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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 written confirmation of their booking from the MSTC Events officer.

Booking Form  


 
Meetings and Conferences
	Event Name
	

	Event date/day(s)
	

	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?

Repeat booking?

	Invoice Address:
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	How many people are you expecting for the event?
	

	How many sponsors?
	

	What special accessibility requirements do you have?
	

	What are the special set-up requirements for any of the rooms you are using? (e.g. seminar or boardroom style?)
	


	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 internet access?
We have WiFi in the building and can offer wireless accounts for suitably configured laptops – please let Christian Jones know how many accounts you will require well BEFORE the day of your event.
	

	Do you require copy/fax facilities hire?
	


	Audio Visual Equipment needed
	Name of room
	Special requirements
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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.
Representation
The hirer undertakes the following:

a) not to make use of the name, logos, crest, coat of arms or insignia of The University of Oxford
b) not to hold itself out as part of or an emanation of the University, or as the agent or representative of the University

General Policies

NO PARKING or CYCLES on the MSTC Site.
Cycles may be parked in cycle racks of adjoining buildings (ie Dunn School)
The MSTC operates a NO SMOKING POLICY.
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.

Damage 

The client will be responsible for any damage caused to MSTC rooms, grounds, furnishings, utensils and equipment and shall pay on request the amount required to make good or remedy such damage.
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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/
Andrew Carpenter: andrew@carpentercatering.co.uk tel: 01865 511242

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.
Organiser’s 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
	


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.
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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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