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	Name of Venue
	Capacity
	Equipment in Rooms
	How to book the room
	Contact name
	Contact number

	Education Centre

Main auditorium
	Max 110
	Data projector/PC
Sound System

Whiteboard

Flip Chart

Microphones (please book)
5 Tables
	Booked electronically – Education Centre Auditorium
	Mike Mulcahy

Nicole Kerr

Casey Beams


	2708

	Education Centre – Break out room 1

Breakout 1 and 2 open into one room with a max. 70 people)
	Max 40
	Data projector/PC

Sound System

Whiteboard

Flip Chart

4 Tables
	Booked electronically – Education Centre Breakout 1
	Mike Mulcahy

Nicole Kerr

Casey Beams


	2708

	Education Centre – Break out room 2

Breakout 1 and 2 open into one room with a max. 70 people)
	Max 20
	Data projector/PC

Portable Speakers
Whiteboard

Flip Chart
3 Tables
	Booked electronically – Education Centre Breakout 2
	Mike Mulcahy

Nicole Kerr

Casey Beams


	2708

	Education Centre – Break out room 3

(Breakout 3 and 4 open into one room with a max. 40 people)
	Max 20
	Data projector/PC

Sound System

Whiteboard

Flip Chart

Microphones (please book)
3 Tables
	Booked electronically –Breakout Room Three
	Mike Mulcahy

Nicole Kerr

Casey Beams


	2708

	Education Centre – Break out room 4

Breakout 3 and 4 open into one room with a max. 40 people)
	Max 20
	Data projector/PC

Portable Speakers
Whiteboard

Flip Chart
1 Table
	Booked electronically –Breakout Room Four
	Mike Mulcahy

Nicole Kerr

Casey Beams
	2708

	Harding Hall 


	Max 90
	No IT equipment 
	Booked electronically – Harding Hall
	Mike Mulcahy

Nicole Kerr

Casey Beams
	2708

	Clinical Skills Lab

All Resuscitation resources are to be booked separately from the room booking. Contact Education and Development for the booking form.

	Max 20
	Data projector/PC

Portable Speakers
Whiteboard

Resuscitation Resources
	Booked electronically – Clinical Skills Lab
	Mike Mulcahy

Nicole Kerr

Casey Beams

Helen Ansell
	2708

	IT Training Room

(15 PCs available on desks with chairs. Plus 20 extra chairs in the room)
	Max 35
	Data projector/PC

Portable Speakers
Whiteboard

Flip Chart
Resuscitation Resources
	Booked electronically – IT Training Room
	Mike Mulcahy

Nicole Kerr

Casey Beams

Viv Kerr
	2708


To book additional equipment:
If there are any further resources needed for your session please inform Education and Development no less than one week from your training date. The following resources are available to be booked:

Skype unit

Extra Tables

Telephone Conference

Video Conference – Vivid Solutions or Spark

Hot Water Urns

Electronic Presentation Pointers

Conditions of Use for Rooms
· Room allocation will be based on the number of attendees and requirements 

· The booking organiser/facilitator is responsible for making catering arrangements

· The booking organiser/facilitator is responsible for ensuring that all catering is removed and rubbish put into the available bins

· The booking organiser/facilitator is responsible for ensuring speakers have given permission for their presentations to be video conferenced

· If the room is no longer required please notify Education & Development as soon as possible, so as to ensure room availability for other users

· If the room is no longer required please notify Education & Development as soon as possible, so as to ensure room availability for other users

· The room will be set up as per the requirements outlined above. Education & Development must receive notice of any changes to these requirements at least two   

working days before the course/event takes place.    

· Any equipment faults must be immediately reported to Education & Development.

· Confirmation of this booking implies acceptance of the conditions of use. Failure to observe the conditions of use may jeopardise future use of the facilities
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Course Name / Booking Title

Date Required

Start Time: 

Finish Time: 

Total Number of Attendees

Internal: 

External:

Facilitator Name

Contact Email: 

Contact Telephone Number

Cell Number: 

Organisation (if not HBDHB)

Please give brief details about the training to be delivered (ensure a copy of the programme is attached to the booking form). Indicate what resources you require below: 

Resources
Resources Available
Number of Resources Required
Manikin Airway

2

ALS Baby Trainer

1

AED

2

Baby Anne

5

Child CPR

1
Adult CPR 
5
Little Junior

4

Nursing Anne

1

Mega Code Kid

1

ALS Manikin
1
Trauma Manikin

1

Family 
2



	    Conditions of use:

· Education & Development reserve the right to change resource requests to ensure optimum use of the resources

· Any equipment faults must be immediately reported to Education & Development.

· Equipment must be returned in good condition.

· Confirmation of this booking implies acceptance of the conditions of use. Failure to observe the conditions of use may jeopardise future use of the resources.


	I have read and agree to the above conditions of use, I confirm the above information is correct and if there are any changes to the requirements specified above I will notify Education & Development, at least two working days before the course/event takes place.

Name:                                                                                    Signature:                                                       Date:




Please scan this form to education@hbdhb.govt.nz
