	COAVER CONFERENCE CENTRE
Booking Request

	Day & date
	

	Start & end times
	

	Title of Meeting
	

	Number of delegates (incl. trainers & presenters)
	

	Contact name & Phone Number

Department

Location
	

	Directorate
	
	Finance Code
	

	Conference Suite Refreshments: Coffee / Tea & biscuits (Please provide numbers required)
	9am
	

	
	11am
	

	
	14:45pm
	

	First Floor Refreshments: There is a drinks machine situated on the first floor landing This is also available in the Potter & Pinney rooms but served in the Tong Room at the foot of the spiral staircase due to health & safety issues.
	9am
	

	
	11am
	

	
	14:45pm
	

	Water: a Carafe of water is supplied for each table / room. 

	Lunch: If you require lunch to be served, then arrangements must be made direct with Fran Perry, Devon Catering Services on 01392 384363

	If you are ordering lunch, which room is it to be served in?
	

	Conference Room Layout: Please indicate whether Cabaret or Theatre style layout is required.
	

	Stacey / Creber Room Layout: These rooms are normally laid out Board room style. Please indicate If you would prefer them laid out Cabaret or Theatre style. 
	Board room 

	Conference Equipment: All rooms come with wi-fi access, data ports, and flipcharts. The Conference room lectern is equipped with DVD, video, laptop connection (you must provide your own laptop) and PA/microphones. 

	Will you be making use of the multi-media system (lectern, etc)?
	

	Other Information: Please supply any other information that may help to ensure your meeting runs efficiently and smoothly
	

	Room(s) Requested: (Please see overleaf for details of room sizes and location)
	


Access: For security reasons the Coaver Club is accessed by swipe card. Where delegates from off campus are invited to attend, please ensure that you contact DCC main reception to arrange access. If a large number of guests are attending, the organiser will need to provide reception arrangements to ensure that delegates are able access the facility. In addition, the organiser will be required to forward a list of attendees to mailto:reception@devon.gov.uk.

Parking: There is no additional parking at County Hall for delegates attending conferences / meetings. Please ensure that all attending are aware of alternate travel arrangements e.g. park & ride. For Disabled Parking / access please liaise with County Hall Main Reception on 01392 38 2504. 

Refreshments: These may be ordered at the time of making the room booking. For rooms booked through outlook, please contact the Facility Manager direct (see above). For first floor rooms accessed via the main staircase, there is a Drinks machine and water cooler located on the first floor landing. There is also a water cooler located on the ground floor in the lobby between the Stacey & Creber rooms.

Meeting room equipment: all rooms have wi-fi access, data ports and flipcharts. Ground floor rooms may also make use of the portable electronic display board (subject to availability). For IT connectivity problems please contact Peter.lovell@devon.gov.uk or Phone 01392 38 3622
Hire Charges: All rooms are available to DCC employees for use from Monday to Friday with no room hire fees. However, charges will be levied for rooms booked but not used.

CONFERENCE ROOM Located on the ground floor, with disabled access from both the Conference entrance and from the Calvados entrance. The facility includes multi-media system with lectern and drop down screen. Sound can be relayed to other parts of the club (break-out areas) and presentations can also be relayed to flat screen TV’s located in the Russell Andrews room & Calvados room.The Watts coffee bar is located within the main conference room and will provide refreshments to delegates accordingly. Capacity is dependant on layout e.g. Theatre style (up to 160), Cabaret style (40-100). For conferences the facility can be let as a suite with up to 3 dedicated break-out rooms (Stacey, Creber and Russell Andrews rooms), each adjoining the main conference facility. Further break-out areas are also available within the Calvados room.

STACEY ROOM Located on the ground floor, with disabled access from the Conference and Stacey & Creber entrances. Capacity is dependant on layout, but normally laid out board room style seating 12. If used in conjunction with the Conference facility, it could be used as a reception room, break-out room or for laying out buffet lunches, teas and coffees. Smaller cabaret style tables are available on request.

CREBER ROOM Located on the ground floor, with disabled access from the Stacey & Creber entrance. Capacity is dependant on layout.  As a meeting room this is laid out board room style and seats 20+. If used in conjunction with the Conference facility, it could also be used as a break-out room or for laying out buffet lunches, teas and coffees. Smaller cabaret style tables are available on request.

RUSSELL ANDREWS ROOM Located on the ground floor, with disabled access from the Main entrance, Calvados entrance and from the Conference facility direct. Capacity is dependant on layout.  The room contains a number of smaller tables which can be fitted together to form different sized meeting tables. As a meeting room this is laid out board room style and seats up to 14. If used in conjunction with the Conference facility, it could also be used as a break-out room. Sound and projection from the Conference facility can be relayed via the multi media system and via flat screen TV located within this room.

ANSELL ROOM Located on the first floor, at the top of the main staircase and accessed via the Main entrance. The room has the benefit of a bright sunny aspect, overlooking the main Coaver Lawn. There is no disabled access for this room. Capacity is currently set at between 14 and 16 in Boardroom style layout, but will be increased to 20 in the very near future. The room also contains a pull down projection screen. There is a comfortable waiting room / reception area set aside to service the Ansell room (see Sargent lobby below).

SARGENT LOBBY Located at the top of the main staircase and accessed via the Main entrance. There is no disabled access for this room. This open plan waiting room / reception area seats up to 7 and is furnished with sofas and armchairs. It may be used to service both the Ansell and Sargent meeting rooms.
SARGENT ROOM Located on the first floor, at the top of the main staircase and accessed via the Main entrance. The room has the benefit of a bright sunny aspect, overlooking the main Coaver Lawn. There is no disabled access for this room. Capacity is dependant on layout. However, as a meeting room this is laid out in Boardroom style and seats up to 18. The room also contains a full sized wall marker board. There is a comfortable waiting room / reception area set aside to service the Sargent room (see Sargent lobby above).

OTHER FIRST FLOOR ROOMS may be booked direct via outlook calendar, capacity as indicated;

Goodrich room (12), Evans room (8), Sayers room (12), McGhay room (6), Potter room (22) and Pinney room (12). None of these rooms have disabled access. See website for more details. 
