How to… Yearly Bookings!

This guide has been produced to help you complete your yearly bookings application seamlessly and explain the procedures which the Union follow to process these requests. 

Yearly Bookings (Non-Physical Activity):
These bookings are processed by the Student Activities Team. They encompass regular club and society activities which take place on a routine basis in spaces administered between the Union and the College. 
Example: A weekly discussion seminar in a small classroom every Thursday from 18:00-19:00.
The College spaces may have to be booked on a termly basis, as we have to wait for confirmation of departmental bookings ahead of each term. This is similar to the process of block bookings, however we will already have the information required to process your termly booking requests and issue you with your confirmation before the term starts.
Where possible we will always try to complete your request as a yearly booking in College spaces and confirm the full request with you. 
Please be aware that some departments in College do not allow bookings during holidays and certainly not regular bookings. If you are looking to have bookings through the holiday periods, you will need to submit these as ad hoc bookings via the online portal system.
Many College departments also do not allow bookings in their spaces during exam season so be aware that you may not get your preferred allocation at these times.

Timeline:
	[bookmark: _GoBack]Date
	What’s Happening?

	1st April – 7th May
	Applications are open (First Round) 

	25th May – 15th June 
	Applications re-open for those who missed the first round. Be aware it is unlikely there will be much space left 

	1st Sept – 4th Sept
	The Union issue confirmation for Union space bookings

	4th Sept – 18th Sept
	The Union issue confirmation of College space bookings



This guide has a completed example application with tips highlighted on how to fill out the sections. Please have look at the following pages so that you can complete your booking request accurately.

[image: ]Not all CSPs have an email address, you can leave this field blank!
If your CSP has not elected a new Chair/President/Captain then please note ‘Not Elected’


[image: ]
Similarly with giving as many alternative days as possible, please also give us as many alternative time slots as possible. You can enter in the times between which your activity can take place, and then let us know how many hours out of that time frame you actually need.
Ideally, you will have more entries for this question than you have ‘days required’ for your activity. We need as many options as possible. Just because your club or society is used to having a certain time slot, doesn’t mean it will be the same this year!

[image: ]
You must select at least two options for each field, however this doesn’t restrict you to two options! Please select as many feasible options as possible to help us allocate space.

If you have an activity that can only be completed in one or two spaces (i.e. Cinema, etc.) you will still need to select two options per field. There is a comments section for you to note that you are unable to use certain spaces. 

[image: ]If you have listed space that your club cannot use – let us know here! Please provide any extra information about your booking request and activity that will be useful for us to know. The more information, the better! 
Let us know what equipment you require for your activity and where it is stored. If you don’t have any equipment, simply write N/A. Try and include room specifications (i.e. movable furniture, flat floor space, lecture theatres)
If you have more than one activity you need to submit a booking for (such as rehearsals for multiple groups) then selecting yes will take you to a fresh Activity Request page. 
If not, selecting No will take you to the end of the survey.

[image: ]
[image: ]
These are the two final screens of the survey. You will also receive an email confirming that we have received your yearly booking request. If you have any questions, please contact activities.rooms@ic.ac.uk
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Closure Dates: Please refer to the up-to-date calendar of closure dates and public
holidays on the College website
http://www.imperial.ac.uk/human-resources/procedures/leave/annual-leave/college-
closures/

Cancellation Policy:
I your Club/Society/Project wishes to cancel a session(s) you must notify 2 weeks
via email to activities.rooms@imperial.ac.uk

Failure to do so may result in your group being charged and/or being banned from
usage

Please note your sessions may be cancelled if numbers of members are low or your
Club/Society/Project is repeatedly late or absent, or there are outstanding financial
issues with your club

External Speakers:
I you have external speakers attending you must complete an external speakers

request form on eActivities which can be found on the following link
https://eactivities.union.ic.ac.uk/admin/csp/speakers

Alcohol & Food:

Please note that you are not allowed to consume any alcohol or food that is not a
personal lunch or purchased at a food outlet on campus. If you would like to have
catering at your events, please get in touch with conferenceandevents@ic.ac.uk
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This form should be completed if you wish to block book one of theor Union (including
JCR) or College spaces/facilities listed below. Please nofe your sessions may be
cancelled if numbers of members are low or your Club/Society/Project is repeatedly
late or absent, or If there are outstanding financial issues with your club

Which CSP are you submitting a booking for?

[RSE CALLIGRAPHY AND ORIENTAL PAINTING (422)
|AsE CHAMEER CHOR (423)

[R&E CHAMEER MUSIC (472)

laak cror 03)

[A&E COMEDY SOCIETY (424)

|A&E DANCE PERIAL (s25)

[A&E DESIGN COLLECTIVE (s76)

|A&E DRAMATIC SOCIETY ($00)

laee exec won)

Please provide the login details of your outgoing and incoming
Chair/President/Captain

Ougoig 1617
Incoming (1711)

If applicable, please provide us with your club email address

Cupamst [bsraigE s

Which periods do you require bookings (please select all applicable answers)

Please note that in College Spaces you are only permitied to have regular bookings
during term time

Certain departments do not allow any bookings during exam seasons.

At Term (30 Segt - 1587 D).

Spring Tem (8 Jan - 250 Mareh)

‘Summer Term (25t Ape - 20 June)

D1 Chrsmas Hoitay (16 Dec- 5 Jan)

] Eastr Holday (240 M - 27t Agr)

1 Summes Holday (30 due - 26 Sept)

General _ Reports.
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What is your activity (meeting, rehearsals, classes etc.)

Any physical activity must be submitted on the Physical Activity Qualtrics form. Please
visit the website for more information

& iold weeKly rehearsals for 5 different groups Wilhin our Society.

How many days a week does the activity require?

5w

Which days and times are suitable for your activity (please give as many feasible

options as possible)

Please note that the majority of departments so not permit bookings - especially noisy
activity - before 18:00 on weekdays

Consecutive hours needed

Start Time. End Time within time window provided

Monday 1800 2200 B

Tuesday 1800 2200 2

Wednesday 1800 [21:00

Thursday 1800 [20.00

Friday 1800 [21:00

Saturday 1000 [20.00

Sunday 1000 [20.00
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Drag and drop the spaces that can be used for you activity into the appropriate boxes
with at least two option in each. Please list all feasible options, just because your

club hasn't used the space previously doesn't mean it won't work out!

I your club can only complete your activity in one space (i.e. a snooker room),

please note this in the comments section below

ltems

‘Sherfield Building Junior
Common Room
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Union Dining Hall

Union Gym

Union Meeting Room 1 or 2
Union Meeting Room 182
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Please note any equipment or facility requirements your club has, including equipment
the club owns and is stored in one of the Union storage spaces

VA Tor reguiar bookings

Please note whether your activity is likely to cause noise disturbance or likely to require
furniture being moved

[Wilbe noisy due to singing and instruments

Please indicate what level risk your activity is

High Risk (i. requires insurance)
Medium risk (L. potentialfor injury)

Low fisk

Please use this space to provide any other comments, requirements or information about
your activity

jGeally need a piano for regular rehearsals

Is there another activity for which you need to request a block booking?
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