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ROOM BOOKING REQUEST FORM

Ensure you fully complete ALL sections of this form otherwise there will be a delay in processing your request.

Please email to: Educationcentrebookings@elht.nhs.uk
	Full Name*
	

	Job Title *

	

	Work Area/Dept./Hospital *
	

	Division / Agency *
	

	Contact Telephone Number(s) *
	

	Email Address(s)
	

	Number Of Attendees You Would Normally Be Booking For *

	Minimum Numbers:
	
	Maximum Numbers:
	

	
	ELHT Staff (tick)
	
	External (tick)
	

	Site Room Required : 

Blackburn / Burnley? *
	

	Event Title *

	

	Start & Finish Time *
	

	Date *
	

	Name Of Lead Person (If this is not you)*
	

	Job Title *
	

	Work Area/Department/Hospital*
	

	Division / Agency*
	

	Additional Information
	

	Email Address *
	

	Contact Number(s) *
	

	Cost Code* 
	


Please notify us within a minimum of 3 working days by email at: Educationcentrebookings@elht.nhs.uk if you no longer need or wish to cancel the room booking. 


Non-attendance/use of the room will incur reduce your priority of room bookings. 
All rooms are fully equipped with PowerPoint facilities and a flipchart stand unless marked with *
Rooms = Specialty Rooms
	Room Name
	Capacity
	Location

	Seminar Room 1
	5
	Learning Centre, RBTH

	Seminar Room 2
	5
	Learning Centre, RBTH

	Seminar Room 3
	14
	Learning Centre, RBTH

	Seminar Room 4
	15
	Learning Centre, RBTH

	Seminar Room 5
	9
	Learning Centre, RBTH

	Seminar Room 6
	14
	Learning Centre, RBTH

	Seminar Room 7
	11
	Learning Centre, RBTH

	Auditorium 
	22
	Learning Centre, RBTH

	Practical Training Room
	10
	Learning Centre, RBTH

	Clinical Skills Suite
	8
	Learning Centre, RBTH

	SIMMAN
	2
	Learning Centre, RBTH

	Learning Centre Meeting Room
	1
	Learning Centre, RBTH

	Library Mezzanine Training Room
	5
	Learning Centre, RBTH

	Library IT Training Room
	6
	Learning Centre, RBTH

	Library Meeting Room
	3
	Learning Centre, RBTH

	Classroom 1 *
	6
	T&D, BGTH*

	Classroom 2 *
	8
	T&D, BGTH*

	Classroom 3 *
	8
	T&D, BGTH*

	Classroom 4 
	12
	T&D, BGTH

	Classroom 5 
	4
	T&D, BGTH

	Classroom 6 
	10
	T&D, BGTH

	Safer Handling Suite
	12
	T&D, BGTH

	Discussion Room  (Currently OASIS Room) *
	4
	T&D, BGTH*

	Mackenzie Library Training Room
	6
	Library, BGTH

	Mackenzie Lecture Theatre
	16
	Library, BGTH

	Mackenzie Lounge Bar
	12
	Library, BGTH


*Limited access for Disabled users please contact department 
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