GUIDELINES FOR RESERVATION AND USE OF THE
STATE HOUSE CONFERENCE CENTRE

LOCATED ON VICTORIA STREET, ROSEAU
TELEPHONE NO.: 266 3333/448 2054
FAX No.: 449 8366
EMAIL ADDRESS: presidentsoffice @dominica.gov.dm

THE PURPOSE OF THESE GUIDELINES IS TO PROVIDE DIRECTION FOR
RESERVATION AND USE OF THE STATE HOUSE CONFERENCE
CENTRE. THE PURPOSE OF THE CONFERENCE CENTRE IS TO
PROVIDE AND MAINTAIN A FUNCTIONAL LARGE GROUP MEETING
ENVIRONMENT FOR ATTENDEES OF LOCAL AND REGIONAL
FUNCTIONS OF A MINISTERIAL LEVEL AND ABOVE
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> THE STATE HOUSE CONFERENCE CENTRE CONSISTS OF:

0 A MEDIA ROOM

O A SECRETARIAT

0 A GENERAL KITCHEN AND KITCHENETTE
0 A MEETING ROOM

O AN OVERHEAD PROJECTOR

O A PUBLIC ADDRESS SYSTEM

> THE FACILITY IS ACCESSIBLE FROM 8AM TO 10PM, AND IS ALSO
AVAILABLE DURING THE WEEKEND. THE PREMISES WILL BE
CLOSED TO THE GENERAL PUBLIC AT 10PM. AT THE TIME OF
DEPARTURE, THE USERS ARE TO ENSURE THAT THE WINDOWS
AND DOORS ARE CAREFULLY CLOSED, AND TO HAND OVER THE
KEYS TO THE SECURITY OFFICER.

> THERE MUST BE A MINIMUM OF 50 PERSONS ATTENDING TO
RESERVE THE CONFERENCE FACILITY. MAXIMUM OCCUPANCY
IS 200 FOR THEATRE STYLE SEATING (CHAIRS ONLY), AND 120
FOR CLASSROOM SEATING (TABLES AND CHAIRS).



> THE USE OF THE CONFERENCE CENTRE SHALL BE RESTRICTED
TO GOVERNMENT AGENCIES ONLY FOR THE HOSTING OF
APPROVED LOCAL AND REGIONAL SOCIO-CULTURAL
ACTIVITIES SUCH AS SEMINARS, CONFERENCES, TRAINING
SESSIONS, RECEPTIONS AND DINNERS AT MINISTERIAL LEVEL
AND ABOVE. GOVERNMENT MINISTRIES AND DEPARTMENTS
ARE PRESENTLY ACCOMMODATED FREE OF CHARGE.
HOWEVER, IF THE ACTIVITY IS FUNDED BY EXTERNAL
AGENCIES, MINISTRIES AND DEPARTMENTS ARE EXPECTED TO
CONTRIBUTE TO THE USE OF THE FACILITY.

> ALL USERS ARE REQUIRED TO MEET THE COST OF THE
FACILITY AT LEAST TWO DAYS PRIOR TO THE ACTIVITY;
PAYABLE TO THE ACCOUNTANT GENERAL, TREASURY
DEPARTMENT:

e NON-GOVERNMENT: $800.00/DAY
$600.00/HALF DAY
e STATUTORY BODIES: $700.00/DAY
$$500.00/HALF DAY

> ALL RESERVATIONS SHOULD BE MADE IN WRITING ONLY AND
EXCLUSIVELY THROUGH THE PRESIDENT’S SECRETARY, AND
NO LATER THAN SEVEN (7) WORKDAYS NOR MORE THAN
NINETY CALENDAR DAYS PRIOR TO THE DATE OF USE UNLESS
PARTICIPANTS, REGIONAL OR INTERNATIONAL, ARE EXPECTED
TO BE IN ATTENDANCE. USERS MAY USE THE FACILITY ON THE
DATE SET, AFTER HAVING OBTAINED WRITTEN APPROVAL.

> CANCELLATION SHOULD BE MADE NO LATER THAN SEVEN (7)
WORKDAYS PRIOR TO THE INTENDED DATE OF USE TO ALLOW
OTHER USERS TO BE SCHEDULED.

> SUBLETTING OR ACTUALLY MAKING THE FACILITY AVAILABLE
TO USERS THAT ARE NOT MENTIONED IS FORBIDDEN. WHEN A



BREACH OF THESE GUIDELINES IS OBSERVED, ACCESS TO THE
STATE HOUSE CONFERENCE CENTRE WILL BE IMMEDIATELY
DENIED AND DAMAGES WILL BE INVOICED.

FOR SECURITY REASONS, THE USERS SHOULD MAKE SURE
THAT THE MAXIMUM CAPACITY OF THE PREMISES IS NOT
EXCEEDED.

ENTRY TO THE CONFERENCE CENTRE WILL BE ACCESSED VIA
TURKEY LANE. SINCE PARKING SPACE IS LIMITED,
CARPOOLING IS RECOMMENDED FOR LARGER GROUPS.
PARKING SHALL BE IN THE FRONT AND BACK ENTRANCES OF
THE COMMISSIONS’ BUILDING ON TURKEY LANE AND CROSS
STREET, RESPECTIVELY. THERE IS NO AUTOMATIC ACCESS TO
PARKING ON THE STATE HOUSE COMPOUND. THERE IS ALSO
THE OPTION TO UTILIZE THE ANGLICAN CHURCH CAR PARK
FOR AN ACCESS FEE OF EC$5.00 FROM 7AM TO 5PM. USERS
SHOULD MAKE CONTACT WITH THE ANGLICAN RECTOR TO
MAKE NECESSARY ARRANGEMENTS.

SMOKING IS NOT PERMITTED IN THE BUILDING OR OUTSIDE
THE MAIN ENTRANCE.

IF THE ROOM TEMPERATURE IS UNCOMFORTABLE PLEASE DO
NOT ADJUST THE THERMOSTATS YOURSELF. PLEASE CALL
FOR ASSISTANCE.

LOITERING ON THE STATE HOUSE GROUNDS WILL NOT BE
ALLOWED.

FOOD IS PERMITTED IN THE CONFERENCE ROOM IN
CONJUNCTION WITH BUSINESS USE. ANY EQUIPMENT OR
SUPPLIES REQUIRED FOR FOOD SERVICES SUCH AS COFFEE
POTS, COOLERS, PLATES, GLASSES, ETC MUST BE FURNISHED
BY THE USER. ANY SPILLS ARE TO BE REPORTED TO THE



ASSISTANT PROPERTY ADMINISTRATOR FOR IMMEDIATE
CLEAN UP TO MINIMIZE STAINING.

THERE ARE TRASH RECEPTACLES PROVIDED IN THE ROOM AND
IT IS THE RESPONSIBILITY OF THE USING AGENCY TO SEE
THAT ALL WASTE PRODUCTS ARE PLACED IN THE CONTAINERS
AT THE END OF THEIR USE OF THE FACILITY.

THE GENERAL KITCHEN AND KITCHENETTE SHOULD BE
KEPT TIDY AT ALL TIMES AND GARBAGE DISPOSED OF IN
THE BINS PROVIDED.

DRINKS ARE TO BE SERVED BY THE USER FROM THE KITCHEN.
IF THE USER WANTS TO USE THE KITCHEN, HE/SHE WILL HAVE
TO STATE SO. IF NOT, THE KITCHEN WILL NOT BE ACCESSIBLE
TO THE PUBLIC.

WASHROOM AND KITCHENETTE FACILITIES ARE AVAILABLE TO
ALL USERS AT NO ADDITIONAL COST.

ANY SALE OF DRINKS/EATS IS FORBIDDEN.

USERS ARE ALLOWED TO CONTACT CATERERS AND TAKE
ORDERS THEMSELVES. ANY RELATED PAYMENTS WILL BE
MADE DIRECTLY WITH THE CATERER. CATERERS AND OTHER
PERSONS INTENDED TO USE THE FACILITY MUST BE CLEARED
WITH THE OFFICE OF THE PRESIDENT NO LATER THAN SEVEN
(7) WORKDAYS PRIOR TO THE DATE OF USE.

USERS RESERVING THE FACILITIES ARE RESPONSIBLE
FOR ARRANGING SEATING AND LAYOUT OF THE ROOMS
PRIOR TO AND AFTER THE EVENT WHICH MUST BE
APPROVED BY THE OFFICE OF THE PRESIDENT.
ARRANGEMENTS SHOULD ALSO BE MADE FOR THE
NECESSARY MESSENGERIAL, AND SECRETARIAL SUPPORT
REQUIRED, FOR THE ACTIVITY FOR WHICH BOOKINGS ARE
MADE.



USERS ARE TO ENSURE THAT THE FURNITURE AND
TECHNICAL EQUIPMENT ARE STORED IMMEDIATELY
AFTER THE ACTIVITY IN THE FOLLOWING WAY:

O CHAIRS AND TABLES ARE GATHERED AND NEATLY
PLACED AT THE BACK OF THE ROOM

O THE TECHNICAL EQUIPMENT WILL BE PUT BACK IN
THE CUPBOARD PROVIDED FOR THAT PURPOSE.

AVAILABILITY OF FURNITURE, EQUIPMENT AND TRAINING
AIDS SHOULD BE CONFIRMED PRIOR TO EVENTS.
FURNISHING OF ANY EQUIPMENT NOT AVAILABLE WILL BE
THE RESPONSIBILITY OF THE USER. IT IS RECOMMENDED
THAT THE USER CHECK OUT THE SPACE AND EQUIPMENT
PRIOR TO THE DAY OF USE.

ALL EQUIPMENT AND TEACHING AIDS IN THE CENTRE
MUST BE HANDLED WITH CARE. ASSISTANCE SHOULD BE
SOUGHT WHEN HANDLING UNFAMILIAR EQUIPMENT. |IF
ANY DAMAGE IS FOUND LATER, WITHOUT THE
PRESIDENT’S SECRETARY OR THE ASSISTANT PROPERTY
ADMINISTRATOR HAVING BEEN INFORMED, THE USER
WILL BE INVITED TO ATTEND WHEN THE DAMAGES ARE
ESTIMATED. ABSENCE OF THE USER WHEN DAMAGE IS
ESTIMATED IS CONSIDERED ACCEPTANCE OF THE CAUSES
AND RESPONSIBILITY FOR THE AMOUNT OF THE DAMAGE.
ALL EQUIPMENT BROUGHT IN MUST GO THROUGH A
SCREENING PROCESS AND APPROVED BY THE OFFICE OF
THE PRESIDENT PRIOR TO USE.

ITEMS BELONGING TO THE STATE HOUSE CONFERENCE
CENTRE MUST NOT BE TAKEN OUT OF THE BUILDING
WITHOUT DUE PERMISSION.

MODE OF DRESS MUST BE FORMAL.

THE TELEPHONE WILL BE RESTRICTED TO EMERGENCIES.
PERSONS MUST BE DISCREET IN THE USE OF THE
TELEPHONE.

MUSIC CAN BE PLAYED INSIDE OF THE STATE HOUSE
CONFERENCE CENTRE AS LONG AS THE VOLUME AND
QUALITY OF MUSIC DOES NOT EXCEED A REASONABLE
LIMIT HAVING REGARD TO ANNOYANCE TO THE
NEIGHBOURHOOD. THE PREMISES SHALL NOT BE USED
FOR PARTIES.



> DISTURBANCES GENERATED BY CHILDREN
ACCOMPANYING ATTENDEES ARE DISCOURAGED.

> USERS OF THE CENTRE ARE NOT TO DEFACE OR MISUSE
THE TABLES, WALLS, WINDOWS, DOORS, FURNITURE,
PANELS AND FLOORS.

> THE USE OF ANY PRODUCT THAT COULD BE A RISK FOR
ATTENDEES OR THAT CcouLD DAMAGE THE
INFRASTRUCTURE IS STRICTLY FORBIDDEN.

> THE USER SHOULD ENSURE THE SAFETY OF ATTENDEES
TO THE ACTIVITY. ALL FIRE PREVENTION MEASURES
MUST BE RESPECTED (FIRE EXTINGUISHERS, EMERGENCY
EXITS, ETC).

> IN THE EVENT OF ANY EVACUATION OR OTHER
EMERGENCIES, THE USER WILL ENSURE THAT THE
EMERGENCY EXITS AND THE ACCESS DOORS TO THE
MEETING ROOM ARE FREE OF OBSTACLES. THE OFFICE OF
THE PRESIDENT CANNOT BE HELD LIABLE FOR ANY
ACCIDENTS.

> THE OFFICE OF THE PRESIDENT WILL NOT BE
RESPONSIBLE FOR ANY LOSS OR DAMAGE OF ANY
PERSONAL ITEMS USED ON THE PREMISES DURING THE
PERIOD OF RENTAL OF THE CONFERENCE CENTRE OR FOR
ANY ITEMS LEFT ON THE SAID PREMISES BEYOND THE
STATED PERIOD. PLEASE NOTE THAT THEY WILL BE
DISPOSED OF AFTER 24 HOURS UNLESS OTHERWISE
PERMITTED BY THE OFFICE OF THE PRESIDENT.

> THE USER IS REQUESTED TO PERMIT ONLY TV CREWS AND
PHOTOGRAPHERS WHO HAVE BEEN INVITED BY THEM OR
HAVE RECEIVED THEIR PRIOR CONSENT TO RECORD
PROCEEDINGS OF THEIR PROGRAMMES. ALL THESE
PERSONS ARE TO BE CLEARED WITH THE OFFICE OF THE
PRESIDENT NO LATER THAN SEVEN (7) WORKDAYS PRIOR
TO THE DATE OF THE USE.

FAILURE TO OBSERVE ANY OF THE ABOVE GUIDELINES MAY
RESULT IN FUTURE USE PRIVILEGES BEING DENIED.



