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Information for Residential Group Leaders
This information is to assist you with your planning. Please read this as soon as possible after you receive it and do not hesitate to contact us on 01858 881500 if you have any queries.
Office/Reception/Shop
Our office and reception is open during the following times:
Monday – Thursday

8.30am – 6.30pm

Friday:      



8.30 – 9pm
Saturday:       


9am – 5pm 
Sunday:         


9am – 4pm 
While the office is open, our Receptionist will be available to deal with any query or problem you may have relating to the use of the centre.

You may obtain photocopies, send or receive faxes and laminating can be arranged at a charge.

Advice is available on local walks and excursions. 

The shop sells a wide range of gifts and books as well as cards and toiletries.

After the office has closed there are staff available on duty to assist until 11pm.  After that time a duty manager can be called over the telephone (situated in reception) to assist with any emergency.

Bedrooms
There are 52 bedrooms in total including 2 spacious family rooms and a further 15 bedrooms which can also accommodate families.  It would be appreciated if you would enter the names of the people who will be occupying the rooms on the enclosed bedroom charts.  Please show the ages of any children and also which children will require a cot instead of a bed. (We have 6 cots available).   To conform with Regulatory Reform (Fire Safety) Order 2005 children under 16 must share rooms with an adult or have an adult in an adjacent room.

Would you please return the chart at least two weeks before your stay and we shall respond if some other arrangement of people might work better. We would be happy to amend details if any changes occur within two weeks prior to your visit.
All bedrooms are en suite (except rooms 1 & 2 in Manor House) and have a TV and tea/coffee making facilities.  All linen and towels/soap are provided. Hairdryers can be loaned from Reception.
Bedrooms are typically available from 2pm (5pm for weekend groups) – and should be vacated by 10am on the day of departure.
Meeting Rooms
Included in your Arrangement Details is a Conference Arrangement Sheet for completion. This includes seating arrangements and equipment requirements. It helps tremendously if you can let us know your requirements well in advance, when returning your details to us. Usually meeting rooms are available from 5pm for weekend conferences and as pre-arranged with our Bookings Team for other conferences.

The Main Conference Room has a fixed Power point projector as well as a PA system with a hearing loop and sound/recording facilities. For other meeting rooms, please book to use a data projector. 

The Main Conference Room and the Blue Room have an electronic piano. There is a TV and video in the TV Lounge.  There is a portable TV and DVD available for use elsewhere. There is a facility for watching terrestrial television on the large screen in the Main Conference Room.
Day Visitors
We welcome any who are joining you for your conference but cannot stay overnight. However, we make a charge for each one according to our Tariff, whether they are taking meals or just enjoying facilities. Every day visitor will be expected to sign in at Reception so that we have a full record of visitors in the event of an emergency.
Lost Property

Any items that are left behind will be returned to the rightful owners when claimed. We just ask that the cost of postage be reimbursed. 

Any unclaimed items are held for a month but are then donated to a charity shop.

Pets No pets allowed, except guide or assistance dogs.
Meals
Included in your Arrangement Details is a meal chart on which to insert the numbers required for each meal.   This chart should be returned not less than two weeks before your stay; if details cannot be precisely finalised, just let us know of any amendments.

We also need to know the names of people you have included in the meal numbers who require a vegetarian or some special diet prescribed by their doctor.  We will make every effort to cater for special diets, and we would appreciate your help in giving us as much information as possible. The names can help ensure that the special meals go to the people who have ordered them.

The numbers you show on the meal chart should include any day visitors.  Please note that there is a seating limit of 160 in our Dining Room, which applies to all groups taken together.   It will therefore be essential to let us know as early as possible if there is a likelihood of the limit being exceeded.

The meal times are as follows:
Monday – Thursday
 Breakfast 8am
Lunch 12.30pm
Evening Meal 6.30pm
Friday
 Breakfast 8am
Lunch 12.30pm
Evening meal 7.30pm*

Saturday

 Breakfast 8.15am
Lunch 1.00pm  
Evening meal 6.00pm  

Sunday

 Breakfast 8.30am
Lunch 1.00pm          
* The meal on Friday evening can be kept and served up to 8.30 pm to allow for late arrivals. Please let us know if you are aware that some of your group will not be able to make the evening meal.
There is a microwave in the Dining Room for guests to use.  We can also arrange use of a fridge, if required.
Coffee /  Tea Breaks
These are served in the Coffee Lounge and can be at times to suit your programme, preferably within the following times.

Morning - between 10.30 and 11.30 am. 

Afternoon - between 3.30 and 4.30 pm.

An evening drink can be provided between 9.00 and 10.30 pm.  
Bar Facilities 
The Bar is usually open half an hour before the evening meal and during the evening as required, until 11.00pm. Beverages may be ordered / taken to the dining room to have with the evening meal. 
Please note we are licensed premises and guests may not consume their own beverages in the public areas.   Corkage charges will apply.
Facilities For Children
There is a pre school Nursery with toys and books as well as a nappy changing facility and sink.

This is available for parents/carers to use. Please note that we only provide the facility, not the necessary supervision.

The dining room has 4 high chairs and 2 booster seats.

There are 6 cots (with linen) available.

There is a pool table in the coffee lounge and we can provide a table tennis table the Butlers Room.  Please let us know in advance should you require the table tennis.  

Outside there are 12 acres of beautiful grounds for you to enjoy.  In the grounds there is also a basket ball, volley ball court and tennis court and a children’s play area.  We advise that children are supervised, especially near the ponds and the river.  Guests may borrow balls and other sports equipment from the coffee bar, for which there is a small refundable deposit required.
Wheelchair access throughout Hothorpe
· Reception and Entrance.
There is a level entrance at the main Reception, and also at the entrance to Welland Court where there is reserved parking for disabled guests’ vehicles.
· Bedrooms

There are 19 bedrooms on the ground floor of Welland Court plus a further 20 on the first floor accessed by a lift. Four of the rooms have been specially designed with wheelchair access in mind. Please note that there is no lift access to the bedrooms in the Manor House.  
· Meeting rooms
There is a lift to the Main Conference Room and a wheelchair lift to other meeting rooms in the Manor House.

· Reception / Shop / Coffee Lounge / Dining Room and Chapel
All of these areas are on the ground floor with excellent access.
Smoking. 
Hothorpe Hall is a no smoking establishment.

~~~~~~~~~~~~~~~~~~~~~~~~~~~

Conference Arrangements
Date of conference:  ……………………………
Name of Group:…………………………............
Name of organiser or contact person attending conference: .........…………..
Organiser/contact person arrival time: .....……….........
Number of delegates: …………..................
Bedrooms allocated: …………...................
Delegates arrival time: ………….................
Delegates departure time: …….......................
Refreshments required:(please state times)

On arrival:

Mid morning:

Afternoon:

Evening:

Meeting room/s - Seating arrangement, equipment (see below for options): 

• …………………………………….
• …………………………………….
• …………………………………….
• …………………………………….
Seating arrangement:  Horseshoe(state requirements, tables/chairs); Boardroom; Theatre style; or any other.    

Equipment required:-  Flip Chart/pens, OHP, Screen, Power Point Projector (Please note, laptops are not provided)
Audio/Visual Equipment:- TV/DVD, PA system, Hearing loop(Main Conference Room only)
Group Name: 
Dates of Visit: 

BED REQUIREMENTS (MANOR HOUSE)

	Room
	Beds
	Person1
	Person 2
	Person 3
	Person 4
	Person 5

	1
	*1 Twin
	
	
	
	
	

	2
	*1 Double
	
	
	
	
	

	8#
	1 Double or Twin

+ 1 SS
	
	
	
	
	

	9#
	1 Double or Twin

+ 1 SS
	
	
	
	
	

	10#
	1 Double or Twin
	
	
	
	
	

	11
	1 Double

2 SS
	
	
	
	
	

	12#
	1 Double or Twin

+ 3 SS
	
	
	
	
	

	13
	2 Singles 

+ 2 SS
	
	
	
	
	

	14
	1 Twin


	
	
	
	
	

	15
	2 Singles

+ 2 SS
	
	
	
	
	

	16
	1 Twin


	
	
	
	
	

	17#
	1 Double or Twin

+ 1 single

+ 1 SS
	
	
	
	
	

	18
	1 Single 

+ 1 SS

++

+

2 ss

++ 2 ++++===++==
	
	
	
	
	


*   Please note that SS refers to a single sofa bed
#  The double bed in these rooms can be split into a twin if required – please indicate if you would like to use as a twin. 

*   Bedrooms 1 & 2 share a bathroom with bath and shower.



* Please note that there is no lift access to the bedrooms in the Manor House.

Group Name: ……………………………..
Dates of Visit: ……………………………
BED REQUIREMENTS (WELLAND COURT A)

	Room
	Beds
	Person 1
	Person 2

	20
	1 Twin
	
	

	21#
	1 Double or Twin
	
	

	22
	1 Twin
	
	

	23


	1 Twin
	
	

	24#


	1 Double or Twin
	
	

	25#


	1 Double or Twin
	
	

	26#


	1 Double or Twin
	
	

	27
	1 Twin


	
	


#   The double bed in these rooms can be split and used as a twin if required - please indicate if you would like to use as a twin. 












Group Name: …………………………..
Dates of Visit: ………………………….

BED REQUIREMENTS (WELLAND COURT B)

	Room
	Beds
	Person 1
	Person  2
	Person  3
	Person  4

	28
	1 Double

+ 1 SS
	
	
	
	

	29*
	1 Double or Twin

+ 2 SS
	
	
	
	

	30
	1 Double

+ 1 SS
	
	
	
	

	31*
	1 Twin

+ 2 SS
	
	
	
	

	32
	1 Twin
	
	
	
	

	33*
	1 Twin 

+ 2 SS
	
	
	
	

	34
	1 Twin
	
	
	
	

	35*
	1 Double or Twin

+ 2 SS
	
	
	
	

	36
	1 Twin
	
	
	
	

	37
	1 Double

+ 1 SS
	
	
	
	

	38
	1 Single
	
	
	
	


*   Please note that these rooms are suitable for families or for wheel-chair users.
#   Please note that SS refers to a sofa bed.











Group Name: 
Dates of Visit: 

BED REQUIREMENTS (WELLAND COURT C)

	Room
	Beds
	Person 1
	Person 2
	Person 3

	40
	1 Double + 1 Single


	
	
	

	41#
	1 Double or Twin
	
	
	

	42#
	1 Double or Twin
	
	
	

	43
	1 Twin
	
	
	

	44
	1 Twin
	
	
	

	45
	1 Twin
	
	
	

	46
	1 Twin
	
	
	

	47
	1 Twin
	
	
	


# The double bed in these rooms can be split into a twin if required - please indicate if you would like to use as a twin. 

Group Name: 
Dates of Visit: 

BED REQUIREMENTS (WELLAND COURT D)

	Room
	Beds
	Person1
	Person 2
	Person 3
	Person 4

	48
	1 Double

+ 1 SS
	
	
	
	

	49*
	1 Twin

+ 1 SS
	
	
	
	

	50
	1 Double

+ 1 SS
	
	
	
	

	51*
	1 Double or Twin

+ 2SS
	
	
	
	

	52
	1 Twin
	
	
	
	

	53*
	1 Twin

+ 2 SS
	
	
	
	

	54
	1 Double or Twin
	
	
	
	

	55*
	1 Twin

+2 SS


	
	
	
	

	56
	1 Twin
	
	
	
	

	57*
	1 Twin

+ 2 SS


	
	
	
	

	58
	1 Single
	
	
	
	

	59
	1 Double

+ 1 SS
	
	
	
	


*   Please note that these rooms are suitable for families or for wheel-chair users.
#   Please note that SS refers to a sofa bed.











Group Name:………………………………… 
Dates of Visit:……………………………….. 
MEAL REQUIREMENTS
	
	Full Board
	Day Visitors
	Total

	Monday


	Breakfast
	
	
	

	
	Lunch


	
	
	

	
	Evening Meal


	
	
	

	Tuesday
	Breakfast


	
	
	

	
	Lunch


	
	
	

	
	Evening Meal


	
	
	

	Wednesday
	Breakfast


	
	
	

	
	Lunch


	
	
	

	
	Evening Meal


	
	
	

	Thursday
	Breakfast


	
	
	

	
	Lunch


	
	
	

	
	Evening Meal


	
	
	

	Friday
	Breakfast


	
	
	

	
	Lunch


	
	
	

	
	Evening Meal


	
	
	

	Saturday
	Breakfast


	
	
	

	
	Lunch


	
	
	

	
	Evening Meal


	
	
	

	Sunday
	Breakfast


	
	
	

	
	Lunch


	
	
	

	
	Evening Meal


	
	
	


Unless otherwise arranged, meal times will be as follows:
Breakfast 

Monday - Friday


8.00am





Saturday 


8.15am





Sunday 



8.30am

Lunch


Monday - Friday


12.30pm 





Saturday & Sunday

1.00pm

Evening Meal

Monday - Thursday

6.30pm 


Friday 



7.30pm

Saturday and Sunday

6.00pm

Dietary Requirements

Group Name:
…………………………..
 Date of Booking: …………………………….
	Name


	Vegetarian


	Vegan
	Diabetic
	Dairy free
	Nut free
	Gluten / Wheat free (Coeliac)
	Other allergy

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	








