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             How to organise a hostel weekend for the weekend organiser

Useful documents

· Membership contact list – available from a committee member, or Paul Clifton

· Current Membership list of paid-up members - from a committee member

· Weekend Organisers payment sheet – Excel spreadsheet version is available on the webpage (the paper copy is attached to this document.)

· Organising a walk sheet – webpage or committee member 

Initial steps to organise a weekend

· Look at the handbook, or website to check opening times – not all hostels open all year.

· There are several options available: YHA hostel, independent hostel, bunk barn, or camping.

· Look at previous programme(s); avoid booking a hostel that the group visited in last 6 months.

How do I book the hostel?

Telephone the hostel to check bed availability.

Book as soon as you can after agreeing the date with the committee, especially for Bank Holidays. 

Based on past experience you are advised to book 16 beds initially (8 male, 8 female).

Follow up with a Group Booking Form if provided by the hostel (some hostels will communicate by email)

Deposits

A deposit will be required; ask the Treasurer to send a cheque to the hostel. Some hostels require a second deposit before the final payment, so liase with the Treasurer.

How do I find out how many members want to go?

Three months before the weekend, ask a Committee member to advertise the weekend by sending out a group email. You can either draft the email or telephone your request. 

Provide as much information as possible about the weekend, including the hostel’s location and any special points of interest. If you promote the event, perhaps with a picture of the hostel or the area, this will help to increase take-up on the weekend.

Remind people that for group bookings, most hostel wardens require a firm booking 2 months in advance. Some hostel wardens are more flexible. Tell people the cost e.g. £17.95 per night (dorm), £8.95 evening meal, £38 per night (twin room – only 2 available on first come, first served basis).

Ask booking members to post a cheque to you, before your deadline date, payable to: Leeds YHA Local Group. 
Most attendees will want to have an evening meal on the Saturday – you may like to suggest this. The organiser will take the bookings for the beds and the Sat meal, telling attendees to phone the hostel if they want to book Friday meals, and to pay the hostel upon arrival for breakfasts and packed lunches. 

Booking list 

Use the Weekend Organisers Payment Sheet. If you can, fill in the Excel spreadsheet version as this saves the Treasurer having to reproduce your handwritten version. You can download the Excel version from the webpage; otherwise get a printed version from a committee member.
When you have the cheques, post them to the Treasurer and email the payment sheet making sure that it is evident exactly what each person is paying for.

Final full payment to the hostel

When the booking deadline has been reached, ring or email the hostel to check that the male / female bed numbers tally. 

Provide the hostel with a list of names of people attending. This avoids confusion if late bookers’ contact the hostel directly.

The treasurer will send the final balance cheque to the hostel with a spreadsheet which confirms the people attending and what they have paid for.

People who have shown an interest but have not paid in full by this stage should be told that a place will not be reserved for them at the hostel. This is a measure that we have introduced to ensure that the group does not pay for people who later pull out leaving the group to bear the cost. 

Refunds?

If, after the final group payment has been made, a member declares that they cannot go on the weekend, they should be told:

a) that they may not receive their money back, unless their place can be sold to someone else. If the person cancelling can find a replacement for their place, then the replacement person should reimburse the person who has dropped out.

b) to faciliate getting their money back if their place cannot be sold, they should phone the hostel immediately to cancel their reservation made via the Leeds YHA group. A refund form can be obtained from the YHA website and a refund will be given less 10% admin costs if a valid reason for not attending can be given.

Members who contact you after the deadline

The advance-booking requirement of many hostels causes problems for an organiser; sometimes up to half the attendees may want to book after your 2 month deadline. You can either:

· Tell members to telephone the hostel directly and make payment themselves; they will need their own annual National YHA membership card.

· Or, ring up the hostel and ask if you can add extra guests – it’s a little extra work for you, but less confusing for the warden to have one point of contact – you! However, this is where is gets complicated with the payments. See what the warden wants to do; you can suggest that the individual posts a cheque or rings up and quotes a credit or debit card.

Transport arrangements?
About 3 weeks before the event, please be proactive in asking people to share and organise lifts. Often those who need a lift will simply telephone those with a car, as soon as they know who is going – so your role is usually to send out the contact list. It is up to individual drivers and their passengers to make arrangements regarding payment for petrol.

Membership of the Leeds YHA local group essential?

YES – To help the Treasurer, please ask him/her for a list of paid up members, so you can do a quick check of the attendees.

If they are not a member, they may attend one weekend (but they must be a paid up member of the National YHA.)

Doubts about any person who wants to put their name down for a weekend?

For example, if you have concerns about the ability of an individual to look after themselves or how they would integrate with the group, you should contact a committee member, who will offer guidance on how to deal with the situation.

Group YHA National membership card

We have a group membership card which is quoted on the letter sent with the final balance cheque by the Treasurer.  Some hostels insist on seeing this so it is useful to check with the warden if this is the case.  If it is then make sure that someone who is attending has one (current cards are held by Janice Bairstow and Dave Wood).

Extra information

If anyone is expected to arrive late, please tell the hostel manager when you arrive.

You do not have to lead walks over the weekend, but it would be appreciated if you could consider suitable routes or ensure that other people attending the weekend will arrange appropriate walks.

Try to ensure that at least two maps of the area will be available on the weekend, as there may be more than one walk each day. The weekend organiser may purchase a laminated map for a new area, if the group does not have this map or one cannot be made available. Ollie Drury currently holds and manages the group’s map library. The map must be placed into the group’s map library after the weekend. Seek authorisation from Ollie before purchasing a new map.

Most hostels do not permit consumption of alcohol on their premises except that purchased in the hostel.

You will be issued with a free bed night voucher, after the group’s November AGM. This is a thank you for organising the weekend for the group. This voucher is an internal promotion and can only be “cashed in” by sending to the Treasurer, for a hostel weekend upon which you are going.

   Leeds YHA Local Group





“Leading the way……”
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