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ROOM BOOKING PROCEDURE

A booking form for hiring of rooms for the Old Court House should be completed by a named person responsible for the booking.

When an enquiry is taken over the telephone the name, address and contact number should be taken of the person responsible for the booking. A booking form will then be sent out in the mail and the date pencilled in the diary.

On receipt of the completed booking form an invoice will be raised for the booking period. A copy of the raised invoice will then be filed in the Court House booking form file after the invoice has been sent out.
All booking forms should then be placed in the Court House booking form file and the booking noted on the Court House usage form. 

FOC bookings should still complete a booking form (FOC version) in order to accept the conditions of use.

An agreement should be made for the date and time for key collection.

On the day of the event the room should be unlocked and checked over in readiness for the booked event

Upon collection of the key the person responsible should sign the key log and be asked to deposit the keys in the council post box after the doors are locked.
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