County of Huron

Health & Library Complex

Guidelines for Use of Meeting Rooms

1. Seminar Rooms #1, #2, and the Auditorium
· For every room booking made, a designated member of the group will be responsible for:

· clean-up

· providing necessary supplies

· control activities of participants

· Presentation equipment will not be available (i.e. overhead projector, VCR, LCD Projector) in the meeting rooms.

·  Supplies such as flipchart paper, markers, etc. are the responsibility of each group using the room.

· All food, scrap paper, etc. must be cleaned up at the end of the meeting.
· Set-up of the room will be the responsibility of the group. The group will also return the room to its original set-up.  

· Meetings and activities are to be confined to the meeting room (including refreshments) and not spilled over into hallways, Reception area or other rooms as this causes a disruption for other individuals in the building.
· Washrooms are located on the second floor.

· All outside groups will be required to sign this form which outlines the guidelines plus designates the person responsible.

· When meetings are held after 4:30 p.m., an Access Card must be signed out and picked up at Reception before 4:30 p.m. the day of the meeting. The Access Card must be returned and signed back in the next business day at Reception.
2. Fire Alarm

· If the fire alarm sounds, call the Fire Department, dial “3” for an outside line then “911” and then vacate the building. Refer to the evacuation maps posted near the door of each room. People are to meet in the front or back parking lots. The designated person responsible for the meeting should familiarize themselves with the nearest safety exits and is to ensure that all members of their group have left the building and are accounted for.
3. Fragrance Free

· The Health & Library Complex is a fragrance-free building.  Please request your group to refrain from wearing perfumes/colognes due to the sensitivity that can be experienced from such use.  It has been found that strong fragrances can build up, particularly in sealed indoor environments and consequently cause irritation, annoyance and/or allergic reactions, including headaches for some individuals. 

4. Kitchen Facilities

· If the group is serving food, the kitchen must be left clean and excess food removed. Recycle containers are available.
· External groups must supply their own coffee, tea, milk, sugar, cups, etc.
· Health Unit staff organizing meetings including outside participants can either supply their own coffee, tea, milk, sugar, cups etc. or they can purchase coffee and supplies from the  Health Unit  for $10/carafe through their team budget.
5. Smoking

· The Health & Library Complex is a smoke-free building.  If members of your group wish to smoke, they are asked to smoke 20 feet from the door entrances and use the containers provided for their cigarette butts.

6. Phone

· For emergency use only, a phone is available in the upstairs staff lunchroom – local calls only.

· Our Receptionist will deliver only urgent telephone messages for individuals using the meeting rooms. 

7. Facilities

· Groups larger than 25  
 FORMCHECKBOX 
 No   

 FORMCHECKBOX 
 Yes  

· If yes, Health Unit staff are to notify Facilities Staff as per GA 6.05 – Maintenance Requests
Disclaimer

Persons using meeting rooms in the Health Unit will be held responsible for any damage to the equipment and building facilities.  

PLEASE ENSURE THE OUTSIDE DOOR IS SECURELY LOCKED WHEN YOU LEAVE
       Date


Person Responsible (please print)


        Signature
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