North West Kilmarnock Area Centre
Room Bookings Explanatory Notes

· All Requests for use of a meeting room must be submitted on an official room booking form and e-mailed to nwacreception@east-ayrshire.gov.uk
· Urgent Room Bookings

In the event of an urgent room booking (urgent is classed as same day) contact can be made with centre reception where every effort will be made to accommodate request.   For record purposes all verbal requests must then be followed up by completion of a booking form.
· Next Day Room Bookings

Any bookings for the next day will follow normal procedures i.e. e-mail booking form to nwacreception@east-ayrshire.gov.uk
NB. Reception staff check forms and process on receipt.

· Flexibility – Checking times in proximity of requested time
In the event that no rooms are available for requested start time, centre reception will check availability up to two hours either side of request and offer an alternative time (should one be available).
Alternatively, where anytime on a particular day is acceptable, at start time please detail Anytime and at finish time detail Duration of the meeting.  Centre Reception will then check availability for that day and respond accordingly.

· 12 monthly advance booking period
Due to competing demands and high room usage bookings will only be accepted up to 12 months in advance.
· Accommodation Required

In this section room preference should be indicated by numbering I.e. if your preference is for an Interview Room indicate this with 1 and if your 2nd choice, should an Interview Room not be available would be for a Consulting Room indicate this with a 2.

Note.     A 2 will be the preference choice and does not mean that 2 rooms are requested.  Where more than one room is being asked for this should be clearly indicated on the booking form. 
· Evening Meetings
Evening meetings should conclude by 9.45pm to enable facilities officers to check and secure premises prior to closure.

· Confirmation of Booking
Confirmation of bookings will be e-mailed to Contact Name on booking form. Where no rooms are available this information will also be advised by e-mail.
· Catering 

There are 2 options open in regard to arranging Catering;
Option 1  : Centre’s Kenco Tea/Coffee/Hot Chocolate Machines
The Centre has 2 Tea/Coffee/Hot Chocolate Machines, one of which is in the Multi-Purpose Room (plumbed in) and the 2nd one is portable and can be booked for any room.

Procedure for booking
· On receipt of booking confirmation please submit an email to nwacreception@east-ayrshire.gov.uk detailing booking reference number (detailed on booking confirmation email), date and time of meeting, room booked.

· Please detail number of people whom you wish to book Tea/Coffee for, biscuits will also be provided.
· Please detail a cost centre for re-charge purposes. Cost will be £1 a head (minimum charge £5).

Option 2 : On-Site Services
Tea/Coffee and food catering i.e. scones, or lunches can be provided by East Ayrshire Council On-Site Services.  To book contact Chris Walker, Senior Catering Manager on 01563 526460 or email chris.walker@east-ayrshire.gov.uk 
· Equipment
Centre has undernoted equipment which can be booked (dependant on availability) by contacting Centre Reception on 01563 578705;
· LCD Projector

· Free standing Projector Screen

· Flip Chart

· TV/DVD/Video Player

Note: Wall mounted pull-down Projection Screens are in place in Multi-Purpose Room and Meeting Room 1.
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