
Thank you for booking with the HRI.   

Useful Information  

Assistance on the Day 

If you need any assistance on the day of your event, please speak to the HRI 
Admin Assistant in the front office on the ground floor. 

Events calendar 

Why not add your event details directly to the HRI Events Calendar? The email 
address to invite in google calendar is arts-humanities-
events@sheffield.ac.uk 

Location, Access and Signage 

The conference and seminar rooms are part of the Humanities Research 
Institute which is located at the corner of Leavygreave Road and Gell Street.  
Google map 

The red front door on Gell Street is open access between 9am and 5pm, Monday 
to Friday. Outside of these times the HRI Admin Assistant can issue the named 
staff/student conference organiser, who has out-of-hours training, with a 
visitor’s swipe card.  

The conference centre has its own entrance at the back of the building which 
can be accessed via a gate on Gell Street.  We recommend letting your guests 
know this in advance of the event as people naturally tend to come to the 
front of the building on arrival. 

Portable signs can be placed at the front of the building to direct your 
guests to the conference centre entrance. There is also space for an A4 sign 
to be placed next to the gate on Gell Street - we recommend using this as it 
lets guests know they have come to the right place. 

Please note: for security reasons, the conference centre entrance is not 
accessible from outside the building until the conference organiser sets 
the access to manual entry (via push pad). It is recommended that you 
arrive at the conference centre at least 10 minutes before the start of 
your event to enable you to give your guests access. 

Housekeeping 

The fire alarm is tested every Monday afternoon at approximately 2.15pm. 
Should the alarm sound briefly at this time, you are safe to ignore it.  At any 
other time please leave the building immediately via the glass doors and the 
iron gates.  The fire assembly point is currently in front of the Jessop West 
building. 

Toilets are located through the double doors leading from the circular 
break-out space. Toilets for the mobility impaired are located on the left of 
the corridor. 

Departure 

Please pop in to the front office on the ground floor to let us know that you 
are leaving.  We do not have porters on site so we need to be extra vigilant to 



ensure the security of the building.  Please do not leave the conference 
centre unsecured if you haven’t alerted a member of staff to the fact that 
you are leaving.  If you are in doubt about the security of the building after 
you’ve left it please contact security on 24085.  

Out of Hours Events 

If your event is taking place out of hours – before 9am, after 5pm or at the 
weekend – please speak to the HRI Admin Assistant about access arrangements. 

If you are in any doubt about how to secure the building on departure please 
contact security on 24085. 

AV Facilities 

Both rooms are equipped with a managed desktop PC (with the facility to 
connect a laptop) and a flip chart holder (you’ll need to provide your own 
paper).  The seminar room has a LCD screen, the conference room has data 
projector and screen.  

We have large poster boards that can be used for exhibitions and poster 
sessions, if available.  

Please contact AV services on 29297 if you have any additional requirements. 

Catering 

Meeting organisers are responsible for making their own catering 
arrangements through either the university’s catering service or approved 
caterers. 

Guests may use the kitchen next to the breakout space but are requested to 
leave it clean and tidy after the event. Please ensure that all rubbish is 
placed in bins/bags and that all food waste is bagged and disposed of in an 
external bin. Please empty all cups before disposing of them in rubbish bags 
and stack crockery and catering supplies neatly in the kitchen at the end of 
the event, ready for caterers to collect. Do not leave food in the fridge 
overnight.  We also request that the internal rubbish bins are not overfilled 
as this makes it difficult for the cleaning staff to empty them. 

Please note: it is the responsibility of the conference organiser to ensure 
that caterers clear away all rubbish/ leftover food and crockery after 
the event. If this has not been arranged, then the conference organiser 
must do this as there is no facility within the HRI for this to be done for 
you. 

Green Impact - Making Your Event More Sustainable 

To make your event more environmentally sustainable why not consider asking 
for the following when ordering your catering: 

• Local or UK grown produce; 
• Seasonal produce; 
• MSC certified fish; 
• Free-range or Freedom Food certified eggs; 
• Free-range or Freedom Food certified meat; 
• The majority of food provided is vegetarian. 
 



You can also help reduce waste by ordering reusable crockery rather than 
disposables and making sure you recycle any plastic platters using the green 
bags provided by refreshwithUS.  

Wherever possible leftover food at the HRI is now donated to homeless 
charities across Sheffield through the student-led initiative Save Our 
Sandwiches. (Please note that this service is only available during term-
time and between the hours of 9am – 5pm, Monday to Friday). 

We would be grateful if you could re-cover your food and if you wish any to 
be kept, please leave it in the kitchen next to the breakout space and mark it 
“Save Our Sandwiches”. Please let the HRI Administration Assistant know if 
you have food to be donated. 

 

Finally, help us save energy by turning all AV equipment and lights off when 
your event is over. 

Please ensure the rooms and building are left secure.  

A reminder: University Security can be contacted on 0114 222 4085, 24hrs.  

 

If you require any further information, please contact: 

Kerry McMahon 

HRI Administration Assistant 

hri@sheffield.ac.uk 


