	PROBLEM

	CONTACT

	Unclean room
	Room is not clean.
	Contact Estates – Estates HELPDESK (87)4540
Mick Pepper (87)3144
Mark Ager (87)2963

	Locked room
	Room is locked.  Cleaners should open teaching rooms at the start of the day.
	Contact Estates – Estates HELPDESK (87)4540
Mick Pepper (87)3144


	Resetting furniture
	Need to have furniture moved/reset before and after event.
	Contact Estates, Mick Pepper, with a charge code.  
You will need to ensure that set-up and set-down time are built into the booking.
Mick Pepper (87)3144


	Double booked rooms
	Room appears to be double booked
	Contact CTO on:
(87)4081; (87)2981 OR (87)2994

	AV equipment not functioning
	Contact AVMS.  AVMS prefer the lecturer to be in the room when they attend in order to identify whether the problem lies with the user or the equipment.
	Contact AVMS – (87)3220

	Need Key Code (CB12)
	Contact CTO
	Contact CTO on: (87)4081; (87)2981 OR (87)2994

	Heating 

	Estates helpdesk
	Estates helpdesk – FAULTS (87)2959 OR HELPDESK (87)4540

	Room lighting / squeaky doors /blinds, curtains etc.
	Estates helpdesk
	Estates helpdesk – FAULTS (87)2959 OR HELPDESK (87)4540

	Room comments
	Any comment re the room – e.g whiteboards / Whiteboard pens/ heating/cooling in rooms etc
	Please e-mail  room-comments - Teaching Room Comments   room-comments@essex.ac.uk   Comments are emailed to AVMS, CTO and ESTATES for action by the relevant section

	Furniture requests for rooms
	Requests for additional furniture desks, chairs etc
	Please e-mail  room-comments - Teaching Room Comments   room-comments@essex.ac.uk   Comments are emailed to AVMS, CTO and ESTATES for action by the relevant section

	Teaching events overrunning/ rooms being vacated too late
	The first point of contact will be CTO.  CTO will, in turn, forward complaint to the relevant section/department for action.
	Contact CTO on:
(87)4081; (87)2981 OR (87)2994

	PC Labs
	Any issue to do with PC Labs e.g. software, pc’s not functioning etc
	ISS Helpdesk (87)2345

	Telephones in teaching rooms
	
	Trish Linton (87)2349

	Fans/Lecterns
	
	Please note that it not University policy to supply fans or lecterns



