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Camden Family & Youth Resource Centre
7 Dowdney Close, London NW5 2BP

Ph: 020 7424 1601

Fax: 020 7424 1605
info@elfridacamden.org.uk
www.elfridacamden.org.uk
Room Booking Terms and Conditions
Our Rooms
· If you wish to view the training rooms and facilities prior to making a booking please call 020 7424 1601.
· There are two training rooms and one small, internal room available.  The blue room has a maximum capacity of 25 people and the green room has a maximum capacity of 20 people; the Small meeting room, which is an internal room, has a maximum capacity of four people. You can also book the kitchen if you require it for private use.
Use of Kitchen
· We have a communal kitchen on the ground floor next to the Blue Room. If the kitchen is available you are welcome to use it free of charge (tea, coffee and sugar are provided).

· Please note that unless you have booked and paid for exclusive use of the kitchen, you may be sharing the facilities with others. 
Booking Rates
· Room hire prices are given below.  A 10% discount is given for bookings of 4 hours and over in total (including multiple bookings):
	Rooms

	Maximum Capacity
	Statutory
	Voluntary

	
	Without tables


	Board Room style
	
	

	Blue Room (TR1)
	25 people
	15 people
	£25
	£23

	Green Room (TR2)
	20 people
	15 people
	£25
	£23

	Both rooms
	45 people
	30 people
	£45
	£40

	Small meeting room 
	4 people
	£12
	£10

	Kitchen (for exclusive use – e.g. cookery class)
	8 people
	£12
	£10


Availability

· Rooms are available 9.30am to 9.30pm 7 days a week (except bank holidays). If you wish to book a room at the weekend there will be an additional caretaking cost of £30 per day as there is no reception service in the building. If your booking finishes after 6:30pm Monday to Friday there will be an additional caretaking cost of £15 per day.
· Please note that there will be restricted room availability Monday – Thursday 9am – 4pm during term-times as we run an Education Project during these times. Please still feel free to enquire.
Terms of Hire
· We have a strict policy regarding time of use. The hirer will only have access to the room during the time that they have booked. The hirer will not have access to a room until their booking commences, and the hirer and their group must be out of the room by the end of their booking time. If you require extra time for room set-up and clear up please ensure that you include this in your booking.
· Each training room has a floor plan showing the furniture layout. If you move the furniture for your meeting, please return it back to its original layout when you have finished. A hoover will be available in the kitchen if you need to use it. If you use the communal kitchen, please make sure you clean up and wash any mugs or plates used and do not leave any food or drink behind. If any of these requirements are not met an additional charge of £20.00 will be levied.

· The use of any type of adhesive to stick things to the wall is not allowed. Any damage or breakages will have to be paid for.
· We operate a non-smoking policy and expect full compliance with this.
Hiring Extra Equipment

· Extra equipment (multimedia projector, flip chart) can be requested at a cost of £5 per item. Please ensure you include this in the booking form on the following page.
Fire Evacuation Procedure
· We expect everyone booking our rooms to become familiar with our fire evacuation procedure, a copy of which is provided with this booking form; acknowledgement of this is included on the booking form.
Room Booking Procedure
· Bookings will only be confirmed once we have received a completed booking form. Please send completed forms via e-mail to info@elfridacamden.org.uk. 
· You will receive receipt and confirmation of your booking within 3 working days.

· If you are making multiple bookings or a single booking for 4 hours or longer, you are entitled to a 10% discount.
Payment

The room must be paid for two weeks in advance of booking.
Cancellations

· All cancellations must be made at least seven days prior to the room booking date or there will be a 100% cancellation fee.
A map of the location of the venue is attached. For further enquiries please call Elfrida Rathbone Camden on 020 7424 1628 or email: info@elfridacamden.org.uk .
Covid - 19 Supplementary conditions of hire 

Hirers are required to keep a record of the name and contact telephone number or email of all those who attend their event for a period of 21 days after the event and provide the record to NHS Track and trace if required.

The hirer will be responsible for ensuring that those attending their meeting comply with all relevant COVID-19 secure guidelines when using the premises in particular using hand sanitiser on entry, washing hands frequently, maintaining social distancing and ensuring the room is ventilated. 

QR Codes are in place at all entry and exit points, please ensure everyone downloads the NHS App and ‘scans in’ before entering the premises.
Room Hire Booking Form — External Users
Please be sure to complete all sections –missing information will result in your form being returned
	Name of Organisation
	

	Contact name
	

	Phone number
	

	Email
	

	Type of organisation
(please delete as appropriate)
	Statutory         /      Voluntary          /          Commercial

	Public Liability Insurance
(please delete as appropriate)
	Yes       /        No

	Type of meeting
	

	Name & address for Invoice
	

	PO number (if applicable)
	

	Date(s) of Booking(s): 
For repeat bookings please specify dates, & include dates of any breaks.  If times differ please use a separate booking form:
	

	Equipment required
	Flipchart
(
Whiteboard
(
Projector
(


Please note: there is a 10% discount on bookings which total 4 hours and over (including multiple bookings):
	
	Times
	Total hours
	Room hire costs
	Total Cost

	
	From
	To
	
	Statutory /

Commercial

£
	Voluntary

£
	

	Blue Room (TR1)
	
	
	
	£25
	£23
	

	Green Room (TR2)
	
	
	
	£25
	£23
	

	Both rooms
	
	
	
	£45
	£40
	

	Small meeting room 
	
	
	
	£12
	£10
	

	Kitchen (for cookery)
	
	
	
	£12
	£10
	

	Discount
	10% for over 4 hours includes multiple booking
	

	Weekend bookings
	Additional charge of £30 per day for caretaking
	

	Out of hour booking Monday to Friday (after 6.30pm)
	Additional charge of £15 per day for caretaking 
	

	Equipment 
	As specified below at a cost of £5 per item
	

	Additional Covid cleaning
	£15 per room
	

	
	
	

	TOTAL
	
	


Any additional information:

Declaration:  The information given above is correct.  I have read and understood the booking and cancellation policy.  I have read the fire safety procedures provided and will ensure the fire evacuation procedure is explained to all those using the room(s) I have booked.  I acknowledge that it is my responsibility to leave the room(s) as they were found (ie with chairs and tables as they were and all mess and litter removed).
Signature:

Name:

Date:

Please return the form to: info@elfridacamden.org.uk – use of other email addresses could mean delays in our receiving the form.Please note: We will always confirm your booking by email on receipt of the completed form.  If you do not receive email confirmation within 3 working days please call 020 7424 1601 to check the status of your booking.
IN CASE OF A FIRE
(1).
Sound the alarm immediately – Small fires should only be tackled by those employees trained to do so

(2).
Calmly make your way out of the building through the nearest fire exit – Do not use the lift

(3).
Do not stop to collect any belongings or valuables

(4).
Proceed to the assembly point (as shown below)

	



GREATFIELD TOWER


PECKWATER ESTATE


OUTSIDE THE 

BLACK GATES

(5).
Check that the fire brigade have been called

(6).
Once everyone is assembled wait calmly while the fire warden takes the register. If the centre is used outside of 9am-5pm or at the weekend, it is the responsibility of the group leader to check all members are accounted for, and to call the fire services.

(7).
Do not return to the building until the fire warden or member of the Fire Brigade indicates that it is safe to do so

Directions to Camden Family and Youth Resource Centre
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Address:
Elfrida Rathbone Camden
Camden Family and Youth Resource Centre
7 Dowdney Close 

off Bartholomew Road

Kentish Town

London NW5 2BP

Travel Links

The nearest underground Tube Station and overground Thames Link Station is Kentish Town Station.  Overground trains also come in to Kentish Town West and Camden Road, both or which are about 25-20 minutes walk away.
Buses which stop on Kentish Town Road, near the station are: 134, 214, and C2

Directions from Kentish Town Tube are as follows:

· Come out of Tube and turn right.

· Take the next right turn down Leighton Road (there is a pub on the corner of this road called the Assembly House). 

· Walk until you get to Bartholomew Road (approximately a 5 – 10 minutes walk).

· Turn right into Bartholomew road.

· You will very shortly see Dowdney Close on the right, turn into here. There is large build board notice  “Family & Youth Resource Centre”
· We are the large building on the right.

Please do not hesitate to call us if you need further information or clarification you can contact the reception telephone number on 020 7424 1601 (Except weekends).

We look forward to meeting you.
Dowdney Close





Assembly Point





Bartholomew Rd





Family  & Youth Centre








