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Northumberland County Blind Association

Meeting Room
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The NCBA conference and meeting room is ideal for meetings, workshops or training sessions.  

The newly refurbished room is approx 20sqm in area and seats up to 25 people.  The chairs and tables can be assembled in various styles upon request.  There is also an induction loop system, internet access, a projector (upon request), and a flip chart as well as a small kitchenette area with tea and coffee making facilities.  A reception service is also available.
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Catering is not provided however hirers may make their own arrangements should this be required.
Facilities

Refreshments - Tea, coffee, milk and sugar will be provided free of charge.  Crockery is also available if required.

Parking – the NCBA has on-site parking however vehicles are left at owners risk.

Toilets - located directly opposite the meeting room. There is also a wheelchair-accessible toilet. 
How to Hire the Meeting Room

Step 1: Call 01670 514316 to discuss availability and make a tentative booking.  Business hours are 9am to 5pm.

Step 2: If possible (although not necessary), arrange a time to come in to look at the room to make sure it will be suitable for your event and to familiarize yourself with the building.

Step 3: Fill out a booking form and submit it to the NCBA – forms are available on request by telephone or email or from our website www.ncba.org.uk.

Step 4: On arriving at the NCBA all guests must sign in at reception.
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Northumberland County Blind Association 

Meeting Room Hire

Booking Form

Please read this form carefully – completed booking forms will be taken as full acceptance of the rates and conditions of hire (on reverse).

	Contact Name:
	

	Organisation:
	

	Address:
	

	
	

	
	

	
	

	
	

	Contact Number:
	

	Fax:
	

	Email:
	

	
	

	Meeting Date:
	

	Duration:
	

	Special requirements:
	


Please fax, email or post this form to:

01670 504393

ruth.speirs@ncba.org.uk
NCBA, Reiver House, Staithes Lane, Morpeth, NE61 1TD

Meeting Room Hire - Rates and Conditions 2009

Per Hour (or part thereof)  £25

Per Day (9:00am-4:30pm) £130

· Completed booking forms must be received by the NCBA prior to your meeting / event as confirmation of your reservation. 

· Cancellations: If you need to cancel a booking, a minimum of two working days notice is required in writing (email, fax or post) or full payment will be charged.
· The meeting room must be left neat and tidy as found.

· Hirers Responsibilities: You must inform your event attendees of the location of fire exits, hydrants and extinguishers. This information is given on a notice by the entrance. In the event of a fire alarm, please evacuate the building using the nearest available exit and assemble in the car park. 
· The hirer is responsible for their own equipment brought onto the premises, and for any damage caused to NCBA’s property or fixtures by person or equipment brought onto the premises by the hirer. 

· NCBA will not accept liability for loss or damage to any property belonging to the hirer or by its delegates. The hirer shall be liable and indemnify NCBA against any claims against it or whatever nature including, but not restricted to, claims in respect of death, injury, loss or damage where any such claim arises by the actions, omissions or neglects by the customer. 

· The hirer must have their own public liability insurance. If they do not, they must inform the NCBA, and their booking may be refused. 
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