
 

 

 

EXPRESS SCHEDULING ROOM POLICIES & PROCEDURES 

The General Event Services Venue Policies & Procedures are intended to support inclusive access to 
campus resources and promote community engagement among students, faculty, staff, and guests. 
These policies and procedures ensure that events held in University-managed spaces do not disrupt 
the educational mission of UC Berkeley. All policies & procedures apply to EXPRESS SCHEDULING 
ROOM managed by Berkeley Event Services.  All policies listed below must be followed. Failure to 
comply may result in reservation cancellation, additional fees, or infractions, which could lead to 
restrictions on future reservations. Receipt of a confirmation is acceptance of the terms listed below:  

1.​ BOOKING WINDOW AND LIMITS:  

Eshleman - Practice and Performance Spaces 
(1) reservation per day 
(3) hours maximum per day 
(16) reservations per semester, per RSO 
May book same day reservations, may cancel reservations on your own, up to the reserved start 
time 
 
Eshleman - Conference Rooms and bNorth Conference Rooms 
(2) reservation per day 
(90) minutes maximum per reservation, up to (3) hours per day 
(16) reservations per semester, per RSO 
May book same day reservations, may cancel reservations on your own, up to the reserved start 
time 
 

2.​ PROHIBITED ITEMS 

Alcohol, confetti of any size or type, loose rose petals, loose glitter, balloons of any type, and 
smoking are prohibited in the quick book rooms. 

3.​ RESERVATION RESPONSIBILITY​
Use of express scheduling rooms must strictly adhere to the confirmed reservation location and 
times. Early arrival or late departure is not permitted. The reserving organization/party is 
responsible for all costs associated with the reservation. 

4.​ CHECK IN PROCEDURES​
Upon arrival for a reservation, clients are required to check in with Event Services Staff with 
Cal1card and reservation confirmation email: 

Check In Locations:  
1.​ Eshleman Hall: Clients will check-in at the Eshleman first floor desk 



 

2.​ BNorth spaces: Clients will check-in at the Martin Luther King Jr. Student Union 
2nd floor desk.  

3.​ NOISE LEVELS​
Any noise audible outside the reserved spaces is prohibited. Any additional audiovisual 
equipment must be disclosed to and approved by the Event Services  

4.​ CAPACITY LIMITS​
Do not exceed the posted capacity, as determined by fire code regulations. 

5.​ FURNITURE AND EQUIPMENT​
Furniture and equipment may not be removed, rearranged, or brought into the quickbook rooms 
without prior approval. Any additional equipment must be disclosed to and approved by the 
Event Services Staff. 

5.​ OBSTRUCTIONS​
Windows, doors, and exits must remain unobstructed at all times. 

6.​ EVENT EQUIPMENT, DECORATIONS, AND POSTING​
All items, brought in by CLIENT, must be removed at the end of the reservation or cleaning fees 
will be assessed. Do not tape or hang anything on walls, windows, doors, or floors without 
written permission. Any decorations or materials must be disclosed to and approved by the 
Event Services Staff. Only blue painter’s tape is permitted. 

7.​ EXCESSIVE WASTE​
Any waste must be removed by the end of the reservation. Violations are subject to cleaning 
fees. 

8.​ RESERVATION ELIGIBILITY: 
Campus departments or RSO Signatories, with reservation privileges, may not serve as 
intermediaries or make reservations on behalf of organizations not of their own.  

9.​ CHANGES​
All reservation requests must include accurate and up-to-date information. If any aspect of the 
event (including but not limited to number of people, presence of non-Berkeley affiliates, 
minors, or intended audience) changes in a way that could impact policies or requirements, 
Event Services staff must be notified immediately in writing. All changes are subject to review 
and must comply with existing policies. 

10.​DESIGNATED ACTIVITIES​
Practice, performance or musical activities are only allowed in designated practice and 
performance rooms. 

11.​BERKELEY CAMPUS REGULATIONS​
All activities must comply with Berkeley Campus Regulations.  

12.​CANCELLATION​
Cancellation must be received in writing by emailing eventservices@berkeley.edu, prior to the 
reservation start time. 

13.​MISUSE AND MISCONDUCT 

https://studentaffairs.berkeley.edu/student-affairs-policies/berkeley-campus-regulations-implementing-university-policies/
mailto:eventservices@berkeley.edu


 

All users are required to comply with the policies outlined herein. Not following these standards 
may result in your organization being issued a warning. However, serious incidents may result in 
an immediate referral to the Center for Student Conduct 
 
Three-Warning System 
1.​ First Warning 

●​ A written warning will be issued to the client. 
●​ Applicable fees may be assessed.​

 
2.​ Second Warning 

●​ A second written warning will be issued. 
●​ Registered Student Organizations (RSOs): Oasis Advisor will be copied.  
●​ Campus Departments: The relevant Department Manager will be notified. 
●​ Applicable fees may be assessed.​

 
3.​ Third Warning (Final) 

●​ A third written warning will be issued. 
●​ RSOs: Oasis will be copied on the warning and account on 25live will be temporarily 

blocked 
●​ An account block results in the temporary suspension of all reservation privileges for the 

duration of the semester. Consequently, all current bookings will be canceled, and no 
new reservations can be made. The associated 25Live account will also be suspended.  

●​ Campus Departments: A second notification will be sent to the Department Manager.  
●​ Applicable fees may be assessed. 
●​ Reservation privileges will be temporarily suspended until all assessed fees are paid.​

 
Incident Severity Protocol 
Event Services reserves the right to immediately refer serious incidents to the UC Berkeley 
Center for Student Conduct.  This decision may be made in consultation with relevant Student 
Affairs offices, including but not limited to the Major Events and Activities Team, UCPD, Office of 
the Registrar and the Dean of Students. 

 

AVOID FEES & WARNINGS​
If you encounter any issues upon arrival (e.g., leftover food, missing furniture, or damage), report 
them immediately to the Event Services team by contacting the Event Operations team at 
510-289-7235. Please include description, photos if available, your reservation ID (e.g., 
2024-AABBCC), date, name of organization and location. 

CONTACT US:  
Events Reservations Staff Email - eventservices@berkeley.edu  

LOCATION:  
Berkeley Event Services Desk:  
Eshleman Hall (lobby) 
2465 Bancroft Way 
UC Berkeley, CA 94720 

Monday – Friday 
9:00 AM – 5:00 PM 
Email: eventservices@berkeley.edu  
Front Desk Phone: (510) 642-1141 
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