Amended 01 May 2015 - FSTDF


FORCE DEVELOPMENT & LEARNING CENTRE - ROOM BOOKING REQUEST

	From:
	
	
	Date:
	
	
	Time:
	
	

	
	
	
	
	
	
	
	

	To:
	
	
	Date:
	
	
	Time:
	
	


	*Facility Required:
	Number of Classrooms
	
	
	Full/Half Briefing Room
	
	
	Info Room
	


	Reason for Requirement:
	
	
	Section
	


	Point of Contact:
	
	
	Contact Number
	


TERMS AND CONDITIONS
1.
I am aware that, until signed and stamped by the FDLC, this booking request has not been finalised. I am also aware that I am to ensure all personnel, including tutors, are briefed in advance of these terms & conditions.

2.
I am aware that during normal working days FDLC facilities are available from 0700 – 1630 hrs on Mondays and 0700 – 1315 hrs Tuesday to Friday.  Facilities will only be available before 0700 hrs by prior arrangement.

3.
I am aware that any requirement to use FDLC facilities outside of the above times will require me to complete the relevant key authorisation prior to the booking and collect the relevant keys from Ground Ops on the day of the booking. I must also ensure the main entrance door is locked once all authorised personnel have entered the building.
4.
I am aware of the need to produce an accurate nominal role of course attendees and to hand this into reception (Margaret Balmer) reference Safety and Security measures. Reception can provide one for you should you forget.
5.
I am aware that, in accordance with Unit Fire Regulations, under no circumstances are there to be more than a maximum of 24 personnel in a classroom or 100 personnel in the Main Briefing Room at one time.
6.
I am aware that I am to ensure all personnel receive the mandatory Health & Safety brief, including actions in the event of a fire, as soon as possible on the first day of using the facility and that I remain responsible for the safety of all attendees throughout the duration of the booking.

7.
I am aware that when exiting the classroom the Dii Terminal is to be logged off, the projector turned off, the room to be left in a clean and tidy state with desks and chairs left in the order as shown on the plan, all lights are to be turned off. If vacating after normal working hours I am also aware that all corridor and toilet lights are to be turned off and all doors, including the front door, are to be locked and the keys returned to Ground Ops.

8.
I am aware that there is now a coffee and cold drinks vending machine and a water fountain available. 
9.
I am aware that the only designated smoking area is at the rear of the building and cigarette butts are to be placed in the bins provided.

10.
I am aware that all computers are Dii Restricted and that under no circumstances are Memory Sticks or other USB peripherals to be used on them unless they have been obtained through official Service sources and a copy of the authority can be produced. FDLC are not responsible for course material that is not compatible with Dii.

11.
I am aware that there is no stationery support, including photocopying, provided by the FDLC and that all course material should be prepared by the course provider in advance.
12.
I am aware that in the event I know longer require an approved booking I am to notify the FDLC at the earliest opportunity to allow the facility to be made available to others as necessary.

	Point of Contact Signature:
	
	
	Date:
	


	FD&LC Confirmation of Booking:
	
	
	Date Stamp


*Select/delete as required

