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Estates & Facilities Services – Timetabling and Space Management

_____________________________________________________
Web Room bookings: Terms and Conditions
The current time period for web room bookings is 20th April-25th July. If you are requesting a booking after this date please e-mail ful-pet-roombooking@anglia.ac.uk
1. To request a web room booking all users must provide correct information and complete all mandatory fields on the room booking request form.

2. A room can be requested through web room bookings but Timetabling and Space Management reserve the right to change this room if a more suitable room is available.

3. If a layout is required in the room please specify at the time of booking so that TSM can check whether there is time either side of your booking for the room to be set up. If not, another room may be allocated or we will inform you if a layout is not possible.

4. If your booking is considered to be an external booking we will pass this on to the events team and notify you.  Any external bookings need to be sent to events@anglia.ac.uk
5. To check any bookings that have been requested or confirmed please use ‘My Bookings’ to check details

6. To cancel a booking please use ‘My Bookings’ and click on Cancel. Please cancel all rooms as far in advance as possible to allow the rooms to be reallocated.

7. Catering can not be booked through Web room bookings. Please contact fhsc@avenance.co.uk or ring ext. 01223 882235

