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INTRODUCTION AND CONTACTS

The Office of the Registrar (hereinafter - OR) schedules classes into nearly 200 classrooms in buildings
throughout the campus. OR is responsible for managing room scheduling as well as confirming room booking
requests.

www.my.nu.edu.kz - Quick links-Class Booking <:| room booking requests

www.registrar.nu.edu.kz - Room booking-Room photos C:I classrooms description and photo

www.helpdesk.nu.edu.kz == technical issues and IT support

reception in Blocks or front desk in the library ¢z keys for rooms

NOTE: If you encounter any problems with your room at the time of the reservation, please see security
at the reception of the building who will contact the appropriate person to resolve the problem as quickly as
possible.

Rooms that are available can be reserved seven days a week, in accordance with current instructions
and building hours.

All events scheduled must be conducted in the manner stipulated in the booking confirmation. Any
changes in the original booking (e.g. timing, date) must be confirmed with OR.

All facilities of the University are governed by University regulations. Use of the facilities is limited to NU
community: students, faculty, staff, alumni, NU affiliated organizations and their guests.

Room booking requests associated with the course schedule from faculties should be coordinated with
Deans or authorized persons of the School.

NOTE: During the first two weeks of semester, OR does not fulfill requests for non-course events because
this period is always a critical time of shifting enrollments for courses. Starting the third week of the semester,
all requests for non-course events in Registrar-managed classrooms will be coordinated through the room
booking system.

Moreover, requests are not processed for the final exam period until the schedule of the final exams is
published. Thus, we prioritize the needs of our teaching faculties for classrooms for course-related instruction.

PRIORITIES

The scheduling priorities are listed in descending order below:

1. Courses and final exams;

2. Academic events (e.g. office hours, review sessions, midterms);

3. Non-academic events (e.g. public lectures, film screenings, concerts, social gatherings).

The office schedules recurring educational events over events that are one-time or occasional. If an
event has been scheduled and a request that is a more appropriate use of space is received later (e.g., a small
study group reserves a classroom and later the space is requested for a class), the office works with the first
requester to assist in finding an alternative site for the event. However, there is always the possibility that such
a relocation effort may be unsuccessful.

A class schedule change has priority over events and your group could possibly be asked to relocate if
this becomes necessary.

Factors considered in choosing between competing requests for the use of a room include: date and time
the request is received, type of use, expected attendance, requirements for special audio-visual service,
facilities, length of program, recurring events (daily, weekly, monthly, etc.) and availability of alternative space.

BOOKING INQUIRIES AND CONFIRMATION

Inquiries regarding room availability over the telephone, by email or other means of communication do not
confirm a reservation nor do they hold space for your event. Only an electronic reservation confirmation sent to


https://my.nu.edu.kz/wps/myportal/home/Services/NUITServices/labsroomssupport/classbooking/!ut/p/b1/04_Sj9Q1tDAyswBiQwv9CP2ovMSyzPTEksz8vMQcED_KLN7IP9DV0cnQ0cDCPNjYwNHbOMTf1NPM2MDdFKggEqjAAAdwNCCkP1w_CqzE2d3Rw8Tcx8DAwsfd1MDT0SM0yDLQGKjYGKoAjxV-Hvm5qfq5UTmWnrqOigCY0wQR/dl4/d5/L2dJQSEvUUt3QS80SmtFL1o2XzJPUUVBQjFBMEdMMTYwQUtKUTVGNzkyT1Mz/
https://registrar.nu.edu.kz/quick-links/room-photos
https://nu-helpdesk.freshservice.com/support/home
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you by a room reservation system from noreply@nu.edu.kz guarantees that the room has been reserved.

The office responds to room booking requests in the current semester during one working day, except for
those sent on weekends.

Room reservation requests are limited only for the current semester.

Reservation requests for final exams at graduate level will only be considered after the final exam
schedule at undergraduate level is published.

Reservations are limited to 4 hours per person per day. Special arrangements may be

o e possible depending on the reservation purpose.
4 To ensure that a room will be available, reservations shall be made in advance at weekdays
pm ) . : .
Mon - Eri before 4:00 pm. Reservations m_ade after that time cannot be guaranteed for that evening, nor
those made after 4:00 pm on Friday for the weekend.
Senate Hall, . L
Room booking requests from students for the events requiring large rooms such as Halls
Blue Hall,
Green Hall, (Senate, Blue, Gre_en, Orange HaIIs)_ and Ballrooms must be requested through the
Orange Hall department responsible for student affairs.
One month Rooms can be booked up to one month.
One week Individual study rooms can be booked up to one week following the request.
Remote use

of Computer Using computer labs remotely requires the room booking team’s confirmation
Labs

CANCELLATIONS

Booking cancellations must be sent to room_booking@nu.edu.kz at least 3 hours prior to a confirmed
reservation.

OR reserves the right to deny booking requests from any individual or organization which has a prior
history of noncompliance with the instructions.

NOTE: If a requester fails to appear within the first 20 minutes of the booking time, OR reserves the right
to provide the room to another person on a walk-in basis. However, since the upcoming time slots may already
be booked by others, the person who was given this opportunity may occupy the room until the end of the current
booking time.

OR reserves the right to refuse and/or cancel any reservation at any time for any reason.

LIABILITY

The University does not assume any liability for articles lost, stolen, or misplaced on University property.
Necessary precautions should be taken to protect valuables.

Personal belongings should not be left behind. If a person leaves personal belongings in the room
unattended, they will be sent to the Campus Security Office. They can be picked up there.

Group study rooms may be available for walk-in use; however, check with the Block manager or Security
officer at the reception, because a room may have a reservation. You will be asked to leave the room if someone
else has a reservation for it.

Food and drink

All food and beverage services are normally available from dining services. Non-University food vendors
shall be discussed and confirmed with the relevant University Department.

The University restricts the use of alcoholic beverages in campus facilities.

All trash must be cleaned up and disposed of at the end of an event. As stated in the “Condition of
Room” section below, the room requestor is held responsible for the condition in which the rooms are left.

Condition of room

The requester may change the room setup to accommodate the group. Before leaving the room it is the
requester’s responsibility to return the classroom to the layout for which it was scheduled (see room layout
diagram on www.registrar.nu.edu.kz and in good condition. As stated in the “Food and Drink” section above, all



mailto:room_booking@nu.edu.kz
https://registrar.nu.edu.kz/quick-links/room-photos
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trash must be cleaned up and disposed of at the end of an event.

Technical equipment in the room must be turned off upon the requester vacates the room.
Any organization or person that shows disregard for facilities and equipment may be charged fees,

be denied further use of classroom space, and/or be referred to the appropriate authority for disciplinary action.
The University will not assume responsibility for the damage to, or loss of, any merchandise or personal property.

Room usage fee

While there is no fee for academic or student use of classrooms, there might be a fee for non- academic

use. Depending on the needs of the event, there may be additional charges assessed by the relevant University
Department.

Safety regulations

In the interest of personal safety of guests of the University, students, and staff, all reservations for

University facilities are approved on the assumption that the facility will not be used in excess of the normal
seating capacity and will be used as it is normally equipped. It is further agreed upon that the posted safety and
fire prevention regulations will be followed.

Smoking regulations

Smoking is prohibited on the entire campus.

Animals

No animals are allowed in classrooms, Halls, ballrooms and conference rooms.

Penalties

Anyone who shows disregard to these instructions is subject to the following measures:

1. Oral or written warning.

2. Black listed until further notice.

3. Disciplinary action as per clause 32.

Using the rooms for any purposes breaching Student Code of Conduct and NU Ethics Policy are

subject to non-academic disciplinary case reported by a member of NU community including security, staff, etc.

ROOM BOOKING IN BLOCKS C3 and 5E (LIBRARY EXTENSION

C3

S5E

Due to the nature of study programs and events conducted in Block C3 by relevant graduate Schools,
the first priority is given to their faculty and graduate students.

A request from other groups of users for classroom booking in this block is subject to clarification
with the School administration by OR.

Individual study rooms in the Library extension can be booked up to 3 hours per day.

Library individual study rooms are available for booking from Monday to Friday during 9.00 am and
5.00 pm.

If a requester books an individual study room in the Library and fails to appear within the first 20
minutes of the booking time, the Library officer reserves the right to provide the key to another person
to use the room on a walk-in basis. However, since the upcoming time slots may already be booked by
others, the person who was given this opportunity may occupy the room until the end of the current
booking time.

Group study rooms are not for use as individual study areas and are not for meetings between
students and tutors, teaching, presentations, interviews or for University meetings. Rooms may be
booked for research projects work.



