Florence House Booking Form – 2017
HOFFMAN INSTITUTE 
We are delighted to confirm your booking request at Florence House for 2017 based on a minimum number of 18 people (16 students and 2 teachers) per course and per weekend.  Attached to this booking form is a list of all the dates which are now confirmed and form part of the contract between Florence House and Hoffman Institute UK Limited.  The rates for 2017 will not increase and will remain the same as 2016.   
Deposits are payable in accordance with our agreed terms and conditions which are also part of this contract.  

Your signing the booking contract signifies your understanding and acceptance of our terms and conditions. Please sign and return this form to us. Thank you for your co-operation.

You/Your Organisation

Name of Organisation: . . .   .Hoffman Institute . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Contact Person: ……David Wallace . . . . . . . . . . . . . . . . . . . .    Position: . Managing Director. . . . . . . . . . . . . . . . . . . . . . . . .

Correspondence Address: . .PO Box 72, Quay House, Arundel, BN18 9DF . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Phone Number(s):  019030889990                  Email serena@hoffmaninstitute.co.uk
 …………………………………………. 
Website: www.hoffmaninstitute.co.uk …………………………………
The Booking

Name of Workshop/Course: .Hoffman Process and Q 2 ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   

Name of Facilitator: . . . . . …Various………………… . . . . . . . . . . . . . . Number in group: .18 minimum  . .  

Room Equipment (please note numbers below)
Venue room is equipped with the following as required:

	  Cushions
	X
	 Sound system
	X
	  Chairs
	X

	 
	
	  
	
	  Flipchart stand, pads, pens
	X


The following additional room equipment can be hired (please enquire about prices):

	  OHP
	
	  Screen
	
	  Treatment tables
	X
	  LCD projector
	


Please note any other requirements: (we may pass on additional hire charges to workshop organisers)
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Accommodation;

We have 13 bedrooms in the main house: 2 triple, 8 twins, and 3 single. In addition to that there is the teacher’s self contained flat; 3 double bedrooms, 2 bathrooms, kitchenette and a lounge.

Unless you specify we will do the room allocation for you.

Catering Requirements

Main Meals (please circle boxes below):

We normally serve breakfast from 7.30 am to 8.30 am, which consists of a breakfast buffet with a selection of fresh fruit, cereals, yogurt, egg and toast. Please tick the times you prefer below:

	Breakfast served until:
	7.20    
	8.30
	

	Lunch to be served at:
	1.00
	1.30
	

	Dinner to be served at:
	7.00
	7.30
	


The venue price includes fresh water, a fruit bowl and biscuits with the morning and afternoon breaks. 

Catering 

As per the terms and conditions agreed 
Special Diets:

We can cater for vegan and/or wheat, gluten free, dairy free diets for an additional charge of £55 per week for the Hoffman Process and £24 for the Q2 weekends.  Prior notice is required before the course starts. Please indicate numbers below:
	 Vegan diets:
	
	   Wheat free diets:
	
	   Gluten free diets: diets:
	
	   Dairy free diets:      Dairy free diets: diets:
	


Travel

We provide comprehensive travel advice for participants on our website, including public transport information and route planning. 

Booking Terms 

To confirm your booking, please sign and return this form, the terms and conditions, the 2017 price list and the list of dates.   Deposits are payable as per the attached terms and conditions.  The Final Balance is to be paid 5 working days before the start of each process or Q 2.
Payment by BACS  to:   Barclays Bank :  Sort Code 20 12 80,  Account No:  2371 0564,  Account Name:  Florence House Seaford Limited 
Acceptance of Terms and Conditions and Confirmation of Booking
Signed: . . . . . . . . . . . . . . . . . . . . . .      Name: .David Wallace  
    Date: . . . . . . . . . . . . . . .
For Hoffman Institute


   Managing Director

Signed…………………………………

For Florence House


Name:   Mairin Colleary 
  Date……………………………
 



Managing Director 
Florence House Seaford Ltd.

 &

Hoffman Institute UK Limited

 Booking Information Terms & Conditions

These terms and conditions form the basis of the contract between Florence House and The Hoffman Institute UK Limited (in addition to the normal terms implied by UK law) for group bookings at Florence House.  The contract between Florence House and The Hoffman Institute UK Limited takes effect when the dates have been agreed for the year, the booking form signed and returned and the deposit paid.  

1. The Hoffman Process week runs from Saturday morning 9.30am to 3pm on the following Friday. 

2. Q2 weekends run from Friday morning 9.30am to 5.30pm on Sunday.

3. Bedrooms must be vacated by 10.00am on the day of departure for the Process and after lunch on the Q2.  

4. Participants are encouraged to arrive the day before the course begins.   
5. Catering:   Florence House provides high quality home style vegetarian cooking by our own chefs, with quality nutritional, locally sourced ingredients. 

6. Meat, Chicken and Fish can be provided at extra cost, if ordered in advance. 

7. Breakfast consists of a buffet selection of fruit juice, fresh fruit platter, cereals, yogurt, egg and toast, unlimited teas and coffee.
8. Lunch consists of freshly made soup, a “chef’s choice” main course, with salads and vegetables. Dinner consist of a ‘chefs choice’ main course, salads and vegetables and dessert.

9. Fresh fruit, herbal, fruit and regular teas and coffee and biscuits are freely available 24 hours a day.

10. Meal Times:    Breakfast is from 7.20-8.30.; Lunch from 1.00-2.00pm; Dinner from 7.00-8.00pm.   Teachers Breakfast will be provided in the Cottage if requested.   Florence House may be able to negotiate slightly varied meal times. Please ensure all mealtimes are adhered to as diligently as possible for the quality of the food and the benefit of staff and participants.

11. Florence House require a participant’s list of the following details: names, address and telephone number to comply with regulations. This information is not to be held on file following the end of an event, but destroyed.
12. Basic Rates: Rates are based on the length of the group’s stay and includes breakfast, vegetarian lunch and dinner, unlimited hot beverages and fruit, and exclusive use of the house, cottage, group room and grounds. The minimum number of guests (including teachers) we charge for is 18 people.
13. The additional charge for the provision of non-vegetarian meals in 2017 is £25 plus VAT at 20%.   For Q2 the rate is £4 
14. Special diets can be arranged and are charged directly to participants at a rate of £56 for Process weeks and £25 for Q2 weekends which includes requests for non dairy and wheat free diets.  Florence House reserves the right to refuse special diet requests.  
15. Cancellations:   Hoffman Process and Q 2 bookings.  

Prior to 12 months no cancellation fees will be charged

From 12 months to 3 months prior to a group booking the 10% advance deposit due on that booking will be charged based on 18 people.

Within 3 Months of the date booked, 50% of the value of the booking based on 18 people.
However, if the booking can be replaced, cancellation fees will be refunded.  

Cancellation by participants:   The Hoffman Institute UK Limited are contracted to pay for a minimum of 18 people (including Teachers) per process and per Q 2 weekend.  The amount payable for other types of event is to be agreed on an event by event basis.

If a participant leaves during an event, agreement shall be reached between The Hoffman Institute UK Limited and Florence House about whether any charges from Florence House are to be refunded. 

16. Deposits and Balances:
i. A 10% advance Deposit of £941 (based on minimum number of 18) shall be paid 12 months prior to a booked event. Payment is due 5 working days following receipt of an invoice from Florence House.  
ii. A Deposit of £2352 which is the equivalent of 25% (based on minimum of 18) must be paid 45 days prior to the start of an event.
iii. The Balance for the event will be payable 5 working days prior to the first day of the event provided that an invoice has been received 10 working days or earlier prior to the first day of the event. 
17. Single Occupancy of Rooms; For participants who want a single room, there is a supplement of £25 per night, or £145 per week subject to limited availability.

18. Room Equipment and Additional Services; The venue room is equipped with chairs, sound system, flipchart stands.  In addition all special requirements for the Hoffman processes will be placed in the space by Florence House Team.

The following additional room equipment can be made available, Screen, LCD projector, Treatment tables. 
Additional services e.g. bonfires, guided walks, healing and various massage therapies can be organised on request. Please contact us well in advance to book them and for details of charges.

Florence House agrees to provide additional logistical support to Florence House as detailed in the Hoffman Time Line booklet for a fee of £300 per course.
19. Arrival and Departure Times; 
Participants are welcome to arrive at any time from 4.00pm onwards on the day prior to the process or Q 2 weekend and are expected to leave by 3pm on the closing day of the Process and 5.30 on a Q 2 weekend.   Process participants are advised by The Hoffman Institute UK Limited that if arriving after 10pm on Friday they need to contact Florence House first. Participants are also told that they may arrive before 4.00pm on the day prior to an event but again must contact Florence House to arrange this.

Bedrooms must be vacated by 10.00 on the last day of the process to enable the staff to work on the bedrooms.  

20. Staying for an Additional Night; Participants are welcome to stay the night before their course at the current Bed & Breakfast rate of £50.   Evening meals the night before can also be provided and need to be booked in advance.   Participants book with and pay directly to Florence House.   

21. Meals:    Mealtimes are arranged to support the Hoffman Process:

Breakfast between 7.20-8.30am,

 
Lunch at 1pm, 

Dinner at 7pm. 

It is possible to vary these times given notice in advance.  Florence House staff will work with the Hoffman Teachers to ensure that meals are in line with the process activity.

22. Responsibilities of Teachers and Public Liability Insurance; Teachers are responsible for the welfare of all people associated with the group in any capacity during their stay and must have the necessary insurance cover for injury and other relevant risks for all such people in respect of all activities during their stay at Florence House. 

Florence House may request at any time and are to be provided with evidence of The Hoffman Institute UK Limited Public Liability Insurance. 

23. Accidental damage policy; Facilitators will be held responsible for the first £250.00 of the replacement cost of any accidental damage, and the full replacement cost of any deliberate damage, caused to Florence House, its contents or estate if such damage is caused by participants or any person associated with the group in any capacity. 

The course room is equipped with Perspex strips to facilitate the placing of chart paper on the walls.  Teachers are asked not to rip paintwork off walls when removing items. Protective floor covering needs to be provided by Hoffman Institute UK Limited for Teachers when participants are doing creative work in order to prevent coloured crayons marking the carpet.

24. Noise and Disturbance at Night; We ask that excessive noise or other disturbance (e.g. drumming, bashing, loud music, dancing, shouting) should be avoided between 11pm and 7am.

 No bashing is to take place outside the course room. 
25. Lost Property:  Florence House is happy to look after lost property and to post it back to the owners in a timely manner.  FH charges £10 to cover the cost of the packaging and postage and trip to the Post Office.
26. Candles and Incense; Because of fire regulations, these are not allowed in the bedrooms.  Their use in the group room must only be under the direction of the Teachers. When lit, candles must be attended at all times. 

27. Providing Information to Participants; Please ensure that participants receive travel directions as provided on our website:  www.florencehouse.co.uk, as well as arrival and departure times.

28. General information for participants; Florence House is a comfortable house set within 6 acres of gardens and grounds on the edge of the new South Downs National Park and 5 minutes away from miles of stunning costal cliff walks towards Seven Sisters Country Park. Participants may like to bring walking shoes/wet weather clothes or swimsuit depending on the season. Soft soled shoes or slippers are encouraged for use in the house. Towels and soap are provided for your stay.
We look forward to welcoming you at Florence House 
With Best wishes from Mairin, Steve and the Florence House Team

Date:  ______________________
Signed________________________



Signed______________________________

Mairin Colleary






David Wallace



Managing Director 





Managing Director

Florence House Limited





Hoffman Institute UK Limited

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	












