Parking Passes

[bookmark: _Toc503535709]parking Areas
There are two car parking areas outside Legislative Buildings that require passes to park.

The DOI spaces by the red railings at the back door are NOT managed by this office.

The layby at the front of Legislative Buildings is a controlled parking area which we do manage.
Who can park
If anyone has business in Legislative Buildings they can park in the layby outside IF there is room AND they must have a pass issued by the front desk. There is no guarantee of a space.

Space can be coned off on request for example:
· When His Excellency is coming to Legislative Buildings
· If a tour is booked in and a coach needs to park

Tickets
The parking wardens will issue a ticket is anyone is parked without a parking pass.
Normally, the officer on duty will come into the library to ask before issuing a ticket. 

Issuing parking passes
· Passes are in the middle drawer on the front desk.
· Date stamp the laminated A4 pass
· Write in the log which pass is issued and who it has been issued to
· Remind the individual to return the pass before they leave
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