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_______________(office use)
Order number/cost code
______________
(customer use)

Room Reservation Form

	NAME OF ORGANISATION
	
	

	CONTACT NAME
	
	

	ADDRESS
	
	 

	
INVOICING ADDRESS
	
	

	
	
	

	EMAIL ADDRESS (Where Invoice is to be sent)
	
	

	CONTACT TELEPHONE NUMBER
	
	

	EVENT TYPE
	
	 

	
	
	



	
	DATE /TIME OF MEETING

	

	
	
	
Date:                         
	
	
From:
	
	
Until:
	

	Room
	
G1
	
G4
	
G5
	
G4/G5
	
G7
	
G8
	
G7/G8
	
LG15
	
F4
	
Event Space

	Number of attendees 
	
	
	
	
	
	
	
	
	
	





	Room Setting:


	Please note on the day of booking we will need the room layout for our caretaker to set up the night before. If not, unfortunately the meeting rooms will not be ready.




CANCELLATIONS 
Room cancellations must be made in writing at least 7 days in advance.  Cancellations not meeting this requirement will be invoiced at 100% of normal charges.


PURCHASE ORDER NUMBER

Purchase order numbers need to be added on completion of the booking pack.
Unfortunately, we cannot accept room bookings without a Purchase Order number.
	
	NUMBER
	TIME

	[bookmark: _Hlk193798983]TEA/
COFFEE
	
	
	
FOR OFFICE USE:
ROOM HIRE COST                                                  £ _______

REFRESHMENTS COST   (including VAT)           £ ____________                                    

EQUIPMENT COSTS         (Including  VAT)         £ ____________

OTHER COSTS:-                                                                 £ ______________

TOTAL                                      (Including  VAT)            £ _____________

	BISCUITS
	
	
	










Brian Jackson House Room Hire Charges


OUTSIDE CATERING
If outside caterers are used, there is an additional £20.00 charge
[bookmark: _Hlk172029774]Caterers must clear the room 15 minutes before end of booking.

Refreshments exclusive of VAT
	Drinks & Extras 




	[bookmark: _Hlk99089446]Tea, Coffee, £1.60 Per Head 
	Tea, Coffee Biscuits £2.65 Per Head
	Tea, Coffee Biscuits, Juice £3.20 Per Head






	Room
	Facilities
	
Seating
For
	Hourly Rate
Up to 4 Hours
	Full Day Rate (£)
From 4 hour +

	Ground
	
	
	
	

	
G1 
	Small Room
	4
	£19
	£125

	G4 (Theatre)
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]58”TV, screen, water cooler, amplifier
	60
	£24
	£167

	G4 & G5 Combined
	58”TV, screen, water cooler, amplifier
	100
	£36
	£244

	G5 (Boardroom)
	58”TV, screen, water cooler
	22
	£24
	£167

	G7 (Crèche)
	Changing facilities, toilets, toys
	N/A
	£21
	£142

	G8 (Crèche kitchen)
	Highchairs, cooking facilities
	6
	£19
	£125

	G7 & G8 Combined
	(As above)
	N/A
	£29
	£167

	LG15
	Toys
	N/A
	£21
	£143


	F4 (Boardroom)
	58” TV screen
	12
	£21
		£143

	
Basement 
	
	
	
	

	Engaging Space
	Projector, screen, PA system, water cooler
	100
	£37.85
	£237.93


Brian Jackson House Opening Times:

Monday 8am – 7pm
Tuesday 8am – 6pm
Wednesday 8am – 8.30pm
Thursday 8am – 6pm
Friday 8am – 6pm
Saturday 9am – 5pm

N/B PLEASE BE AWARE IF YOU BOOK A ROOM, YOU WILL BE CHARGED FOR THE FULL HOURS OF THE ROOM BOOKING DESPITE YOU VACATING THE ROOM ANY EARLIER.
	CUSTOMER SIGNATURE REQUIRED TO CONFIRM BOOKING

	Please refer to our terms and conditions: - All Room cancellations must be in writing 7 DAYS PRIOR TO THE BOOKING DATE. Cancellations not meeting this requirement will be invoiced at the full booking fee. 


Date: _______________     Signed: ___________________________________







Brian Jackson House Room Users Guide

Brian Jackson House is run by Fresh Futures a small independent charity - 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 500 metres 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. Weekend charges may vary.  All damages / stains / removed items will be charged for & outside equipment / machinery must not be used without prior consent.
Please talk to our receptionist if you are considering playing recorded music in our rooms.

POSTERS
Please ensure that no blu-tac or tape is used on walls or doors. All rooms have pin rails.

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. If you have any members of your group who would require assistance (particularly down the stairs) in the event of an emergency, you must notify us BEFORE your booking commences.
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 or fire officer.

First Aid Procedures
If you need a first aider, please inform reception staff. 
If you have an accident in this building, you must fill in the accident book in Reception.
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Personal fire risk assessment & emergency evacuation plan

It is important that you let Fresh Futures know if anyone attending your meeting needs assistance with evacuating our buildings. Separate tailored risk assessments will be carried out and a plan written for every person who is unable to evacuate any Fresh Futures buildings unaided.  This must be carried out in consultation with the individual themselves.  This form is for people who will be visiting any Fresh Futures buildings.  
 
Name of the person this plan is being written for:  

______________________________________________


Date:  ___________________________________________________


Building and Room: ___________________________________________________

Person(s) completing this assessment & plan:  

__________________________________________________

When completing this assessment & plan – you must consider the guidance provided in HM Government Document – Fire Safety Risk Assessment – Means of Escape for Disabled People.

	What are the needs of the individual and why does this person need extra help.

	








Updated February 2026

Brian Jackson House, 2 New North Parade, Huddersfield, HD1 5JP
Tel: 01484 519988          Email: Reception@freshfutures.org.uk
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