[image: image2.emf]

MEETING ROOM INFORMATION SHEET

Main Features of our meeting space:
Q Shelter is pleased to share the use of our space with community and organisations and do not charge for the use of the rooms. Unfortunately we do not have staff resources available to provide a catering or function house service and has limited kitchen facilities (microwave, fridge, filtered water).

· Our building is a heritage building with some limitations including noticeably uneven floors in the meeting rooms and a strict load limit of 36 people in the combined meeting space.   Our building is a heritage building with some limitations including noticeably uneven floors in the meeting and Boardroom there is a strict load limit of 36 people in the combined meeting space.   
· Generally, bookings will not be taken for meetings starting before 9am or going beyond 4pm unless special arrangements have been made with Q Shelter.   

· Our building is a secure premise’s and requires access via security swipe card by authorised personnel. The access to the building is through the level 1 via the security card. Your meeting organiser or a designated person is required to come to reception on level 2 to collect the security card and complete the visitor’s book and the security card access form.  The person collecting the security card will be responsible for returning the card at the end of the booking.  If the card is not returned there will be a fine of $500.00 to replace this card.**All attendees are to enter via ground level (electronic doors) then up to level 3 via lift.  Caterers are to be advised that this is the entry point and it will be your responsibility to meet and admit them.
· All queries are to be directed to the Operations team on level 2.

· Under the Queensland Government Smoking policy smoking is not permitted in/or around QShelter‘s building. This includes offices spaces, stairwells, fire escapes, toilets, lunchrooms and lifts. We do have a designated smoking area which is through the doors on level 1 please make sure you are well away from the sliding doors prior to lighting the cigarette and discard your cigarette butt in a proper manner and not into the shared community gardens.

You will need to supply your own tea, coffee and milk, arrange your own catering, and clean up afterwards.   
If the meeting room/s is not left in the state they are found, there will be a $250.00 cleaning fee.
If you require a Q Shelter Administration Staff member to set up the room for you a admin fee of $50.00 will be charged.
Facility features:

· 52” LCD TV with laptop attachment
· Internet Access

· Data projector
· Disability access

· Hot water

· Access to cups, glasses, plates, cutlery

· Limited kitchen space (Microwave, hot water, filtered water)

· Conference phone
Car Parking 
 Our car park is limited to only the use of Q Shelter staff as we share this car parking space with two other community organisations.

There are limited metered car parking spaces along Wickham Terrace and Boundary.

The Watermark Hotel allows guests to our meetings park in their under ground Carpark for a set fee. Please contact them to arrange car parking for your guests on 07) 3058 9333.

Free Bus Service

The Brisbane City Council runs a free bus service up to Spring Hill from Queen Street (outside of Westpac bank).  We have a bus stop approx 20 metres from our front door. This bus runs every 10-20 minutes in a loop.

Catering 
You will need to provide your own catering to the meetings, this includes: tea, coffee, milk, sugar, biscuits etc) The tea and coffee found on level 3 is for Q Shelter only.  We are happy for you to bring in your own catering needs and have listed a couple of caterers we have used in the past.

· Jennifers Catering  (07) 3391 3986

· 139 Club (07) 3254 1144
· Ab Fab Catering  (07) 3420 3681
· Watermark Hotel  (07) 3058 9333
· Connections Catering  0431 252990 ‎ 
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MEETING ROOM BOOKING FORM
	Contact Name
	

	Organisation
	

	Email address
	

	Telephone
	

	Meeting space required (please tick)

	Up to 8 people
	
	Up to 20 people
	
	Up to 36 people*
	

	* This room has a load limit that cannot go over 36 people
	

	Booking Date:
	
	

	Start Time:
	
	
	Finish Time:
	
	

	Catering Delivery Times:

· Morning tea         ______ am

· Lunch                     ______ am/pm

· Afternoon tea      ______ pm



	Indemnity Cover:

· Policy Number: ___________________________________

· Insurer:__________________________________________

· Amount of cover: $ ___________________


	Equipment requirements:
· TV

· Data projector
· Internet 

· Coffee Cups

· Water Glasses

· Water Jugs

· Plates

· Cutlery 

· Conference phone

	Do you require a staff member to help with you IT set up?
· Yes

· No




CHECKLIST

	· 
	Provided relevant indemnity cover for all activities 



	· 
	You have allowed time in your booking to set up the room beforehand and return to standard meeting room set-up afterwards 


	· 
	You have allowed time in your booking to set up all IT requirements for your meeting

OR

You have booked QShelter administration staff member to help with set up . This will incur a fee of $50.00.


	· 
	You understand that Q Shelter has limited kitchen facilities (microwave, fridge, spring water).   You will need to supply your own tea, coffee and milk, arrange your own catering, and clean up afterwards.   



	· 
	 One person is to come to reception on Level 2 to collect a swipe card to allow entry to        the building, to sign in and give numbers attending.  You will be responsible for all entry of attendees at ground level then lift to level three.  It may be necessary for you to appoint a door person.  
*If Swipe card is not returned there will be a fine of $500.00.

	· 
	Have you informed your caterers  that the entry is via ground level then the lift to level 3. Someone will have to meet them.



	· 
	Appointed a person to set up your room .  If you require QShelter staff to assist with room setup this will incur a $50.00 fee.


	· 
	Agreed to and signed the housekeeping rule policy
This form needs to be signed and return to


	· 
	Read and understood the emergency evacuation procedures for the Qshelter Building at 515 Wickham Terrace and will provide these guidelines to members of your meeting group. 

 This form needs to be signed and return to sao@qshetler.asn.au



Signed: ______________________________________ 

Date:    /   /



HOUSE KEEPING RULES

Before you leave please ensure:

· All windows are closed

· Tables and chairs are returned to the way they were arranged when you arrived

· The lights are switched off
· The air-conditioning is switched off

· The TV is switched off and all attachments for the laptop/data projector are disconnected

· The laptop/data projector are packed away in their cases

· The conference phone is unplugged and put in its box

· All rubbish is removed from the meeting rooms and food rubbish is put in the kitchen bin

· Any dishes you have used have been washed up and put away OR stacked in the dishwasher

· Meeting organiser please let a Q Shelter Administration office know that your meeting has finished, and you are leaving – they are located on level 2 of the building.  Do not forget to return the Swipe card.
Signed: ________________________ 



Date:    /   /

Emergency Evacuation Procedures
Please ensure your guest are made aware of these procedures
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Upon Evacuation Alarm Follow the Following Instructions Given By Wardens or Fire Officers:

· Leave immediately by the nearest safe exit and do not use lifts in a fire situation

· Move quickly, do not run

· If possible, close doors behind you

· Report to your designated assembly area

· Advise a Warden immediately if you are aware of people trapped in the building

· Do not leave the assembly area until the Chief Warden gives the “all-clear”

· If any injuries are sustained, notify a Warden

Signed: _______________________ 

Date:    /   /
Please sign and complete all the following pages and return to Q Shelter. 


A copy is to be given to your meeting organiser or the person who will be responsible for the meeting room on the day.
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