Annex A to 2005
Standing Order Governing Meeting Rooms
Policy  All meeting rooms are to remain locked when not in use.  To access a meeting room which has been booked in accordance with Standing Order 2.005 the following procedure should be followed:

(1) Collect the room key from Reception;
(2) Leave your Union Card or your staff card at reception for the duration of the meeting;
(3) After the meeting, lock the room.  Ensure all rubbish is removed and all furniture is replaced to its original position.  A porterage charge of £10 is required if the room is left in an unacceptable state.
(4) Return the key to Reception and collect your Union Card or staff card;

Meeting Room keys will be kept in the Porters Lodge and all Union/staff cards will be locked away until the key is returned, provided that the room is left in a suitable condition.  
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