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Student Group Room Booking Form
GUIDE SHEET
REQUESTING A ROOM

· Forms should be handed-in/emailed to Student Activities & Development (union.arc@bcu.ac.uk) atleast two weeks prior to your booking.
· You will be emailed confirmation about your room booking within a week of submitting your form.
· Once your form is received it is sent to the University’s Room Bookings Coordinator and then the Union awaits a response (usually 5 working days); please be patient, we will get back to you as soon as we hear.
· It may take up to 2 weeks to receive confirmation of bookings in peak periods, such as Freshers, so please request your bookings well in advance.

· Rooms will be allocated depending on the availability of the room and the suitability of the room to your request, for example:  should you ask for a room with a capacity of 200 for a meeting of 20 students, then it is likely you will be allocated a more suitable room.

· Should you have a small group but would like to book a large room, please provide an explanation as to why you will require a bigger space.

· Teaching always takes priority over Student Group bookings
· Rooms can be booked Mon-Thurs until 8pm, Fri until 7pm, and until 5pm Sat/Sun.  Bookings after this time will only be specific and special activities.
ROOM RULES…
· Keep it tidy, please.
· No food or drink (especially no alcohol).
· Please do not remove any equipment or furniture, and ensure that fire exits are kept clear whilst using the room.

· No films may be shown in University rooms.  Should you want to show a film, please contact a member of staff in Student Activities & Development.

· If you leave early or need to cancel a booking, please contact Building Services or Security.

FIXED EQUIPMENT IN THE ROOM
· You may use computer equipment in the room by logging-in with your student ID.
· Please turn the equipment OFF after use.

INVITED SPEAKERS
Please provide information on any invited speakers to the University.  This is extremely important as some speakers may be controversial to some people and for the safety of your Group, fellow students and your invitees, it may be necessary for the Union to notify University Security if there are any risks to safety.

CONTACTING STUDENT ACTIVITIES

Staff in Student Activities can be contacted in person at the Students’ Union at City North Campus or via email on union.arc@bcu.ac.uk.

Student Group Room Booking Form
Club/Society: ___________________________________

Name: ___________________________________________

Contact No. and E-mail: ____________________________________      
Nominated persons with permission to alter booking details:

1………………………………………………….    2………………………………………………….
	Purpose and Topic of meeting


	

	Date room is required


	 
	Tick appropriate:

	
	
	Weekly
	

	
	
	Fortnightly
	

	
	
	Monthly
	

	Times room required


	START TIME
	END TIME


ROOM REQUIREMENTS

Please circle where appropriate
	No. persons attending
	 

	Equipment needed?
	Sound/Speakers, Mic
	Computer
	Whiteboard/Projector

	Style of layout
	Lecture
	Meeting
	Open-space


	Campus
	

	Room Requested (if known) & preferences (should room be unavailable)

 
	1st Preference
	 

	
	2nd Preference
	 

	
	3rd Preference
	 


	Will anyone be speaking at the event?
Has a Risk Assessment been done?
	If a BCU Student is speaking please state their name, student I.D & content of talk

If  an external Speaker is speaking complete an external speaker form
If no you will need to complete one at least 1 week before the event



	I have read the guide sheet & agree to take the responsibility for leaving the room in a clean and tidy condition.

Signature: ____________________________      Date: _____________
Print Name: __________________________


