffeinated coffee can be provided if required)
Why not beat the queues and let us do the work for you.  Motivate your meeting with our catering solutions choose from, a selection of refreshments with delicious sandwiches, bagels, wraps and soup of the day or choose from a selection of hot finger food.
This is our solutions for meetings menu; please use the online catering system Kinetix to place your order.
Beverage and Snack Selection
 
	Hot Drinks
	Tea / coffee
	£1.50

	Refreshments
	Litre of fruit juice* (serves 6)
	£5.00

	
	Soft drinks					
	£1.00

	
	Fresh fruit smoothies			
	£1.75

	
	Red Bull (energy drink)	
	£2.00

	
	Large still/sparkling water btl (1 litre)	
	£2.70

	
	Small still/Sparkling water btl (250ml)
	£1.30

	
	(*Available in Apple, orange or cranberry)
	

	Snacks
	A regular tea / coffee with:
	

	
	Luxury biscuits
	£1.80

	
	Homemade shortbread
	£1.80

	
	Homemade scones
	£2.45

	
	Tray bakes
	£2.60

	
	Muffins
	£2.70

	
	Danish
	£2.40

	
	Croissant
	£2.70

	
	Flap jacks
	£3.30

	
	Carrot Cake
	£2.30

	Healthy option
	Tea/ coffee and whole fruit 
	£2.25

	
	(chefs selection of fruit)
	

	
	Tea/coffee and yogurts
	£2.05

	
	
	


    
All our hot beverages come in a vacuum flasks and a flask of hot water is provided.
All our coffee is Fairtrade

	Traditional Sandwich 
	£3.25

	Filled Bagel
	£3.45

	Filled Wrap
	£3.45

	Ciabatta or sub roll
	£3.45

	Sandwich Platter per person
	£3.20

	Assorted sandwiches, wraps & bagels
	£3.80




(We serve 1.5 rounds per person with a 10% vegetarian option on a selection of white, granary and wholemeal bread)


Sample fillings

	Traditional
	Premium
	Vegetarian

	
	
	

	Classic chicken salad
	Pastrami and Swiss
	Classic egg salad

	Roast beef and tomato
	Duck hoi-sin
	Avocado, black olives and brie

	Prawn and Marie rose
	Chicken tikka
	Chili cream cheese with sun-dried tomatoes

	Tuna and sweet corn
	Mexican chicken
	Humus and olives

	The BLT
	Chicken Caesar with bacon
	Mozzarella cheese and tomato

	Roast beef and dijonaise
	Tuna and salsa
	















Select 5 hot items with tea coffee and traditional sandwiches for £10.00 per person or Soup and Sandwiches @ only £6.50 delivered to your door

Honey & mustard chipolatas
Chicken Goujons with a sweet chilli dip
Mini Indian selection
Mini Crousades
Chicken Yakatori
Barbequed pork ribs

Soup and Sandwiches £6.50

For those with special dietary requirements or allergies, who may wish to know the ingredients used, please contact the manager

Your selection above can be delivered in two styles please select

Delivered or Executive

	Numbers
	Delivered
Disposable
	Executive
Crockery

	0-10
	Free
	£5.00

	11-20
	Free
	£10.00

	21-30
	Free
	£15.00

	31-40
	Free
	£20.00

	41-60
	Free
	£25.00

	61-70
	Free
	£30.00

	71+
	Free
	£50.00



	Delivered
	
	

	Delivered catering on will be served using disposable crockery, cutlery and equipment with a recycled waste bag to get rid of any rubbish.  Beverage flasks will be collected after the event.         All equipment is free of charge.  



Executive  
Executive will be served using crockery.  Beverage flasks will be collected after the event.  Refer to table for crockery charges, any breakages charged for replacement.

Hospitality services delivers catering across the main site and we would be happy to look after your requirements be it coffee for a small meeting or something more elaborate for lunchtime.  Please contact the catering office for any advice or questions you have, we would be glad to help!
Please use Kinetix (Kx) to place all orders and if you have any problems with the order process please contact the catering office 3555/3559.

All menus are available online http://www.stayatqueens.com/catering/ or can be sent by email by contacting the hospitality office on 3555/3559 or hospitality@qub.ac.uk.



PROVISION OF FOOD WITHIN 
QUEEN’S UNIVERSITY STUDENTS’ UNION


EVENT: .......................................................................................
DATE OF EVENT: ......................................................................
LOCATION: ................................................................................
FROM: ........................................................................................
UNTIL: ........................................................................................

TYPE OF FOOD TO BE SERVED: 
...............................................................................................................................................................................................................................................................................................................
I, the undersigned accept full responsibility for the provision, cooking and service of food for the above event.

I acknowledge that this food is being prepared and cooked in premises not under the control of Queen’s University Students’ Union.  Therefore, Queen’s University Students’ Union will not be held responsible for any problems that may occur through the lack of proper hygiene procedures.

Company/Department/Society: .................................................................................

Contact Number: ........................................................................................................

Print Name: .................................................................................................................

Signed: ........................................................................................................................

Please return in person to Queen’s University Students’ Union Reception.


BOOKING RECEIVED (DATE, TIME & STAFF INITIAL): ..................... ...................................................
 (
Queen’s Students’ Union
79-81 University Road
Belfast, 
BT7 1NF
Tel: 028 9097 
3726
Fax: 028 9097 1375
su.reception@qub.ac.uk
)	

BOOKING FORM FOR USE OF THE SPACE, CLUB ROOMS & SNACK BAR BY CLUBS & SOCIETIES
	Event Name / Description
	

	Name of club/society
	



	Point of contact’s full name

	Telephone
	Mobile
	E-mail



Please indicate which venue you require and on which dates. When indicating times, please allow sufficient time for 
set-up and take-down. More details of each area can be found in the Club Room and The Space operational manuals.
	Venue(s) Required:

	Date(s) Required:

	Time Period(s) Required:



Please give a short summary of your event, including estimated attendance
	


	  Y	N	
Have you invited an external speaker?		       
Have you invited any dignitaries/MPs etc to attend?		     

If you have answered “yes” to either of these questions, please supply names/titles/organisations represented:

	



	  Y	N	
Is this event open to members of the public / non-students?		       
PTO

EVENT REQUIREMENTS	  

Will your event involve any of the following?	  Y	 N
Alcohol Consumption		       
Food		       
Audio Visual Equipment (e.g. Data projector, PA System)		       
Staging		       
Sound equipment		       

Do you require any of the following staff services?*	  Y	N	
Additional cleaning		       
Additional security / stewards		       
Standby staff (General Assistants) 		       
*Please note any additional staffing will incur a fee.

If your answer is YES to any of the above and your booking is confirmed, please read over your confirmation notice carefully. There may be additional matters such as fees that you will need to address in advance of the event.

Please give details, if necessary, of the room set up required prior to your event (table/chair arrangement etc):

	
  Please note that any room set up that is done by SU staff members and not your club/society will incur a charge.




For large public events you will be required to submit copies of the following documents:

1. Risk Assessment
2. Public liability insurance
3. Third party liability insurance (if applicable)

Please sign the agreement below and return to Ground Floor Reception, Students’ Union. 
A copy of your risk assessment will be required before the event takes place.

I have read and agree to the operational procedures for the Club Rooms, The Space and Snack Bar. I have also made myself familiar with the Students’ Union’s policy for Health & Safety at events. 

Signed: ..............................................................................................................................................................................
Name (Block Capitals): ....................................................................................................................................................
Club/Society Committee Position: .................................................................................................................................
Date: ..................................................................................................................................................................................
Normal room rates will be applied to any club, society or organisation who fail to comply with the terms and conditions in The Space operational procedures. Please note that any loss or damage done to the equipment or the venue will incur a fee for repairs or replacement.
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