2005
STANDING ORDER GOVERNING 

ROOM BOOKINGS IN UNIVERSITY HOUSE
1. Policy   The meeting rooms in University house may be booked for official meetings by members of the Union and Union staff.  They can be booked at University House Reception during term time and at the General Office during vacation.  The rooms may be booked subject to the following:

a. Session bookings will be restricted to a maximum of 6 hours per week for a club, Society or University Department;

b. Bookings will be accepted up to 16 weeks before the event (i.e. one semester in advance);

c. Room 1 will be available for meeting bookings all day every day;

d. Any booking which falls outside these rules will be referred for approval to:

i. Vice-President (Media & Volunteering) for student bookings;

ii. General Manager for everyone else;
2. Priority of use   In the event of a conflict of bookings for the meeting rooms, priority shall be given in the following order:


a.
official use as authorised by:

(i)   
VP (Media & Volunteering)) for members of the Union;



(ii)
General Manager for members of staff;


b.
Standing Committees:


c.
Ratified Union Societies and Athletic Union clubs.


d.
Others.

3. Exemptions  The following will be allowed exemption from the above:

a. Careers:  
Careers will be allowed to book the Interview Rooms and Room 2 (11.30am – 2.30 pm) for lunch up to one year in advance.  
Pat Broderick will contact University House Reception by 4.30 pm on the Friday of each week to confirm the rooms including interview rooms and times for the following week.  Rooms vacant will be bookable by others.  Room 2 will be available for other use up to 11.30am and after 2.30pm on the occasions it is required.

b. Performing Societies – Drama, G+S and the Drama Department:

A maximum of 15 hours per week for each Society in meeting rooms 6 7 and 8.  Priority will be given to ratified Societies.
c. Counselling:

Meeting room 5 Monday to Friday 8.45am – 5.00pm is a permanent booking.  The main rules apply to other bookings.

d. Student Activities:

The Student Activities Co-ordinator may book the meeting rooms for an unlimited period for Give It a Go! sessions.  Any other bookings should be made subject to the main rules.
e. T’ai Chi:

May book their meetings up to one year in advance for a maximum of 4 hours per week – requirement because of instructor availability/booking.
f. Accommodation:

Bookings for use of Rooms 1 and 2 in the summer break may be made up to 6 months in advance.  Room 1 may not be used for more than 1 week in Semester (Week 1) and Room 2 not more than 2 weeks (Weeks 1 and 2).
4. Payment  University departments and external bodies will be charged to use the meeting rooms at University House at a rate of £30 per room.

5. Procedure  All meeting rooms will remain locked.  The procedure as detailed in Annex A should be followed.
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