
Nucleus Event Booking Form
Please complete all unshaded sections of the form 
	1. Contact information

	Name of Individual/Department/School/Company
	

	Contact 
	

	Phone
	
	Mobile
	

	Email
	

	Postal address
	

	2. Venue Use Details

	Purpose of booking 
	Name of your event for the screen outside Click or tap here to enter text.
Details of your programme. Click or tap here to enter text.
What are the aims of the event? Click or tap here to enter text.

	
	Is this a student cohort building activity for CSE students? 
	☐

	
	Is this a student cohort building activity for students in other parts of UoE? 
	☐

	
	Is this a conference hosted by CSE students? 
	☐

	
	Is this a conference hosted by CSE staff? 
	☐

	
	Is this an extracurricular teaching activity? 
	☐

	
	Is this teaching activity? (i.e. does it form part of a core teaching course? Would it appear on a personalised teaching timetable? If so, please fill this form instead)
	☐

	Is the event free for attendees?
	☐
	If not, are there commercial interests?
Click or tap here to enter text.

	Are you running this event for external attendees?
	☐

	

	Might the topic or the speaker at the event be viewed as controversial?
	☐

	If yes, please refer to https://www.ed.ac.uk/university-secretary-group/prevent-duty/policies-and-procedures 

	Exact date(s) and times of proposed booking.  Please include time required for set-up & pack-up. If more than two dates are required, please attach a document clearly listing all facilities, dates and times.

	DAY
	DATE
	START TIME 
	FINISH TIME
	TOTAL NUMBER EXPECTED

	
	
	
	
	

	
	
	
	
	

	3. Venue requirements 
Please tick all areas required. View 360 views of rooms here  (hover over thumbnails for room names)

	Alder Lecture Theatre - LGF
300-person lecture theatre with bleacher seating that can be positioned flat against the wall or tiered.
	☐ 
Bleachers in place ☐
Bleachers against wall ☐

	Elm Lecture Theatre - GF
112-person collaborative lecture theatre.
	☐

	Larch Lecture Theatre – 1F
300-person turn-and-learn lecture theatre. Alternate rows of seats can be turned 180° to allow discussion or small working groups.
	☐

	Oak Lecture Theatre – 1F/2F
400-person fixed seating lecture theatre primarily for high-volume classes.
	☐

	Hawthorn – 2F
132-person studio classroom with six-person group teaching desks.
	☐

	Rowan – 2F
60-person studio classroom.
	☐

	Yew Lecture Theatre – 2F
150-person bleacher-style lecture theatre with flat or tiered seating which can be moved to the back of the room. 
	☐
Bleachers in place ☐
Bleachers against wall ☐

	Foyer space on ground floor
	☐

	Foyer space on first floor
	☐

	Foyer space on second floor
	☐

	4. Additional requirements 

	Furniture Floor plans available here  Do you need:
· tables in/outside the room(s) booked for catering or registration? We have 22 tables (size 1.8m x 0.8m)
· Poster boards? We have 40, which fit 80 A0 posters (portrait) with both sides used in zigzag format. If you need more, then please arrange directly with Pegasus info@pegasussl.co.uk or Poster Board Hire mike@posterboardhire.com - both on P&M.
· Coat rails? Please indicate number and locations – 3 available, with hangers
· We have 50 chairs additional to fixed seating which can be made available for your event.
	Tables required? ☐ Please indicate number and location Click or tap here to enter text.
Poster boards required? ☐ Please indicate number and location. Click or tap here to enter text.
Coat rails required? ☐ Please indicate number and location. Click or tap here to enter text.
Additional chairs required? ☐ Please indicate number and location. Click or tap here to enter text.

	Catering
This must be arranged and paid for by the event organiser. We request you make early contact with ACE. If they cannot cater your event, Blue Sky or Pinkerton’s may be able to help.
	Please indicate if you will have catering ☐ 
Which caterer you will use? Click or tap here to enter text.

	AV equipment
	Will you use the AV equipment provided in the LTs?   ☐

	Out of hours entry/servitor cover required?
Semester: Mon-Fri 8.30am-11pm; Sat 9am-7pm; Sun 10am-7pm.
Out of semester: Mon – Thu 8:30am -7pm; Fri 8:30am - 5pm. Sat-Sun 10am - 4pm.
	Access required outside of opening hours? ☐ 
Please indicate entry and exit times. Click or tap here to enter text.

	Wi-Fi
	☐

	5. Marketing details

	If you would like to have your event shown in the Nucleus large screen in the foyer, please tick the box and send to nucleus.bookings@ed.ac.uk a png or jpg file, landscape, sized at 1920x1080 px. Template available if required.
	☐
	6. Payment

	The University will invoice you for the event price detailed below

	Nucleus space required
	Price per day
	Total

	
	
	

	Out of hours/cleaning/utilities costs
	
	

	Total
	
	

	7. Agreement

	I agree to ensure that all individuals, members, and groups using the venue on approval of this booking request will comply with all conditions of entry and use as outlined in these documents.
All events will have a designated responsible person. For internal events, this should be a University of Edinburgh member of staff or a student. For external events, this should be a dedicated organiser or host who will be present during the event.
The responsible person will be present throughout the event. This person will:
· Carry out a risk assessment where necessary and submit it to nucleus.bookings@ed.ac.uk in advance.
· Ensure that attendees are aware of, and comply with the safety and fire procedures for the building, If a PEEP (Personal Emergency Evacuation Plan) is needed, this should be noted in the risk assessment and submitted together with the risk assessment.
· Ensure that rooms are left clean and any furniture moved has been returned to its original place. 
· Be held responsible for any additional cleaning charges or damage to facilities incurred during the period of their booking.
· Ensure that guests leave the building at the end of the event.
· Ensure that the event has appropriate fire warden and first aid cover.
The Nucleus team, can support your event in the following ways:
· Booking space in the Nucleus and signposting to breakout spaces available elsewhere on KB campus,
· Ensuring you have the equipment you need for your event e.g. additional chairs or tables for catering,
· Coordinating support from the servitor team,
· Signposting to other services e.g. catering and IT support,
The Nucleus team cannot provide administration support for events, or on the day support for all events taking place in the Nucleus.

	Signed (electronic is fine)
	
	Date
	

	Print name
	



1

