	The Nunnery - room hire

booking/confirmation form

	event organiser (name)
	

	job title
	

	contact number
	
	fax
	

	email
	

	organisation
	

	correspondence address and postcode
	

	event name
	

	event date
	

	event timing
	
	am/pm to
	
	am/pm

	maximum number
of attendees
	

	room(s) required
	

	room layout(s) required
	

	catering requirements
	

	refreshments required
	

	IT/stationery/other equipment required
	

	special requests

eg. disabled access, dietary restrictions
	

	costs
	£
	
	I understand that should I wish to publicise this event as being held at The Nunnery, I must gain permission from the Isle of Man International Business School (including approval of any copy) in advance of any communications being distributed, published or otherwise displayed.

	room hire fee
	
	
	

	refreshments
	
	
	

	catering
	
	
	signed
	

	other
	
	
	
	

	
	
	
	dated
	

	total cost*
	
	
	
	

	*Please make cheques payable to Isle of Man Government

	Reception and Events Team, Isle of Man International Business School
The Nunnery, Old Castletown Road, Douglas, Isle of Man, IM2 1QB
T:+44 (0)1624 693700       F:+44 (0)1624 665095
E: g.maddox@ibs.ac.im or c.crompton@ibs.ac.im


	The Nunnery - room hire

information for visitors

	Health and Safety
	Please make a visual check for any hazards in the area you are using. At the end of your visit, please ensure that our Reception and Events Team or Caretaker are aware that you and all your group have left the building.

	Fire
	Our Reception and Events Team will advise you of the location of relevant Fire Exits and our Fire Assembly Point. A fire evacuation plan will be displayed on the wall in the room(s) you are hiring. Please ensure you are familiar with the fire evacuation routes from the room(s) that you are using. In the event of a fire, or if the fire alarm sounds, please leave the building by the nearest available exit, taking your group and your group register to the Fire Assembly Point on the main lawn. DO NOT return to the building until the Chief Fire Warden, Gill Maddox, advises you that it is safe to do so. Fire Wardens will be wearing fluorescent yellow vests.

	First Aid
	All accidents/injuries which occur on site must be reported to Reception and recorded in our Accident Report Book using an Accident Form. First Aid Kits are located in our Reception, The Refectory, F51, the Post Room (LG7) and the Staff Kitchen. If you require a qualified first-aider, please contact our Reception and Events Team or Caretaker on extension 700.

	Emergency Services
	If you should require the Emergency Services, please contact our Reception and Events Team or Caretaker on extension 700. Telephones are located in the majority of rooms for hire.  

	Personal Property
	The Isle of Man International Business School will not accept responsibility for loss or damage to vehicles or personal property on The Nunnery Estate.

	Disabled Access
	Please notify our Reception and Events Team in advance if you require access for disabled visitors. We have disabled parking spaces and portable ramps are available to be positioned over the steps at the main entrance to the building and in the main ground floor corridor. Chair lifts are available from the ground floor to the first floor. All toilets on the ground floor have facilities for disabled visitors.

	Toilets
	There are male and female toilets in the main corridors of the ground floor and first floor, whilst unisex toilets are located on the lower ground floor.  All toilets on the ground floor have facilities for disabled visitors.

	Access and Prohibited Areas
	Visitors are welcome to enjoy the gardens of The Nunnery Estate during their breaks, but please keep within the hedgerow and pathway around the lawns.  The Chapel area and stable block are strictly out of bounds.

	Smoking
	The Nunnery is a no smoking building and smoking is not permitted in front of the main entrance to the building. Smoking is permitted only in the designated smoking area, outside the exit on the lower ground floor corridor.

	Refreshments
	Food and drink are not permitted in our rooms unless refreshments and/or catering have been agreed and arranged in advance. Snacks and drinks can be purchased from the vending machines in the main lobby and consumed in our Reception Hall.

	Cars and Parking
	Car drivers are requested to enter The Nunnery Estate via the South Lodge (nearest Castletown) and exit The Estate via the Archway (nearest Douglas).  For the safety of pedestrians please adhere to the 10 mph speed limit within The Estate.  Car parking spaces are limited and cannot be guaranteed.

	Reception and Events Team, Isle of Man International Business School

The Nunnery, Old Castletown Road, Douglas, Isle of Man, IM2 1QB

T:+44 (0)1624 693700       F:+44 (0)1624 665095
E: g.maddox@ibs.ac.im or c.crompton@ibs.ac.im














