Student Club & Society Room Booking Terms and Conditions
Room Availability and Booking Procedures
1. Bookings can only be made by a recognised officer of a ratified Student Union Club or Society. Bookings will not be accepted directly from individual students or groups of students who do not meet this requirement;
2. Requests for group study facilities outside of provision made in the Library and in Departmental-owned space must be made via the Timetable Officer in the relevant academic department; 
3. Club & Society room bookings can be requested from Monday, Week 1 of each new academic year (see University Weeks). After this date, rooms may be booked during the current term or for the next term from the penultimate week of term;
4. At least two working days’ notice is required for room bookings.

5. Requests for term-long block bookings will be considered by the Central Timetable Office on the basis that the room is not left empty on any occasion;
6. Bookings commence on the hour and the room(s) must be vacated by the time specified at the confirmation of booking, allowing ten minutes for changeover at the end of the period.
7. During term-time
, bookings are generally expected to commence outside of teaching hours
.  Booking requests to commence prior to 17.00 hours on a teaching day may only be confirmed up to two working days in advance of the event. The Central Timetable Office reserves the right to refuse such a room booking if there is a shortage of suitable teaching space available;

8. Teaching rooms are not available for bookings when the University is officially closed.
Room Usage

9. The room(s) must only be used for the purpose for which it has been booked, as specified at the time of booking. The stated purpose must be in accordance with the regulations established herewith;

10. No fee, charge or donation may be levied or suggested for any Club/Society event booked in a Central Teaching Room;

11. The number of people permitted to attend must not exceed the stated capacity of the room(s);

12. Noise levels must be kept to a minimum at all times, especially during teaching hours (until 7.00pm); events in neighbouring rooms and offices must be considered at all times. (See UoE Regulation 7.24: Members of the University shall not create, or cause to be created, excessive noise which causes discomfort, inconvenience or annoyance to authorised users of the University premises.)
13. No food or drink is to be consumed in Central Teaching Rooms, with the exception of bottled water.  Functions should be fully serviced by The University of Essex Catering Services. 
14. The University’s central teaching rooms are not intended for use as regulated performance space, for public entertainment events or private parties. 

15. Alcoholic beverages may not be bought, sold or consumed under any circumstances in any Central Teaching space.
16. Activities involving the collection of entry fees with the intention of gaming for prizes or prize monies are not permitted in any Central Teaching space.
17. Any event in a Central Teaching Room must strictly adhere to the Code of Practice – Freedom of Speech. For more details: http://www.essex.ac.uk/academic/docs/cal/freedom.shtm
18. Any meeting or activities involving a Guest Speaker must be notified to the Central Timetable Office at least four weeks prior to the proposed event taking place in order to ensure that the University authorities are aware of potentially controversial or problematic forthcoming events. 
19. Members of the University wishing to invite guests to the event shall do so only in accordance with the rules and regulations of the University and shall accept responsibility for the conduct of and for any loss or damage caused by their guests while on the University site. (See UoE Regulations, 7.7)

Room Layout, Furniture and Condition

20. The room(s) must be left free of rubbish and in a condition suitable for its primary function; Charges will be applied if a room is not left in an adequate state and furniture in its original position, and this may also jeopardise further bookings.
21. The furniture and equipment and other property owned by the University may not be moved within any building to another room nor removed from any building. (See UoE Regulations, 7.17)
22. Any damage must be immediately reported to the Central Timetable Office, by email to room-comments@essex.ac.uk.
General Conditions

23. The University accepts no responsibility for property lost or damaged on University premises. (See UoE Regulations, 7.14)
24. Children under the age of 12 must be closely supervised at all times. The University will require any children who are not so supervised to be removed from the building. The University accepts no liability for injury or harm to children. Visitors between the age of 12 and 17 years will be permitted to enter University buildings, other than the Library, provided that they are in a supervised group. 
25. No dogs, except for guide dogs, may be brought into or kept in any University building. 
26. Normal heating hours are optimised to be at working temperature from 8.45am to 7.00pm, Monday to Friday, from 1st October to 1st May inclusive. The University will not heat individual rooms within the Main academic buildings, outside the stated academic day. (UoE Energy Policy, Part B)
� University of Essex Timetable Policy defines Term-Time as Weeks 2-11, 16-25, 30-32 in a 52 week year. The week structure is published separately.


� Teaching hours commence at 09.00hrs and may extend until 19.00hrs, Monday to Friday. Timetable sessions are of 50 minutes duration starting promptly on the hour, with ten minutes allowed before the hour for group changeovers.
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