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Appendix B — Scheduling Conferences and Public Events in Teaching Spaces

It is clearly desirable that the University runs conferences and public events such as lectures. However, these events should be directly related to the strategic objectives of the University and directly connected to the teaching and research programmes offered. 

The operational policies in relation to the scheduling of conferences and public events are outlined below.
1 Conferences and public events

An approved conference or event is one approved by the relevant Head of School as:
· involving a professional area directly related to the School’s academic programme; and/or
· directly supporting the strategic directions of the School, Faculty or University.

Note: other events may be booked, but are given lower priority.

2 Availability of space

(i) As set out in section 4.9 of the Timetable Policy, during trimester one and trimester two, priority on all campuses is given to the requirements of the teaching programme.  Conferences and other events may be booked in teaching rooms after the teaching and examination timetables are set each trimester.

(ii) Rutherford House during the first half of trimester three, and Alan MacDiarmid for the full period of trimester three are available for conferences and other events.  Teaching remains the highest priority in other buildings.

(iii) Conferences and other events may be scheduled during the trimester breaks or in other periods or times free of teaching or examining activities.

(iv) The ongoing maintenance of the University’s buildings and systems also needs to be managed and, may result in certain spaces begin unavailable for a period of time.

Note 1: As a result of the above constraints, conferences should normally be scheduled during trimester three or during the trimester breaks.  Events may also be scheduled outside the core teaching hours.  Scheduling events over a Friday to Monday period can also reduce conflict with teaching.

Note 2: Although priority is give to teaching activities, Schools are expected to be flexible and willing to compromise where practical.

3 Booking events

(i) Conferences and other events must be booked through the Victoria Venues and Functions Centre as set out in the Events Management Procedure.

(ii) Bookings for events to be held outside the teaching periods, or in Rutherford House or Alan MacDiarmid during trimester three may be made at any time.

(iii) Other bookings will generally be delayed until teaching requirements are finalised.

(iv) Events are booked on a first come, first served basis.
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