
October 2017 

 
 

PLEASE READ: Policy for Beeson Room Bookings 

 
 
1. Individuals or departments within HCL’s funding bodies  (University of Oxford, OUHT 

etc.) can book the Beeson Room in advance, provided that the room is not required by 
HCL. The usual fee of £100 per half day will be waived for this group of hirers. 
 

2. The Room is available for booking between the hours of 9 am – 6.30 pm  Monday to 
Friday. Staff are available to unlock the Room from 8.45 am.  
 

3. Hirers are responsible for setting up the Room for their session. Hirers are also 
responsible for tidying up after their session, and returning the Room to how they found 
it. 
 

4. The library is a quiet study space. Hirers are asked to be considerate of other library 
users when entering and exiting the Beeson Room.  
 

5. Due to the popularity of the room, should you no longer require the room we would be 
grateful if you could contact us as soon as possible at: hcl-
renewals@bodleian.ox.ac.uk, so the room can be used by other people. 
 

6. The Room booking does not include access to photocopying facilities or other admin & 
secretarial services.  Hirers need to provide their own paper if using the Beeson Room 
printer.  There is no dedicated printer for the NHS networked machines but the 
Library’s Printing Copying and Scanning (PCAS) online system can be accessed by 
users with a PCAS account. 
 

7.  Refreshments can be arranged through the Post Graduate Centre: 
(Andrew@carpentercatering.co.uk).  
The Hirer is responsible for making sure that when booking refreshments  you ask 
them to collect the left over food, drink etc, before the end of your session.  
Please give them a time to collect the food/drink before the end of your session.  
Please ensure all rubbish is put in the bin.  
PLEASE NOTE: the company will need to collect food before 4pm, so this may mean 
them coming in during your session to collect it, so please ensure it is put all together 
near to the door.  

 
8. The remote control for the Beeson Room’s projector is held at the library help desk. If 

the projector is required, someone present at the meeting must sign out the remote 
control and ensure it is brought back to the help desk at the end of the session.  

 
 

There is a booking form attached on the next page. 
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October 2017 

 

 
 

Bodleian Health Care Libraries (BHCL)                     
 Beeson Training Room Booking Form  

01865 221936 
 

PLEASE RETURN FORMS TO: hcl-renewals@bodleian.ox.ac.uk 

 
Organisation/Department: 
 
Contact name: 
 
Phone number:                                    Email address: 
 

 
Date of session: 
 

 
Time of session: 
 

 
Setting up / Arrival time: 
 
Staff are available to unlock the Beeson Room from 8.45 am 

 
Estimated time of departure:  
 

 
Estimated number of people attending session: 

(Beeson Room seats approximately: 12 people boardroom-style, and 26 lecture-style):  
 

 
Hirers are responsible for setting up the room for their session, and for tidying up after 

 

PLEASE NOTE:  
Due to new OUH Trust IT Policy people using the OUH Networked 

computers should be using their own OUH computer logins.   
If this is a problem, please contact us.    

 
Equipment Available in the Beeson Room:  
        

 OUH network PCs (9 participants and 1 presenter)      

 University network PCs (8 participants and 1 presenter) 

 Projector (1) (remote control for the projector is held at the library help desk) 

 Flipchart (1) 

 Whiteboard (1) 

 Printer (1- paper not supplied) (key to unlock the printer is held at the library help desk) 

 Amplifier 

 Tables (5) 
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