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Medical Sciences Teaching Centre, Medical Sciences Division,

South Parks Road, Oxford. OX1 3PL



Tel: +44(0)1865 285777   Fax: +44(0)1865 285786
www.medsci.ox.ac.uk
All bookings are provisional until:
a) a completed booking form detailing requirements has been received

b) payment has been received of a non-refundable deposit of 10% of the expected total cost (or £200 if the total cost of the event invoice will less than £2,000)
The Organiser named below will then receive a signed copy of the booking form as confirmation of their booking from the MSTC Events officer.

Booking Form  


 
Meetings and Conferences
	Event Name
	

	Event date/day(s)
	

	Event Time(s)
	

	Hire period (include set up and breakdown)
	

	Contact Name
	

	Contact Phone / E-mail
	

	Where did you hear about us?
	

	Brief description of event :
Event aim:

Event objective:
Whether event is internal or external:
Please indicate whether you as the main organiser are a member of:

a) A department within the Medical Sciences Division

Dept:

b) Another Oxford University Division

Dept:

c) Neither of the above

Organisation name:
External bodies – please confirm whether you are an eligible body

For the ‘VAT education exemption’: YES or NO

If YES, please supply VAT exemption evidence
Open to the public? 
Fees paid by attendees?
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	How many people are you expecting for the event?
	

	How many sponsors?
	

	Is this a boardroom meeting?
	

	Is this a seminar style set up?
	

	Is a Registration table required?
	

	Do you require a flipchart?
	

	What special accessibility requirements do you have?
	

	Would you like to use MSTC poster boards if so how many? 

(We have 7 poster boards)
	

	
	


	Name(s) of room(s) needed, if available
	Start time
	End time
	Rate (for MSTC use only)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 
	Do you require the assistance of an AV technician? Y/N
Please contact MSTC IT/AV Officer Christian Jones to discuss your event requirements well in advance:

christian.jones@medsci.ox.ac.uk
	

	Do you require use of any presentation equipment? Details:

	

	Has your speaker(s) used our equipment before?
	

	What time will they arrive?
	

	Will they be bringing their own laptop? 
	

	                   Please indicate PC or MAC
	

	Do you require WiFi? If so how many accounts
	

	Do you require copy/fax facilities hire?
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FEES:
	Invoice Address:
	

	
	

	
	


Because our costs may change between the time of booking and the date of the Event, we reserve the right to amend our Fees by written notice to you. We will give you reasonable notice of changes prior to the Event. If we have materially increased the Fees and you feel you are unable to accept, then you may cancel your booking by written notice within fourteen (14) days of receiving notice of the increase (in which case we will return your deposit to you).
	For MSTC use only
	

	Venue Hire Fee


	

	Catering Fees


	

	Additional Fees


	

	Deposit
	

	Balance
	

	Total Fees 
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Terms and Conditions
University of Oxford Code of Practice on meetings and events

The MSTC complies with the Code of Practice on Meetings and Events:

http://www.ox.ac.uk/media/global/wwwoxacuk/localsites/gazette/documents/supplements2016-17/Code_of_Practice_on_Meetings_and_Events_-_%281%29_to_No_5142.pdf

University staff or students organising meetings or events must comply with the Code of Practice, and to ensure that freedom of speech, and freedom of expression, within the law is secured for members, students and employees of the establishment and for visiting speakers.
Members, students and employees of the University who are organising meetings or events or are responsible for administering external bookings of the premises are responsible for assessing whether there are any major risks or issues in the context of the Code.

The Code focusses largely on public meetings and events and has no bearing on teaching, classroom or research activities.
Lecture theatre use
All external lectures in the Goss lecture should provide their own stewards – a minimum of two, to ensure correct seating and crowd control. These could be provided from within the attendees or organisers of the event.

As guidance for the Stewards: 

Seats should be filled from the front of the lecture theatre first, with spaces left at the rear for latecomers. No standing at the rear of the theatre or on the stairs – and no food or drink is allowed in the lecture theatre. Food and drink may only be consumed in the designated areas within the Venue.
1.        Your Responsibilities 

1.1 You warrant that:

a. all information provided by you to us (including in relation to the purpose of the Event) was at the time of disclosure and shall remain until the end of the Hire Period truthful and accurate;

b. the Venue shall only be used for the purposes of the Event in accordance with the Agreement;

c. if you are arranging the Event for a third party, you have notified us of that third party's name and business;

d. the number of Guests and the number of Visitors at the Event shall not exceed the respective maximum numbers set out in the Proposal; 

e. you shall at all times ensure the proper and careful use of the Premises and shall not allow any activity which may damage the Venue, Premises or any neighbouring site or which may be or become a nuisance, annoyance or disturbance to us or any neighbouring site;

f. you shall strictly adhere to the Start Time and End Time for the Event. 

g. you shall during the Event keep the Premises in a safe condition;

h. you shall, and shall procure that all Visitors shall:

(i) comply with all laws, regulations and codes of practice (whether issued by us or otherwise) applicable to the Premises or the Event;

(ii) comply with such restrictions or conditions as we may impose in relation to the Event including in relation to access, supplies, parking, movement of vehicles and/or routing of power leads; and

(iii) comply with all guidelines issued by us, including in relation to power supply and lighting, fire safety precautions and precautions against causing damage;                                                                                                                         
1.2 You shall ensure that appropriate risk assessments are performed for all activities to be conducted at the Venue as part of the Event and that you or your suppliers provide such risk assessments to us on request. We may require you to implement, and/or to pay the cost of, any special precautions we require to address such risk. In particular, if any aspect of the Event may involve any fire risk you must seek written approval from us at least thirty days in advance of the Hire Period.

Removal and Restoration
Unless agreed otherwise in writing, you shall be responsible for removing from the Venue, the Premises and any access routes before the end of the Hire Period and to the satisfaction of our Event Manager:

(1) All equipment used for the Event (including, without limitation, temporary structures, mobile facilities) not supplied by us; and

(2) All litter, waste or recyclable materials resulting from the Event; and 

If you do not we may conduct our own removal and charge you for our costs
You shall be responsible for all costs of fully restoring and reinstating the Premises to its condition prior to the Hire Period. Unless otherwise agreed, we shall undertake any repairs, reinstatements or restorations ourselves and pass all costs incurred on to you, which may include the costs of specialist craftspeople or consultants (particularly in relation to works or art or items of value). 

We accept no responsibility for any items or articles brought to the Premises by any Visitor or for any item or articles left at the Premises following the conclusion of the Event. We may remove and dispose of anything left at the Premises after the Hire Period. 

Suppliers and Equipment

Unless otherwise agreed with us, you may only use Accredited Suppliers for the provision of services in connection with the Event. 

You shall provide, at your own cost, any equipment required by us or by any relevant authority for health and safety reasons (for example, additional fire extinguishers) unless we have agreed in writing to provide them. 

You may only bring equipment into the Premises for use at the Event with our prior written consent, and upon provision by you or the relevant supplier of a valid certificate showing that the equipment has been tested in accordance with applicable health and safety regulations. You must ensure that all equipment is removed from the Premises in accordance with our instructions within one (1) hour of the End Time of the Event. 

You must provide our Event Manager with a full list of suppliers and equipment to be brought on site at least two (2) weeks prior to the Event.

All suppliers must provide the Event Manager with a copy of their public liability insurance (to a level of cover of at least £5,000,000 per claim) valid at the time of the Event together with risks assessments and method statements for the work to be carried out.

     Suppliers must report to the Premises reception desk
The use of naked flames, strobes, smoke or haze machines, dry ice, internal fireworks, party poppers, crackers, balloons, soil, sand or similar items is not permitted within the Premises. Smoking and vaporising are not permitted within the Premises. There is no parking or cycles on the MSTC site.
Publicity

You may not use our name, trademarks or logos, or the names, trademarks or logos of the Venue, the University of Oxford, without our prior written consent, except as necessary for inviting and directing Visitors to the Event. Nor hold yourself out as a representative of or in any way connected with or affiliated with us, the Venue, the University of Oxford. You may not advertise the Event to the public by any means without our prior written approval.
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Cancellation policy 
Organisers must give 12 weeks' notice in writing of cancellation. Failure to meet this requirement will result in a charge, applicable to the whole booking, being made as follows: 

	4 weeks' notice or less:
	75% of the total charge

	4-8 weeks' notice:
	50% of the total charge

	8-12 weeks' notice:
	25% of the total charge 


Every attempt will be made to let any cancelled room(s) and, if resold, no charge will be incurred

Should the University advise cancellation of an event, a full refund of any fees paid would be made.

Last minute requests

Any changes or requests made within two weeks of your event are not guaranteed.

Payment policy

Payment of invoices is expected within 30 days of receipt of invoice. Any payment enquiries should be made to: 
The Events Officer, Medical Sciences Teaching Centre, South Parks Road, Oxford OX1 3PL or conferences@medsci.ox.ac.uk
Any prices quoted to you are quoted exclusive of VAT
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Catering Provision
Please contact the following suppliers for catering options in the MSTC*:

Catering is available on weekdays from Occasions (the caterers for the Dunn School of Pathology) on-site. Internal (University based) organisers should make arrangements directly using the University Planon hospitality bookings: http://www.admin.ox.ac.uk/estates/ourservices/fm/fmonline/hospitality/
If we are providing catering services to you, you must work with our Representative to ensure that all dietary requirements or allergen information of any Visitors have been communicated to us accurately and in good time prior to the Event, within such timings as we may specify. If you have not done so, it will be your responsibility and not ours to ensure that any special dietary requirements are met. You must also ensure that you have obtained the express consent of each Visitor to the disclosure to us of their dietary requirements. We do not guarantee that we will be able to accommodate all dietary requirements

Andrew Carpenter: andrew@carpentercatering.co.uk tel: 01865 511242

The Oxfordshire Pizza Company. http://www.theoxfordshirepizzacompany.com/ 
Elegant Cuisine Michael Ashton: www.elegantcuisine.com  tel: 01865 391888  enquiries@elegantcuisine.com 

Oxford Organic www.oxfordorganic.co.uk
A&J: http://www.ajcatering.co.uk/

Fine dining: http://www.oxfordfinedining.co.uk/

Lamb: http://www.lambcatering.co.uk/
* Catering is available on weekdays from Occasions (the caterers for the Dunn School of Pathology) on-site. Catering can be order through the MSTC Events Officer, but there will be a charge of 5% of the total catering order.

The University Club in Mansfield Road also offers dining facilities – and some excellent en-suite accommodation: http://www.club.ox.ac.uk
Catering supplied to external events by Occasions can be included on the MSTC invoice raised for the event.
Medical Sciences Teaching Centre, Medical Sciences Division,

South Parks Road, Oxford. OX1 3PL



Tel: +44(0)1865 285777   Fax: +44(0)1865 285786
www.medsci.ox.ac.uk
The Medical Sciences Teaching Centre does not store any personal information, except where you voluntarily choose to give it to us. Any personal information you give us is used exclusively by the Teaching Centre for providing you with the information you have requested. We do not pass any of your personal data to outside organisations and/or individuals except with your express consent.
SIGNATURES

By signing below you are confirming your agreement to the terms of this Proposal, together with our Terms and Conditions. Our signature below will bind you to the Agreement with us.
	For and on behalf of 

THE HIRER 

Signed by

_________________________________

(signature)

_________________________________

 (print name)

DATE: ________________________

	For and on behalf of 

[THE CHANCELLOR MASTERS AND SCHOLARS OF THE UNIVERSITY OF OXFORD] Medical Sciences Teaching Centre.
Signed by

________________________________

(signature)

_________________________________

(print name)

DATE: ________________________ 




                     Thank you for choosing to use our facilities for your event.

Please complete both pages and return to the conference office electronically at conferences@medsci.ox.ac.uk or fax to 01865 285786
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For events to be held outside normal working hours
For events organised by or hosted by a member of the University:

As a member of University Staff familiar with the MSTC building, I undertake to do the following:

1. Be present in the MSTC for the duration of the event.

2. Follow the MSTC ‘house rules’ and make sure others do so.

3. Complete and submit a risk assessment for the event (templates available from the MSTC Events Officer on request) in advance of the event.

4. Manage door access in and out of the building, and ensure that everyone has left the building before leaving myself.

5. Call 999 (and University Security Services if appropriate) in an emergency.

6. Evacuate the building in the event of a fire alarm.

Signed: _______________________________ 

Name:  ________________________________

University Department: ___________________________

Email address: _______________________________
Room Requirements





Audio Visual / IT: 					                              Yes___ No___
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