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ROOM BOOKINGS
1. There are a number of meeting rooms in the Health & Library Complex:
a. The Auditorium and Seminar Rooms 1 and 2
i. These rooms can be used for meetings by any County employee.
ii. The County also permits outside groups and agencies to use these spaces.  An approved list of groups and agencies is provided to Reception.
2. All room bookings are done through the appropriate calendars in the First Class conference. Meeting rooms are booked on a “first come, first serve” basis. All County of Huron employees have access to this conference in First Class.
3. Meetings of non-Health Unit groups and agencies:
a. These meetings are normally booked by a staff member who has linkages (see approved list) with the outside group. They may also be booked directly with the Receptionist.
b. Meetings of outside groups cannot be booked more than six months in advance.
4. All persons booking meeting rooms must read and follow the “Guidelines for Use of Meeting Rooms” – GA 6.06 A.  Outside groups must have this form signed by an authorized designate of their group.
5. All persons booking meeting rooms must advise those attending (in advance) that the Health & Library Complex is a ‘fragrance free’ workplace.  This information should be added to any notice / agenda regarding the meeting.
6. Health Unit staff are to follow the ‘Healthy Eating Guidelines – GA 5.09 and GA 5.09A’ for meetings, workshops, etc.
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