
Bookable Space Policy

Note 1: this policy will form part of the Space Norms, and therefore does not repeat our core

principles of space management (e.g. all space is university space).

Note 2: this policy is designed to put in place space management related principles only, and

therefore does not include any conditions of use (e.g. opening hours).

1. Definition of bookable space

1.1. For the purposes of this policy, bookable space means the spaces within the estate

that are made available to the University for bookings, with the exclusion of spaces

licensed or leased to third parties, and of sports facilities.

2. Managing bookable space

2.1. The sole software platform for managing all bookable space will be TermTime,

accessed either directly or indirectly (e.g. student app).  Bookings should not be

managed through other methods.

3. Classifying bookable space

3.1. All bookable space will belong to one of seven categories:

3.1.1. Generalist teaching and learning space

3.1.2. Specialist teaching and learning space

3.1.3. Study space

3.1.4. Meeting space

3.1.5. Social space

3.1.6. Catering venues and outlets

3.1.7. Outside space

3.2. Bookable units range in size from a single seating point to a geographical area.

4. Pooling and sharing bookable space

4.1. Bookable space will be pooled and shared for the benefit of the University

community.  Pooling and sharing space will enable more efficient ways of working

and will support environmental and financial sustainability.

4.2. Some bookable space will be for the exclusive use of one or more departments or

directorates.  Exclusive use can only be facilitated for:

4.2.1. Specialist space containing facilities or equipment that preclude the safe use

of the space by others, or is in its conception not able to support generalist

teaching.

4.2.2. Space with regulated access as a Health & Safety risk control measure (e.g.

access limited by biosafety levels).

4.2.3. Space with regulated access as a physical security measure required by

specific funding or regulatory conditions (e.g. ISO27001 standard).
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4.2.4. Space provided for a programme of study through a specific and explicit

external accreditation requirement.

4.2.5. Space provided for a research activity through a specific and explicit clause in

a research funding contract.

5. Who can book

5.1. Members of the University community can make bookings as follows:

5.1.1. Generalist teaching and learning space: all students, staff and associates

5.1.2. Specialist teaching space: all students, staff and associates, depending on

specific conditions of use

5.1.3. Study space: students only

5.1.4. Meeting space: staff and research students only

5.1.5. Social space: all students, staff and associates

5.1.6. Catering venues and outlets:  all students, staff and associates

5.1.7. Outside space: all students, staff and associates

6. When bookings can be made

6.1. Bookings can be made for any future date, with the following restrictions:

6.1.1. Teaching and learning space: for the current and coming year only, and only

after the timetable has been published

6.1.2. Study space: one month in advance

6.1.3. Meeting space: for the current and coming academic year only

6.1.4. Social space: for the current and coming academic year only

6.1.5. Catering venues and outlets: for the current and coming academic year only,

and outside the designated dining hours

6.1.6. Outside space: for the current and coming year only, and only after the

timetable has been published

6.2. Some spaces will be for the exclusive use of the York Conferences team during

designated periods.  To that end, an annual allocation of availability will be created

which will balance the need of staff and students with the need to generate income.

The annual allocation will be reviewed by the Operations Group.

7. Quota management

7.1. Quota management can be imposed upon specific groups of students, staff or

associates, and be applied to specific spaces.  Quota management can place

limitations on:

7.1.1. The length of a booking

7.1.2. The overall quantity of time that can be booked over a specific period

7.1.3. The length of time between repeat bookings

8. Approval of bookings

8.1. Bookings will be confirmed instantly, and do not need approving, apart from:

8.1.1. Bookings for activities that require an Event Management Form

8.1.2. Bookings for catering venues and outlets

8.1.3. Bookings for space containing equipment that requires specific training
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8.1.4. Bookings for spaces that require a change in layout

8.1.5. Bookings for specialist teaching spaces

9. Priority bookings

9.1. Bookings for certain activities can be made in teaching and learning space as part of

the timetable build process, and prior to the release of leftover availability to the

University community:

9.1.1. Student recruitment and marketing activities

9.1.2. Student welcome activities

9.1.3. Student employability activities

9.1.4. Widening participation activities

9.1.5. University-level governance committees

9.1.6. Faculty-level governance committees

9.1.7. Department-level governance committees

9.1.8. Research Seminar Series

9.1.9. Events pre-planned by GSA and YUSU (and its student groups)

9.1.10. Graduation

9.1.11. University-wide community engagement activities such as Festival of Ideas

9.2. The concept of priority relates to the moment in time when bookings can be made

only.  All priority bookings in teaching and learning space are subject to relocation

should the academic timetable require this.

9.3. Should the academic timetable require this, bookings for non-priority activities in

teaching and learning space can be cancelled, rescheduled or relocated.
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