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Room BookingsRoom BookingsRoom Bookings



For repeating events in a
Birkbeck venue, list multiple

dates in the same booking

Example:
23/10/2025, Start: 15:00, End: 16:30
30/10/2025, Start: 15:00, End: 16:30
06/11/2025, Start: 15:00, End: 16:30

23/10/2026, Start: 15:00, End: 16:30

The Room Bookings team 
assigns rooms based on 

expected capacity

Room Layouts are only available 
in Room Type - Classroom!

Suitable for most socials, meetups 
and talks - has Hy-Flex equiptment

Suitable for computing events only, rare availability

Suitable for lectures, debates, and movie nights

Gordon Square Building, rare availability
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FundingFundingFunding

Grant

Memberships

Ticketing

Crowdfunding

BBK Kickstart

Excursions, 
formals etc.

Standard - subsidised for current BBK students
UoL - slightly subsidised for University of

London Students
Affiliate - full price for staff/alumni/members of

the public

Applications open twice a
year: once in October and the
other in January
Dependent on membership
numbers



BudgetingBudgetingBudgeting



OrderingOrderingOrdering

Item, quantity, link

Ordered under event lead’s name

1) Items must be linked in the Event
Proposal form
2) Items can only be ordered for delivery to
the college or for pick-up
3) Student groups are responsible for
arranging pick-up of items ahead of the
event date; this needs to be arranged with
the Engagement Coordinator
4) All items must be requested at least a
month in advance; purchases that can be
foreseen will not qualify for
reimbursements
5) Inventory cannot be stored in the SU
office



Advertising + CommunicationsAdvertising + CommunicationsAdvertising + Communications

Communication channels the SU provides (internal group
activity only):

SU Website 
Native (events appear under What’s On)
SU Instagram (stories only, if @birkbeckunion is tagged)
Coming soon: Student Group Newsletter segment
Poster space in the SU

Communication channels the group is fully responsible for:
Social media
Group chats (invite-only)
Posters on campus (on glass surfaces only)
Members’ mailing lists



Risk AssesmentRisk AssesmentRisk Assesment

! Do not exceed room capacity
! Do not block exits with furniture

! If an incident occurs, report it



Event House-KeepingEvent House-KeepingEvent House-Keeping

1) Room bookings for routine events should be made at least 5 working days before the
event.
2) Room bookings and event proposals should be made at least 1 calendar month before
the event.
3) Alert the SU if an event has been cancelled.
4) If events are attended by persons who do not hold an active official membership to your
club, all attendees must be signed in (full name + email). This information should only be
handled by the student group committee, should not be left unattended, and in line with
General Data Protection, should be destroyed after no longer than 6 months. A paper
shredder is available in the SU for this purpose. We advise against collecting student data
electronically unless it is anonymous.
5) Students should be made aware of whether a venue is accessible, and accessibility
should be taken into account when planning an external event.



Compliance & Health and SafetyCompliance & Health and SafetyCompliance & Health and Safety
! The majority of members must be current Birkbeck
students

! To book rooms, the student group must be affiliated

! All non-members must hold an event ticket or be signed
in at the event (full name + email)

! All external speakers must be registered via the Room
Booking form

! The SU must be made aware of any trips/excursions in
advance

! Classrooms and venues must be returned in the state
that they were received

! Be mindful of noise during teaching hours (2-5 pm, 6-9
pm)

! Venues should not be used unless you have received a
formal room booking confirmation

! Allergens should be displayed if food is being served according to
Natasha’s Law (guidance available in the Resource Library

! No home-made food is allowed at events

! All members should be made aware of the Incident Reporting
Form (available in the Resource Library)

! Event capacity should not exceed the capacity listed on the room
booking form - bookings marked, for example, 30+, will be booked
for 30 people, so it’s important to list the higher end of the ballpark

! Furniture in the classrooms should not be stacked; please request
room layouts via the room booking form

! Fire exits must not be blocked under any circumstances

! All events with added risk (trips, events with food, etc.) must be
covered by a risk assessment 



Mentoring and Volunteering Programmes –Mentoring and Volunteering Programmes –

Development & Alumni OfficeDevelopment & Alumni Office

Mentoring and Volunteering Programmes –

Development & Alumni Office

Careers Clinic Mentoring Pathways



Thank you!Thank you!Thank you!

Important Contacts within the SU:

Enia Soka - Engagement Coordinator, e.soka@bbk.ac.uk

Parwana Haydar - Comms & Engagement Manager, p.haydar@bbk.ac.uk

Aminah Khan, SU Finance, aminah.khan@bbk.ac.uk

SU Support, su-support@bbk.ac.uk
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